Moose Jaw School Division #1

Purchasing Agent

The Moose Jaw School Division #1 is accepting applications for a full-time purchasing agent to commence duties on or about January 1, 2006. Reporting to the business manager, responsibilities for the position will include:

· Responsible for competitive bidding processes, including preparing and issuing bid documents, placing advertisements, summarizing and evaluating bids and awarding to the successful bidder in a public procurement environment.

· Responsible for maintaining a stores inventory for the Moose Jaw Schools.

· Responsible for placing orders for requisitioned supplies and equipment.

· Responsible for assisting with expediting, dealing with returns and resolving supplier issues.

· Responsible for providing support for schools with inquiries into the purchasing system. 

· Assists in developing data which can be used to identify cost saving opportunities. 

· Performs other duties as assigned.

The ideal candidate will possess:

· Five years experience in a public procurement environment.

· A two year business diploma.

· Certificate in purchasing from PMAC or its equivalent.

· Knowledge and understanding of the competitive bidding and purchasing system.

· A basic understanding of accounting practices

· Experience in an automated office environment, including word processing, spreadsheets and database software applications.

· Good communication skills

All applications should be submitted in confidence to 

Ron Purdy

Moose Jaw School Division #1

1075 9th Ave. N.W.

Moose Jaw, SK. S6H 1V7

E-mail: purdy.ron@mail.mjsd1.ca
Deadline for receipt of applications is 4:30 PM Wednesday December 7, 2005.

While we sincerely appreciate the interest of all applicants, only those candidates selected for an interview will be contacted.

