
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

DATE: 01/03/17 
 
TITLE:   Director, Contracts and Purchasing Services  
 
DEPARTMENT:  Contracts and Purchasing Services  
 
SECURITY SENSITIVE: Yes  
 
FLSA STATUS:  Exempt 
 
SALARY GRADE:  34 
 
FUNCTION: To establish and direct the College's procurement and contracting processes 
to effectively manage and reduce costs, improve customer satisfaction, and increase value.  
Responsible for college-wide procurement of goods and contractual services in a manner that 
ensures prudent expenditure of College funds in full compliance with State law and College 
policies. Responsible for review (internal and external legal review) and modification of all 
contract documents executed by the College to assure compliance with state law and College 
policy. 
 
REPORTS TO:  Vice Chancellor, Fiscal Affairs 
 
SUPERVISES:  Manager, Purchasing 
  Manager, Contract Administration 
  Procurement Card Administrator 
  Senior Administrative Assistant    
 
MAJOR REPONSIBILITIES: 
           Frequency 
Essential Job Functions1                                      D, W, M, Q, A2        %Time 
1. Supervise the procurement staff and manage the 
process for procuring commodities or services from 
prioritizing and determining the procurement method, 
quotations, formal bids to the issuance of requisitions 
and purchase orders.  Train staff related to general and 
specific procurement matters. 

D 20 

2. Responsible for the process of developing or 
reviewing (internal and external legal reviews) and 
facilitating modifications to draft contracts that 
financially impact the College.  Edit and negotiate 

D 30 

1 All job functions  MUST add up to 100% 
2 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 

                                                 



terms and conditions to ensure the institution’s best 
interests are represented. 
3. Develop and maintain working relationships with all 
departments related to procurement.  Represent 
purchasing on campus and departmental matters related 
to procurement issues. Serves as the primary point for 
procurement problem resolution. 

D 15 

4. Work with and train staff to establish and maintain 
strategic vendor partnerships and alliances that provide 
increased value and efficiency.  Identify and develop 
sources of supply; prepare, issue, and analyze vendor's 
quotations; negotiate, award, and insure compliance 
with all contracts and purchase orders.   

D 10 

5. Manage the Purchasing Card Program.  Manage the 
review expenditures, assess non-compliances in 
accordance with guidelines, issues notices of non-
compliance and makes recommendations to the VCFA 
in matters relating to discipline for non-compliance; 
assist cardholders and create summary reports regarding 
expenditures. 

M 5 

6. Prepare agenda items and recommendations to the 
VCFA and Chancellor for Board of Trustees meetings, 
including purchasing requests and construction related 
requests. 

M 5 

7. Create specific short term tactics and long term 
commodity strategies as required to support the 
College's long range goals. 

Q 3 

8. Develop annual purchasing budgets and objectives 
and monitor expenditures. Q 2 

                      
         
          Frequency 
Additional Job Functions:                 D, W, M, Q, A         %Time 
1. Manage contract administration and record retention 
of all contracts and purchasing documents. D 5 

3.  Participate in process meetings and teams focused on 
implementing innovative changes to the College’s 
processes and procedures. 

W 3 

4.  Other duties as assigned 
D 2 

 
 
 
 
  



REQUIRED/MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
 
Must have excellent written and oral communication skills with the ability to make effective 
and persuasive presentations. Must demonstrate successful interpersonal management skills.  
Knowledge of Texas public procurement laws and practices.  Possess the ability to utilize 
computer technology to access data, maintain records, and generate reports.    
 
Education and Experience: 
 

Required Education: Bachelor’s degree in a relevant field of study 
 

Preferred Education: Master’s degree in Business Administration or a related 
business degree 

 
Required Experience:   Eight years of experience with a computer based 

purchasing system in a multi-center organization with 
knowledge of regulations pertaining to public entity 
purchasing process, techniques of writing specifications 
and contract administration. 

 
Preferred Experience: Eight years of experience with a computer based 

purchasing system in a multi-center institution of higher 
education with experience interpreting and enforcing 
regulations pertaining to the public entity purchasing 
process, techniques of writing specifications, contracts 
and contract review. 

 
Licenses/Certifications: 
 
 Required Licenses/Certifications:  None 
 
 Preferred Licenses/Certifications:  CPPB, CPPO, CPSM, CPM and/or CTPM 
 
         Frequency 
Work Environment        D, W, M, Q, A 
Office Environment D 

 
 
                  Frequency 
Physical Activity3:                           D, W, M, Q, A   
Sitting and standing D 

        

3 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 
force. 

                                                 



 
 
 
  _________________     ____________  
 Employee Signature       Date 
 
 
 
             
 Leader Signature       Date 
 
 
For HR Use Only: 
Position Number  
Position Class  
Position Ecls  
Salary Table  
Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  
The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 
 


