5-4-90 D RECTOR OF SUPPLI ES, 1863

Summary of Duties : Plans, organi zes, coordinates, and directs the
operations of the Purchasing, Materials Managenent, and Printing

D visions of the Departnment of CGeneral Services; nmay assign, review
eval uate, and coordinate the work of professional enployees in these
activities; applies supervisory principles and techniques in building
and mai ntai ning an effective workforce; fulfills affirmative action
responsi bilities; and perforns rel ated work.

D stingui shing Features : The Director of Supplies directs and
coor di nat es professional enployees engaged in activities related to

t he managenent of stores, purchasing, salvage, printing, technica
support and audit functions. An enployee of this class is

di stingui shed by the responsibility for |ong-range planning,

devel opnent, inplenentati on, and nai ntenance of city-w de prograns for
the efficient and econom c purchase of materials, warehousing,
storekeepi ng, inventory, distribution, printing services, and
account i ng.

| ncunbents in the class of Director of Supplies, as bona fide

supervi sors, are responsible for the perfornmance of a w de range of
supervisory activities including: application of discipline,
processi ng and resol uti on of grievance, evaluation of perfornance and
approval of time off requests. Incunbents in this class typically
report to an Assistant General Manager. Assignnents are received in
broad terns, and the incunbent may initiate own assignnments without
further direction.

Exanpl es of Duties: Directs, coordinates and revi ews work perforned
by the Purchasing, Materials Managenent, and Printing D visions;
assigns work to D vision heads; reviews and signs purchase orders,
contracts, and other docunents; has final responsibility for
establ i shing policies and procedures to ensure that all purchases are
made efficiently, economcally and in accordance with all |egal
requirenents; directs the repair of office equipnent through
subor di nat e supervi sors.

Provi des managerial direction in the nore conpl ex purchases and in

mat eri al s managenent, sal vage operations, office equi pnent repair, and
techni cal support; plans, organi zes, and establishes procedures and
policies for a |arge purchasing and nmaterial s managenent organi zati on;
organi zes staff and procedures in the nost efficient manner to ensure
operations neet high standards; has final responsibility for ordering,
receiving, storing, and disposing of Gty materials, supplies, and
equi pnent .

Confers with Dvision heads and staff of various Gty offices on
questions of policy, organization, and probl em sol ving; coordi nates
the activities of the divisions with other departnments and advi ses
t hem on purchasi ng and nmaterial s managenent policies and procedures;
aut hori zes personnel changes; represents the General Manager,



Departnment of General Services, as directed, in negotiations with
suppliers, contractors, and governnental agencies; and ensures that
the Gty neets all of the conplex |egal requirenents involved in
pur chasi ng nmateri al s.

Comuni cat es equal enpl oynent/affirmative action information to

enpl oyees; applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and disciplining

subordi nates; assists enployees in preparing for pronotion as
described in the Gty's Affirmative Action program and nay be
assigned to other duties to neet technol ogi cal changes or energencies.

Qualifications : A good know edge of the principles, practices, and
procedures of a purchasing and naterial s managenent programfor a
central purchasing agency within a | arge organi zati on; a good

know edge of the practices and theories of inventory nanagenent,
materials forecasting and distribution, and cost reduction techni ques;
a good know edge of purchasing technol ogy; a good know edge of a
variety of laws and regul ations relative to purchasing and materials
managenent procedures; a good know edge of the types, uses, and proper
description of materials commonly required; a good know edge of
effective safety principles and practices; a working know edge of the
sources of supply for a wide variety of commodities; a working

know edge of the potential applications of data processing techni ques
to material s nanagenent activities; a working know edge of the | aws
regardi ng purchasing and materi al s managenent; a general know edge of
commodity nmarkets, marketing practices and pricing nethods; a good
knowl edge of supervisory principles and practices including: planning,
del egating, and controlling the work of subordinates; a good know edge
of techni ques of training, instructing, and eval uation of subordi nate
personnel ; a good know edge of techniques for counseling,

di sci plining, and notivating subordi nate personnel; a good know edge
of the procedures for grievance handling; a good know edge of
supervisory responsibility for equal enploynent opportunity and
affirmative action as set forth in the Gty's Affirmative Action
Program a worki ng know edge of Menoranda of Understandi ng as they
apply to subordi nate personnel; a general know edge of Gty Personnel
rul es, policies and procedures.

The ability to communicate effectively both orally and in witing; the
ability to prepare clear, concise, well organized witten materials
such as narrative and technical reports; the ability to direct the
devel opnent, inplenentation and nmai ntenance of a material s nanagenent
program the ability to deal tactfully and effectively with Gty
officials, department managenent and ot her individuals, groups, and
agencies; ability to establish and nmaintain a work environment to
enhance both enpl oyee noral e and productivity; ability to apply sound
supervisory principles and techniques; ability to fulfill supervisory
affirmative action responsibilities as indicated in the Aty's
Affirmative Action Program

Three years full-time paid experience as head of a nmaj or purchasing



and/ or material s managenent agency directing the anal ysis, planning,
organi zation, admni stration of conprehensive materials or procurenent
nmanagenent program or

Three years full-tine paid experience as a Director of Printing
Services for the Gty of Los Angel es;

Appoi ntnment to this position is subject to a one-year probationary
period as provided by Section 109 of the Los Angeles Gty Charter.

License: Awvalid California drivers' |icense and a good driving
record may be required.

Physi cal Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; and good speaki ng and
hearing ability. Persons with nedical [imtations may, wth
reasonabl e accommodat i ons, be capabl e of performng the najor duties
of this class. Such determ nation nust be nade on an individual basis
inlight of the person's Iimtations, the requirenments of the
position, and the appointing authority's ability to effect reasonabl e
accommodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
position shall be.



