9-25-87 PURCHASI NG SPECI FI CATI ONS ANALYST, 1864

Sumary of Duties : Reviews and prepares specifications for a w de
variety of materials and equi pnment purchased for use by Gty
departnents; assists in directing a programof standardi zation; nakes
investigations of materials and requisitions; or supervises the review
and preparation of specifications and directs a programof naterials
standardi zation, directs the activities of a unit in the

adm nistration of ancillary purchasing functions; and does rel at ed

wor K.

D stinguishing Features : A Purchasing Specifications Analyst is
responsi bl e for review ng, screening, checking, and preparing fornal
speci fications whi ch invol ve purchases over $5,000. An enpl oyee of
this class conducts investigations to determne quality standards and
is in charge of a programof standardization and val ue analysis. A
Purchasi ng Specifications Analyst is a staff nenber in the Departnent
of General Services and work is reviewed in general terns by the
Assi st ant Purchasi ng Agent.

Exanpl es of Duties : Develops or wites new specifications for various
itens based on the general recomrendation of departnent heads and on
extensi ve research and investigation; supervises the work of personnel
engaged i n the devel opnent of specifications and standards; conducts a
program of val ue analysis to determne what naterials can do the job
nost effectively at the | owest cost; may admni ster prograns rel ated
to the Aty ordinances and directives pertaining to vendor affirnative
action, small business, anti-apartheih, mnority and wonen- owned

busi nesses and safe handling of hazardous materials in the work pl ace;
may | ook for potential obsol escence of nmaterials and suppli es;
conpi l es reference data;, may admnister long-termcontracts requiring
speci al i zed know edges of specifications and requirenents;

Revi ews and revi ses specifications as required for formal conpetitive
bi ddi ng; checks on restrictive bids; consults with appropriate
personnel in various departnents; studies how supplies are used and
determnes the quality that is needed to do the job; nmakes field trips
and tal ks with vendors; confers with commercial firns; anal yzes and
may revise restrictive requisitions; confers with departnment on
finalized specifications; nmay advi se buyers and Gty personnel on the
relative nmerit and availability of various materials, equipnment and
suppl i es;

Selects itens for standardi zati on based on a revi ew of repeated

pur chases or separate departnent purchases of simlar itens; organizes
and confers with standardi zati on conmttees; devel ops and revi ews
standards on materials to be purchased; sets necessarystandards for
speci fications; and may occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications : A good know edge of specifications witing and




pur chasi ng procedures both in formand technical content; a good

know edge of the quantity, availability, and value of materials,

equi prrent, and supplies; a good know edge of the different types of
materials, supplies, and equi prment commonly used by the Gty and of
the possibilities for standardi zation of naterials; a good know edge
of safety principles and practices; a good know edge of the | aws and
regul ations related to equal enploynent and affirmati ve action; snall

| ocal business, and anti-aparthi ed; a working know edge of sources and
supply for various comuoditi es;

a wor ki ng know edge of |aboratory nethods enpl oyed in the
testing of materials, equipnment, and supplies; a working know edge of
supervi sory principles and practices; a general know edge of Gty
personnel rules, policies and procedures; a general know edge of
menor anda of understanding as they apply to subordi nate personnel; the
ability to prepare accurate and conci se technical specifications; the
ability to analyze and evaluate the relative nerits of conpetitive
comodities; the ability to determne the utility, suitability, and
adaptability of itens inrelation to their use; the ability to conduct
research on new and changi ng products offered by vendors; the ability
to handl e correspondence and prepare reference material; and the
ability to deal tactfully and effectively with buyers, other Gty
personnel and officials, and comrerci al representatives.

Two years of full-time paid experience in the anal ysis and devel opnent
of technical specifications and standards for a w de variety of
comodi ties and equi pnent.

License: Awvalid Galifornia driver's license and a good driving
record are required.

Physical Requirenents : Strength to performaverage lifting up to 5
pounds and occasionally over 15 pounds; a good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capable of performng the duties of the position in the class. Such
determnati on nust be made on an individual basis in light of the
person's limtations, the requirenments of the position and the

appoi nting authority's ability to effect reasonabl e accommodations to
the person's limtations.

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



