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Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Construction Procurement Officer
	PCN: 11610001
	DepartmentSchool: Contracts & Procurement
	Location Address: 3999 Bridge View Drive, 
North Charleston, SC 29405
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Limited local travel.  Limited travel to in-state and out-of-state meeting
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: Bachelor's Degree in business related field OR equivalent combination of education and experience



Five (5)+ years experience in procurement of construction services, supplies and equipment.



Two years management experience.



Strong record of customer engagment and customer service.




	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: To carry out all phases of construction procurement applicable to the District’s building program to ensure District support of capital improvements. Ensures construction procurements are in compliance with State construction procurement requirements, State Education Board construction programs, District’s Capital Building Plan, and the District’s Procurement Code & Regulations.  
	PRIMARY POSITION RESPONSIBILITIES: 



15. Prepares bid specifications and documents and performs evaluation process.

16. Establishes contracts to expedite construction goods and services for end users.

17. Conduct construction procurement training for District employees.




	Text15: Certified Public Purchasing Official (CPPO) or Certified Purchasing Manager (CPM) or Certified Professional Public Buyer (CPPB)
	Text16: Ability to effectively lead meetings with vendors and customers.
	Text17: Experience in operating under the SC Consolidated Procurement Code and Regulations, a School District Procurement Code and Regulations or another similar governmental procurement code and regulations. 
	Text18: 1. Plans and coordinates activity schedules. Determines priorities, sequence of work, and methods to be used in completing assignments. Maintains currency on latest trends, developments, products, etc., in the construction procurement arena and advises appropriate personnel accordingly. Identifies goods and services or resources that compliment and support specific construction projects.

2. Prepares or assists in the preparation of construction procurement related regulations and/or policies. Serves as District liaison with and monitors the performance of external consultants and program managers. Maintains administrative records and files in compliance with District policies and regulations and generally accepted administrative practices. Analyzes monitors and/or controls expenditures.

3. Develops and maintains good working relationship with the District’s administrative staff members, external construction management firms, program managers, State and national agencies, and/or individuals or groups within the community, State or nation. Serves on intra- and inter-divisional committees as well as represents the District & department at conferences, meetings, and seminars. Directs the collection of or collects data and analyses information for report generation; analyses impact of multiple and extensive programs and makes recommendations for revisions and/or modifications, and formulates programmatic procedures.

4. Performs other duties as assigned by the Contracts and Procurement Director



This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts, or working conditions associated with the position.  While this description is intended to be an accurate reflection of the current position, management reserves the right to revise the job or to require that other or different tasks be performed when circumstances change (e.g., emergencies, change in personnel, work load, rush jobs, or technological developments). 


	Text19: Equipment utilized includes personal computers, calculators, copiers, facsimiles, and other standard office machines. Will not be required to lift over 50 pounds.  Must handle varying degrees of stress which is driven by the requirement to meet schedules.  Must be adaptable to fluctuating deadlines and schedules.  May be required to visit individual schools within the District.

Must be a self-starter and capable of working alone or as part of a team on various committees.   Must be capable of following procedures and regulations in accomplishing the job.  Some job tasks may be regimented.  


	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C52
	Reports toTitle only: Director of Contracts & Procurement
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1. Plans, directs, and/or supervises procurement of construction equipment and services needed by the District in support of the Capital building program. 

2. Prepares specifications or assists the end user in preparation of specifications for Capital building programs related to construction equipment and services. Determines the appropriate source selection for technology, construction equipment, infrastructure, construction services, and, construction supplies considering their effect on cost competition, performance and advantage to the District. Performs proper contract administration after award on construction contracts.

3. Works closely with the District’s Facilities Improvement, Facility Services, construction management firms and Finance departments to ensure all project and budget requirements are met. Closely works with the District’s Facilities Improvement office and construction management firms to establish milestone charts to meet time frames.

4. Ensures all necessary advertising requirements, amendments and revisions to solicitations, notice of intent requirements and approval requirements occur within established time frame. Ensures all laws are adhered to including South Carolina Facilities Planning and Construction Guide, State engineer guidelines and the District Procurement Code and Regulations. Failure to comply could result in loss of Procurement Authority for District or legal suits.

5. Conducts and/or monitors the opening of construction related solicitations to include sealed bids, best value bids, indefinite delivery contracts, and sealed proposals. Evaluates, tabulates or verifies tabulation of solicitations to insure lowest responsive and responsible bidders. Conducts proposal selection evaluation committees to determine the most advantageous offeror. Submits recommendations for awards of bids through channels to appropriate authority.

6. Interprets District Procurement Code and Regulations for compliance by end-users. Screens purchase requirements to ensure compliance with District Procurement Code and Regulations.

7. Identifies, monitors, and solicits Minority Business Enterprises (MBEs) to achieve participation in construction projects.

8. Supervises activities of the Construction Procurement Supervisor and Construction Procurement Technician

9. Continues Professional Development to maintain professional certification, as funds permit.

10. Assists with the budget process, as necessary.

11. Serves as custodian for confidential materials submitted in procurement actions where improper handling or release could result in legal action.

12. Oversees procurement activities of Construction Management Firms and Facilities to insure compliance with District’s Procurement Code and Regulations.

13. Establishes policies that pertain to construction procurement actions.

14. Assists with the preparation of procurement files for scheduled and unscheduled audits.






	Work Hours2: 5:00
	Text1: 
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