
  

 

Rialto Unified School District  
 

DIRECTOR OF PURCHASING SERVICES 
 
DEFINITION 
Under the direction of the Associate Superint endent of Business Services, plans,  organizes, coordinates  
and super vises  the o p e ra t i o n  o f  t h e  District  Purchasing  Department ,  Warehous e, Print Shop, and 
Mailroom  Services .  Responsible f or the evaluation and productivit y of all assig ned personnel; develops bid 
specifications and contracts ; s erves  as  a resource to  District  personnel  regarding  contracts, asset 
invent or y, material,  supplies  and equipm ent;  ser ves  as  a liaison between the District and various 
commodity vendors and manufacturer s’  repr esentatives; assures compliance wit h legal codes related to the 
procurem ent and bidding process; super vises and evaluates the perf ormance of assig ned staff; and other 
related duties as req uir ed.  

 
ESSENTIAL DUTIES 

 Plan, organize, analyze and super vise buyin g and related purchasing  f unctions , following all 
req uir em ent s  in accordance with all applicable laws, and Educational and Governm ent codes.  

 Plan , organize,  develop and implem ent  procedures  and guidelines  relative  t o  the warehousing  and 
distr ibution of goods, supplies, material,  and equipm ent.  

 Plan , organize,  develop  and implem ent  procedures  and guidelines  relative to print ing and mail 
ser vices.   

 Plan, organize, and evaluate the perf ormance of the purchasing, print shop, mailroom and 
warehouse per sonnel.  

 Revise and update District purchasing policy and handbook as needed.  
 Revie w, monit or and evaluate req uisit ions f or supplies, materials, eq uipm ent and services  to ensur e 

that specification standards are  observed.  
 Assist , counsel and advise District personnel related to print ing  operational  



 


	

