
ORGANIZED COMMUNITY ACTION PROGRAM, INC. 

 
POSITION DESCRIPTION: PROCUREMENT CLERK 

 

Supervisor: Fiscal Officer 

Exempt Status: Non Exempt 

Grade: 19 

 

 

Job Goal: This position is responsible for performance of adequate procurement duties and 

conforming to all required regulations and standards. 

 

Essential Duties & Responsibilities 

 

1. Maintain purchasing operations to include sealed bids & Request for Proposals. 

2. Prepare, compare, analyze & distribute procurement documents. 

3. Maintain agency insurance and administer claims. 

4. Maintain agency contracts and equipment leases. 

5. Ensure procurement practices meet federal and state standards. 

6. Maintain agency partnerships. 

7. Manage agency property inventory. 

8. Assist employees and vendors with needed information. 

 

General Staff Responsibilities 

 

1. Participate in staff meetings, conferences, training sessions, and workshops as assigned. 

2. Keep current and accurate records. 

3. Meet required deadlines. 

4. Maintain objectives and professional standards. 

5. Improve self-skills and education. 

6. Be present at work in order to provide consistency of services. 

7. Maintain confidentiality of procurement and insurance records. 

8. Maintain congenial and respectful relations with staff and vendors. 

 

Other Requirements 

 

1. Possess a basic knowledge of office practices. 

2. Communicate effectively, both orally and written. 

3. Possess a basic knowledge of computer operations. 

4. Possess a basic knowledge of purchasing standards. 

5. Possess a basic knowledge of insurance requirements. 

6. Ability to drive a private or Agency vehicle; must possess a valid driver’s license. 

 

Qualifications 

 

1. Two years experience in office practices. 



2. Two years experience in Microsoft Office applications (Word & Excel). 

3. Basic knowledge of procurement practices 

4. Basic knowledge of insurance terminology and claims. 

5. Current physical examination and TB screen documentation upon hire. 

6. Adequate means of transportation. 

 

 

I have read and understand the responsibilities and requirements of my job description. By 

signing my job description, my signature verifies that I accept and agree with my responsibilities 

and requirements. 

 

_________________________  _________________    

Signature     Date 

 

 

REVIEWED JULY 2014 


