
STPSO 
Job Description 

Job Title:  Purchasing Agent 
Department:  Purchasing 
Reports To:  Purchasing Manager  
FLSA Status:  Non-Exempt 
Prepared Date: 05/09/2019 
Salary Range: 27,367 - $34,652 
 
SUMMARY – Under direction, performs purchasing work and related functions of the purchasing 
activities for public entity, which includes procurement of goods and services from the right source and 
at the most reasonable cost, while interpreting and applying Public Bid Law to assure accountability and 
integrity to the public and fairness to the business community.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 
Processes departmental requisitions, issues purchase orders as well as necessary documents related to 
the purchase of supplies, equipment, services and materials; checks for accuracy, availability of funds 
and correct GL coding. 
 
Compiles information and records to prepare purchase orders for procurement of materials and 
supplies. 
 
Consults catalogs or other sources and interviews suppliers to obtain prices and specifications. 
 
Sends copies of purchase order(s) to supplier and department originating request. 
 
Assists staff in making decisions that adhere to the legal guidelines regarding public procurement in 
order to maintain the integrity of the agency and public procurement process. 
 
Assists in the preparation and/or prepares requests for quotes, bids, and requests for proposal or other 
source of procurement in accordance with updates to Louisiana R.S. 38:2212 and STPSO policies.  
 
Submits advertising of bids to newspapers, and vendors as appropriate, in timely manner in accordance 
with legal requirements and STPSO policy. 
 
Receives, reviews, and determines compliance with requirements of bids or proposals. 
 
Prepares and maintains accurate records and documentation on all solicitations, responses, purchases, 
contracts, correspondence and related follow-up. 
 
Verifies invoices from suppliers with bids and purchase orders and approves bills for payment. 
 
Maintains database of reoccurring contracts and bid expirations. 
 
Maintains current list of approved and qualified vendors and contractors; creates vendors in database 
by obtaining current W-9 information. 
 



Receives and prioritizes travel requests, books travel arrangements and confirms with employees. 
 
Ensures staff adheres to STPSO's travel policy guidelines. 
 
Consults published and computer sources to analyze and evaluate commercial rates, lowest logical 
airfares, times, routings, and appropriate car rentals. 
 
Computes cost of travel, accommodations, and local transportation. 
 
Tracks and audits travel activities, expenses, and payments. 
 
Administers credit cards for use by departments, receives credit card purchase requests to place orders 
for necessary supplies and equipment.  
 
Reconciles credit card purchases against credit card statement and provides back-up receipts to Finance. 
 
Responsible for monthly reporting of departmental cell phone usage, along with ordering, supplying, 
and maintenance of cell phones. 
 
Serves as general resource for employees by providing guidance and assistance; researches problems 
and resolves issues. 
 
Maintains files and scans documents. 
 
SUPERVISORY RESPONSIBILITIES - This job has no supervisory responsibilities. 
 
QUALIFICATIONS - To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Public Bid Law knowledge preferred.  
 
Ability to develop effective and cooperative working relationships with other departments, employees, 
suppliers and other public agencies.  
 
Ability to read, interpret, explain, and properly apply rules, regulations, laws, policies and procedures.  
 
Ability to effectively communicate orally and in writing, including the ability to convey subjects in a 
clear, concise and positive manner. 
 
Proficiency in evaluating and comparing the product specifications, proposal details, and cost elements 
of a bid or request for proposal submission. 
 
Some knowledge in researching and preparing complex specifications, solicitations and other purchasing 
documents. 
 



Working skill with computers, including automated purchasing systems and common office software 
and productivity tools. 
 
Possesses complete integrity and a high sense of personal and professional ethics. 
 
Ability to prioritize, schedule, and undertake concurrent work assignments. 
 
EDUCATION and/or EXPERIENCE - High school diploma or general education degree (GED).  Must have 
strong clerical, organizational skills, and the ability to write routine reports and correspondence.  One or 
more years of purchasing experience preferred.  
 
LANGUAGE SKILLS - Ability to read and interpret documents.  
 
MATHEMATICAL SKILLS - Ability to calculate figures and amounts such as discounts, interest, and, 
percentages. 
 
COMPUTER SKILLS – Microsoft Excel and Word required. 
 
REASONING ABILITY - Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of instructions 
furnished in written, oral, diagram, or schedule form. 
 
CERTIFICATES, LICENSES, REGISTRATIONS - Valid Louisiana Motor Vehicle Operator's License; proof of 
residency of St. Tammany Parish (voter registration card); birth certificate; and Social Security Card. 
  
PHYSICAL DEMANDS - The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to stand, walk, sit, and talk 
or hear.  The employee is occasionally required to use hands to finger, handle, or feel and reach with 
hands and arms.  The employee must frequently lift and/or move up to 10 pounds.   
 
WORK ENVIRONMENT - The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is occasionally exposed to outside weather 
conditions.  The noise level in the work environment is usually moderate. 
 
SUMMARY -Duties listed above are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the position if 
the work is similar, related or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of 
the job change. 
 


