
Job Description 

 POSITION:  DBM (PAY GRADE): 
 DEPARTMENT/SCHOOL:  ADDRESS: 
 REPORTS TO (TITLE):  ANNUAL WORKDAYS: 
 POSITION CATEGORY:  FLSA STATUS: 

POSITION SUMMARY: 

MINIMUM REQUIRED QUALIFICATIONS: 
EDUCATION: 

 WORK EXPERIENCE & SKILLS:   

CERTIFICATION/ENDORSEMENT/LICENSING: 

PRIMARY POSITION RESPONSIBILITIES: (15 MAX) 

continued… 



Job Description 

PRIMARY POSITION RESPONSIBILITIES (15 MAX), CONTINUED: 

PREFERRED QUALIFICATIONS & OTHER SKILLS: 

SECONDARY POSITION RESPONSIBILITIES: 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

 Direct Reports:  ________ # of Classified Hourly   ________ # of Administrators or Teachers 

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.  

 APPROVED BY AND REVISED DATE: 


	POSITION: Assistant Director of Procurement
	ADDRESS: 75 Calhoun Street Charleston, SC 29401
	REPORTS TO TITLE: Director of Procurement
	WORK EXPERIENCE  SKILLS CERTIFICATIONENDORSEMENTLICENSING: 
	PRIMARY POSITION RESPONSIBILITIES 15 MAXRow1: Ensure all procurement activities comply with applicable federal, state, and local laws, regulations, policies, and organizational procedures;

Review procurement transactions for compliance with competitive bidding requirements, purchasing thresholds, documentation standards, and delegated purchasing authority;

Interpret procurement laws, regulations, and policies, providing guidance and recommendations to internal departments;

Develop, implement, and maintain procurement policies, procedures, and internal controls;

Conduct compliance reviews and internal audits of procurement activities;

Identify compliance risks and recommend corrective actions and process improvements;

Monitor procurement activities to ensure adherence to ethical standards and conflict-of-interest requirements;

Prepare and submit all required procurement reports to executive leadership, governing bodies, and regulatory agencies;

Develop procurement performance metrics, dashboards, and management reports;
	PRIMARY POSITION RESPONSIBILITIES 15 MAX CONTINUEDRow1: Maintain procurement records and ensure documentation complies with record retention requirements;

Support internal and external audits by providing documentation, reports, and technical assistance; and

Ensure accurate reporting of procurement activities within financial and procurement management systems.





	PREFERRED QUALIFICATIONS  OTHER SKILLSRow1: Experience with Tyler Technologies: MUNIS.







	SECONDARY POSITION RESPONSIBILITIESRow1: Continue Professional Development to maintain purchasing knowledge;

Light travel throughout District; and

Perform other duties as assigned by the supervisor.

	of Classified Hourly: 0
	of Administrators or Teachers: 2
	POSITION CATEGORY: [Non-Certified Administrator]
	DBM (PAY GRADE): [D62]
	ANNUAL WORKDAYS: [240 Day]
	FLSA STATUS: [Exempt]
	EDUCATION: [Bachelor's Degree]
	DEPARTMENT/SCHOOL: [Procurement Services]
	APPROVED BY AND REVISED DATE: Jessica Carraher, Deputy CFO, 7/28/2026
	WORK EXPERIENCE & SKILLS: Five (5)+ years experience in procurement with a P-Card Program;
Three (3)+ years supervisory experience required;
Experience with Microsoft Office Applications (Word, Excel, PowerPoint, etc);
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;
Knowledge of CCSD Procurement Code;
Knowledge of local, state, and federal government procurement practices; and
Knowledge of standard business practices and procedures.

	PHYSICALMENTAL REQUIREMENTS: Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The employee will occasionally lift and/or move up to 25 pounds such as boxes of materials. The employee will sometimes push/pull items such as furniture or boxes of materials. While performing the duties of this job, the employee is regularly required to sit, stand, walk, talk, listen and/or reach with hands and arms. Specific vision abilities required by this job include close vision and distance vision.  

This also includes the capacity to understand, remember, and carry out job-related instructions; maintain attention and concentration sufficient to complete assigned tasks; exercise sound judgment; manage multiple priorities; and respond appropriately to changing work demands. The position requires the ability to communicate effectively, solve problems, and interact professionally with students, staff, administrators, and the public in a variety of settings, including situations that may involve time-sensitive deadlines or heightened levels of activity.
	POSITION SUMMARY: The Assistant Director of Procurement is responsible for ensuring the integrity, compliance, and effectiveness of the organization's procurement activities by overseeing all regulatory compliance, procurement reporting, and administration of  general procurement as well as the Procurement Card (P-Card) Program. This position provides guidance to departments on procurement requirements, monitors purchasing activities for compliance, and develops reports as required to comply with federal, state, and local laws and regulations as well as District policies.



