
RESOLUTION NO. 90-60 

A RESOLUTION OF THE LODI CITY COUNCIL 
A P P R O V I N G  THE AMENDED CLASS SPECIFICATIONS FOR BUYER 

RESOLVED, t h a t  t h e  Ci ty Counc i l  of t h e  City of L o d i  does hereby approve t h e  
amended c l a s s  s p e c i f i c a t i o n s  f o r  Buyer as shown on E x h i b i t  A a t t a c h e d  h e r e t o  
and thereby  made a p a r t  hereo f .  

Dated: A p r i l  18, 1990 

I hereby c e r t i f y  t h a t  R e s o l u t i o n  No. 90-60 was passed and adopted by t h e  
Ci ty Counc i l  o f  t h e  Ci ty of Lod i  i n  a r e g u l a r  meet ing  h e l d  A p r i l  18, 1990 
by t h e  f o l l o w i n g  v o t e :  

Ayes : 

Noes : Counc i l  Members - None 

Absent: Counc i l  Members - Olson 

Counc i l  Members - Hinchman, P i n k e r t o n ,  Re id  and S n i d e r  (Mayor) 

h h  &L 
A l i c e  M. Reimche 
Ci ty C l e r k  

90-60 



C I T Y  OF LODI A p r i l  1990 

BUYER 

DEFINITION 

Under g e n e r a l  d i r e c t i o n ,  p u r c h a s e s  and e x v e d i t e s  a v a r i e t y  of mater ia l s ,  
s u p p l i e s ,  e q u i p m e n t ,  and  s e r v i c e s  f o r  u s e  by e l l  C i t y  d e p a r t m e n t s ;  
p e r f o m s  r e l a t e d  work as  a s s i g n e d .  

DISTINGUISHING C W C T E R I S T I C S  

The c lass  of Buyer i s  d i s t i n g u i s h e d  f r o m  t h a t  of S e n i o r  
S t o r e k e e p e r / B u y e r  i n  t h a t  t h e  p r i m a r y  d u t y  i s  t o  b e  i n d e p e n d e n t l y  
r e s p o n s i b l e  f o r  a wide r a n g e  o f  p u r c h a s i n g  and e x p e d i t i n g  f u n c t i o n s ;  t h e  
Buyer  a c t s  as P u r c h a s i n g  O f f i c e r  i n  h i s / h e r  a b s e n c e ;  t h e  S e n i o r  
S t o r e k e e p e r / B u y e r  s u p e r v i s e s  t h e  S t o r e k e e p i n g  f u n c t i o n  and  p e r f o r m s  
p r e - e s t a b l i s h e d  b u y i n g  f u n c t i o n s .  

SUPERVISION RECEIVED AND EXERCISED 

R e c e i v e s  g e n e r a l  d i r e c t i o n  f rom t h e  P u r c h a s i n g  O f f i c e r .  

May exercise i n d i r e c t  s u p e r v i s i o n  o v e r  c l e r i ca l  s t a f f  a n d  S e n i o r  
S t o r e k e e p e r / B u y e r .  

EXAMPLES OF DUTIES: 

D u t i e s  may i n c l u d e ,  b u t  are  n o t  l i m i t e d  t o ,  t h e  f o l l o w i n g :  

Reviews r e q u i s i t i o n s  f o r  a c c u r a c y  and c o m p l e t e n e s s ,  c o n s u l t s  w i t h  user 
d e p z r t m e n t s  r e g a r d i n g  p u r c h a s i n g  n e e d s ,  and  p r o v i i e s  i n f o r m a t i o n  
r e g a r d i n g  p r o d u c t s  and  s u p p l i e s .  

O b t a i n s  a n d  e v a l u a t e s  p r i c e  q u o t a t i o n s  a n d  a n a l y z e s  b i d s .  
Deve lops  a n d  preperes p u r c h a s e  orciers; e x p e d i t e s  p u r c h a s e  o r d e r s  by  

f o l l o w i n g  u p  w i t h  s u p p l i e r s  t o  r e c o n c i l e  c i e l i v e r y ,  qual icy,  
a c c u r a c y  and o t h e r  p r o b l e m s  t h a z  a r i se .  

E x F l a i n s  p u r c n a s i n g  po l ic ies  a n d  p r o c e d u r e s  t o  p o t e n t i a l  v e n d o r s ;  p l a c e s  
o r d e r s  and n e g o t i a t e s  wi th  v e n d o r s  as r e q u i r e d  i f  changes  i n  
p u r c h a s e  t e r m s  are r e q u i r e d .  

R e s e a r c h e s  a v a i l a b i l i t y ,  pr ice ,  terms, a n d  d e l i v e r y  s c h e d u l e s  w i t h  

Applies economic c o n d i t i o n s ,  conunodity p r ice  t r e n d s ,  l e a d  times, d e v e l o p s  
s3crces of s u p p l y ,  and  new p r o d u c t s  f o r  p u r c h a s i n g  a c r i v i t i e s .  

A s s i s t s  i n  t h e  deve lopmen t  a n d  a c j m i n i s t r a t i o n  of c o n t r a c t s .  
A s s i s t s  d e p a r t m e n t s  i n  t h e  p r e p a r a t i o n  of c lear  a n d  complete 

M a i n t e i n s  p u r c h a s i n g  r e c o r d s ,  prepares s u m m z i e n  and r e p o r t s ,  

A c t s  as P u r c h a s i n g  O f f i c e r  i n  h i s / h e r  d s e n c e .  

v e n d o r s  f o r  both specific a n d  p r o j e c t e d  n e e d s .  

s p e c i f i c a t i o n s .  

i n c l u d i n g  v e n d o r  p e r f o - m a n c e  reports,  a n d  m a i n t a i n s  b i e  l i s ts .  
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KIh’ItYJF.:  QUALIPICATIOXS 

Knowledae  o f :  

T I  b 

P r i n c i p l e s  a n d  p r a c t i c e s  of p u r c h a s i n g ,  i n c l u d i n g  c o m p e t i z i v e  b i d d i n g  
p r o c e d u r e s .  
I n v e n t o r y  C o n t r o l  p r o c e a u r e s .  
B a s i c  a c c o u n t i n g  p r o c e d u r e s  a n 2  p r a c t i c e s  appl icable  t o  t h e  p u r c h a s i n g  
f u n c t i o n .  
T y p e s  and  s o u r c e s  of mater ia l s ,  s u p p l i e s ,  s e rv i ces ,  a n d  i n f o r m a t i o n  o n  
e c o n o m i c  c o n d i t i o n s  a n d  i n d u s t r y  t r e n d s .  
Applicable f e d e r a l ,  s t a t e ,  a n d  l o c a l , l a w s ,  a n d  r e g u l a t i o n s  r e g a r d i n g  
p u z c h a s i n g  . 

A b i l i t y  t o :  

I n t e r p r e t  a n d  a p p l y  a p p l i c a b l e  o r d i n a n c e s ,  p o l i c i e s ,  
a n d  r e g u l a t i o n s  a f f e c t i n g  p u r c h a s i n g  o p e r a t i o n s .  
A n a l y z e  a n d  i n t e r p r e t  r e o u i s i t i o n s ,  p l a n s ,  d r a w i n g s ,  
P r e p a r e  c lear  a n d  c o n c i s e  s p e c i f i c a t i o n s .  
Buy e f f e c t i v e l y  c o n s i d e r i n g  p r i c e ,  s e r v i c e ,  q u a l ; t y ,  
E s t a b l i s h  a n 6  m a i n t a i n  a c c u r a t e  r e c o r d s  a n d  + ’  s .  

p r o c e d u r e s ,  rules, 

a n d  s p e c i f i c a t i o n s .  

a n d  d e l i v e r y .  

S e t  p r i o r i t i e s ,  o r s a n i z e  work, a n d  m a k e  .-. . a s i n e s s  d e c i s i o n s .  
Communica te  e f f e c t i v e l y ,  b o t h  o r a l l y  all, . c i t i n g .  
P e r f o r m  accu.-ate basic  mathematiczl f u n c t i o n s .  
E s t a b l i s h  a n d  ‘ a i n  e f f e c t i v e  w o r k i n g  r e l a t i o n s h i p s  w i t h  C i t y  s ta f f ,  
v e n d o r s ,  a n d  t’ -a1 publ ic .  

EDUCATION m u  LAPERIENCE 

Any c o m b i n a t i o n  e q c i v a l e n t  t o  e j 7 e r i e n c e  a n d  e d u c a t i o n  t h a t  wou ld  l i k e l y  
p r o v i d e  t h e  r e q u i r e d  k n o w l e d g e  a n d  zbil ir ies wou ld  be q x a l i f y i n g .  A 
:-ice1 c o m b i n a t i o n  i s  : 

z q u i v a l e x t  :o t h e  c o n F l e t i o n  of hicjh school ,  s u p p l e m e n t e d  by c o l l e q e  
l e v e l  c o u r s e s  i n  g c s i n e s s  k h i n i s z r a x i o n  o r  r e l a E e d  f i e l r 2 .  

- cmerience : 

T h r e e  y e a r s  e x p e r i e n c e  i n  p u r c h z s i n g  a n d  e x p e d i t i n g  materials, suppl ies  
a n d  eq-Lipment.  

3 o s s e s s i o n  of 2 vz.liC Driver’s L i c e n s e  from :he C z l i i o r n i a  D e p a r t m e n t  of 
!.lotor V e h i c l e s .  


