
AMADOR WATER AGENCY 
 
 

Job Title:   PURCHASING AGENT 
Department:   Administration 
Approved By:  General Manager 
Approved Date:  May 26, 2011   
FLSA Status:   Non-exempt 
Bargaining Unit:  AWA Employees' Association 
  
  
SUMMARY  
Under general supervision, performs the functions related to procurement, warehousing 
and inventory control for the Agency and is responsible for the Class C fleet 
management. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 
 
Duties may include, but are not limited to, the following:  
 
1. Issue purchase orders for inventory parts, supplies and equipment from vendors 
according to established Agency policies; consults appropriate vendors; analyze quotes 
and bids for relative prices and consistency with specifications.  Orders and receives 
supplies and materials; checks shipments for condition and accuracy of order.  Follow up 
on overdue shipments; prepare and process assigned purchase orders. 
 
2. Operate forklift; schedules and conducts workshops to license eligible employees to 
operate forklift. 
 
3. Check inventory on a regular basis for replenishment.  Oversee and assists in 
maintaining data and inventory levels using a computerized inventory tracking system.  
Performs physical counts and assists Agency auditors in verifying inventory. Responsible 
for inventory control, including parts in/out mangement. 
 
4. Identify and contact prospective vendors to obtain price and availability data.  
Coordinate purchasing details with vendors, including pricing revisions, order 
cancellation, discontinued items, acceptable substitutes, delivery date revisions and 
invoice discrepancies. 
 
5. Review requisitions from office and field staff for accuracy and completeness 
according to Agency policies.  Prepare requests for payments for blanket purchase 
orders or contracts. 
 



6. Ensures that the warehouse facilities and shop yard are in a clean and orderly fashion. 
 
7. Assists in shuttling Agency vehicles for repair work. 
 
8. Uniform Program Management 
 
9. Ability to respond to Agency emergencies on a 24/7 basis. 
 
10. Oversee the efficient utilization of available storage space at Tanner Shop. 
 
11. Must have excellent communication skills and be able to cultivate and maintain 
professional working relationships with fellow employees, management staff, vendors 
and members of the public. 
 
12. Must be able to multi-task and handle high-pressure deadlines. 
 
13. Manages the Class C fleet to ensure vehicles are maintained in proper working 
order.  Work with management to budget appropriate funds for expenditures, 
acquisitions; utilize the surplus policy as required when vehicles are retired from service. 
 
QUALIFICATIONS  To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. The requirements listed below are 
representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
Knowledge of principles and practices of purchasing and procurement; fundamental 
product information relating to materials, supplies and equipment used in construction 
and maintenance of water and wastewater facilities (including knowledge of chemicals 
needed).  Recordkeeping methods and procedures; principles and practices of storing, 
receiving and issuing equipment parts and supplies; sources and availability of parts and 
related methods for ordering and storing materials; safe work habits, basic operation and 
use of automated, portable data collection equipment; principles of basic mathematics. 
 
EDUCATION and/or EXPERIENCE  
Any combination of education and experience providing the required knowledge and 
abilities for successful performance of the position.  A typical way to obtain these would 
be a High School Diploma or GED, 4 years of purchasing and/or storekeeping 
experience (with 2 of those years in acquisition of water and wastewater parts and 
supplies). 
 
LANGUAGE SKILLS  
Ability to read and comprehend simple instructions, short correspondence, and memos.  
Ability to read and write at a level required for successful job performance.  Ability to 
effectively present information to customers, sales people, and other employees of the 
organization.  Deal tactfully and courteously with the public; establish and maintain 



cooperative working relationships with those contacted in the course of work. 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Possession of a valid California Driver's License and a continuing acceptable driving 
record. A current certificate in Forklift Operation. 
 
OTHER SKILLS AND ABILITIES  
Recordkeeping methods and procedures; parts and supplies required to operate water 
and wastewater facilities; principles and practices of storing, receiving and issuing 
equipment, parts and supplies; sources and availability of parts and related methods for 
ordering and storing materials; safe work habits, principles of basic mathematics; 
determine parts needed and sources of supply; issue parts and supplies and maintain 
records and reports.  Ability to use computers and applicable software; as well as 10-key 
by touch. 
 
PHYSICAL DEMANDS  The physical demands described here are representative of 
those that must be met by an employee to successfully perform the essential functions of 
this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee frequently works near moving 
mechanical parts and in outside weather conditions.  The employee must frequently lift 
and/or move up to 50 pounds.  Specific vision abilities required by this job includes the 
ability to adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  While performing the duties of this Job, the employee is frequently 
exposed to outside weather conditions. The employee is occasionally exposed to high, 
precarious places and fumes or airborne particles. The noise level in the work 
environment is usually loud. 
 
This job specification should not be construed to imply that these requirements are the exclusive standards of the position. Incumbents will follow 
any other instructions and perform any other related duties, as may be required. 
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