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HOME OF PELICAN ISLAND




1225 Main Street, Sebastian, Florida 32958 (772)-388-8222 Fax (772) 388-8249
PROCUREMENT/CONTRACTS ADMINISTRATION MANAGER
REGULAR FULL TIME

$60,000 (DOE)

The City of Sebastian is accepting applications for the position of Regular Full-time Procurement/Contracts Administration Manager for the City of Sebastian.  
General Description of Duties

Under general direction of the Administrative Services Director, plans, directs and coordinates the City’s purchasing activities and contract administration.  Responsibilities include the development and implementation of contracts, strategic procurement planning, procurement policies and procedures, delegated procurements, quality control, procurement training, electronic procurement systems, and procurement card administration. Performs all activities regarding the purchase of materials, supplies, equipment and services for the City and its entities; works with and supports the Risk Manager and City Attorney in coordinating all contractual agreements.  Oversees grants for the City; Allocates and appropriates funds, handles all paperwork and applications that need processing.  Works with clients on a day-to-day basis, performing tasks such as budget, conducting background checks, gathering information, providing guidance, and finalizing grants.  Works with grant recipients making sure grant guidelines are followed and money is used for the purpose intended.

Essential Job Functions

1. Responsible for adhering to all applicable federal, state and local laws, policies and procedures and to ensure compliance with the City’s policies; Read, interpret and explain laws, regulations, policies, procedures and specifications; maintain accurate records and files.

2. Establish annual contracts for the purchase of supplies, services, and construction; Review major solicitations and contracts to ensure compliance and identify opportunities for improvement, and co-develop and assist in prescribing and administering operational procedures governing the procurement function of all departments.

3. Research market sources and vendors to locate and ensure most cost effective and competitive pricing for the purchase of supplies and services.

4. Prepare and issue solicitation documents.

5. Direct the development of formal and informal bids; Request for Bid (RFBs), Request for Quote/Qualification (RFQs), Request for Information (RFIs) and Request for Proposal (RFPs); ensure all applicable legal and contractual provisions are met; direct and participate in the solicitation, evaluation and award of bids; conduct pre-bid briefings; perform or assist others in the performance of price/cost analysis negotiate contract provisions; prepare specifications as required.

6. Determine appropriate contracts for various types of procurement; review requisitions/purchase orders and related documents for completeness, accuracy and compliance with department and City procedures and requirements; review invoices and other documentation for compliance; resolve disputed invoices.

7. Conduct negotiations with suppliers on proposals, contracts and contract claims.

8. Assist in establishing and maintaining programs for the inspection, testing and acceptance of supplies and services.

9. Assist in administering operational procedures governing the procurement functions, consistent with all applicable laws, policies and rules.

10. Assist with establishing standard contract clauses for use in contracts, solicitations, and purchase orders.

11. Analyze current procurement activities and recommend improvements through more efficient procurement methods, e-procurement, privatization, quantity discounts, standardization, value analysis or cooperative purchasing.

12. Assist in establishing and supervising a contract administration system designed to ensure that contractors are performing in accordance with the terms and conditions of their contracts.

13. Determine budgetary requirements to maintain the program; makes recommendations on the annual budget; monitor program budget.
14. Coordinate with Information Technology staff to evaluate and develop end-user requirements and enhancements to the City’s MUNIS Financial Purchasing and Inventory System.

15. Support the Risk Manager and City Attorney offices for all contract documents.

16. Coordinate the storage, repurpose and disposal of surplus materials, equipment and vehicles with required documentation and agreements.

17. Organize and maintain the supply warehouse, organize and conduct inventory counts; audit and transfer data into the City’s financial system; 

18. Scrutinize, accept and process grant applications.

19. Develop, implement and evaluate funding plans with respect to business plans and strategies of the organization.

20. Identify potential grant sources which have proven track record and legal registration

21. Ensure grant applications are supported by proper documentation and clearances in order to make the grant process work effectively and efficiently. 

22. Ensure that the grant applications are in accordance with the qualification criteria.

23. Disseminate timely information on funding opportunities to grantees and coordinate the proposal planning process.

24. Involved in examining the progress of the funded project and whether the money is being utilized for the same.

25. Maintain and verify payment records, review invoices and record receipts for grant funded projects.

26. Prepare monthly reports on the funded project status and submit them to the management.

27. Prepare reports, correspondence, and City Council agenda items as appropriate.

28. Maintain liaison and represent the program to other departments and suppliers.  

29. Perform related duties as directed.

Qualifications

Knowledge of:

· Governmental accounting theory, principles, methods, practices and procedures. Pertinent federal, state and local codes, laws and regulations.

· Laws, principles and practices of public procurement and inventory management.

· Laws, principles and practices of organization and personnel administration.

· Laws, principles and practices of contract administration.

· Laws, principles and practices of grants administration.

· Principles and practices of project management and coordination.

· Research methods and analysis techniques.

· Thorough knowledge of the City of Sebastian’s organization, functions, and operating policies and procedure.

· Principles and practices of accounting and auditing including general ledger, debit, credit, journal entries and audit procedures.

· Principles and practices of financial record keeping and reporting.

· Considerable knowledge of business English, arithmetic, spelling, grammar and punctuation, and business letter writing.

· Knowledge of Microsoft Office - Excel, Word, and Outlook; MUNIS software helpful

Education and Experience Guidelines

· Bachelor’s Degree in Business Administration or Accounting/Finance, or related field: supplemented by up to three (3) years government procurement experience, including three years management experience; or an equivalent combination of education, training, and experience.  Certified Public Procurement Officer (CPPO) or equivalent preferred.

· Valid Florida Driver’s License

.                  

Applications are available in the Human Resources Department or can be downloaded from our website www.cityofsebastian.org. Please include a resume with the in-house application.  EEO/ADA/Drug free workplace. Excellent Benefit Package 
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