Position Description
Procurement Officer
I. Summary:  
THRHA is seeking a self-motivated and organized person for Procurement Officer.  THRHA utilizes a decentralized web-based procurement system, with multiple individuals authorized to procure goods and services.   The Procurement Officer will be responsible for overseeing all procurement activities at THRHA, including procurement activities from various individuals at field offices through-out SE Alaska and various departments at THRHA administrative headquarters in Juneau.    
II. Authority:

· Works as a team with all THRHA Department Managers and field offices.  
· Works closely with the Fiscal Officer and Accounts Payable department. 
· Reports to Vice President of Planning and Development.  
III. Duties and Responsibilities:

· Oversee high-volume procurement activities for all field offices and administrative departments, including multiple construction projects
· Monitor accuracy of procurement activities and report procurement deficiencies to appropriate managers 

· Establish and write procurement procedures 
· Train staff in procurement procedures
· Oversee compliance with THRHA Procurement Policy and  Federal, State and HUD regulation
· Assist all departments in procurement compliance
· Assist Accounts Payable department as needed to assure timely payment of invoices
· Verify invoices with contractors and vendors as needed 
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· Implement and maintain inventory and asset records

· Assist various departments in writing Request for Proposals (RFP) and Invitation for Bids (IFB)
· Generate procurement reports

· Data entry
· Assist in preparing audit information for funding agencies
· Occasional travel to field offices for training and oversight

· Other duties as assigned

IV. Required Knowledge, Abilities and Skills:
· Knowledge of procurement practices, and ability to learn and comply with THRHA procurement policy and HUD procurement regulations.  

· Knowledge of construction practices and materials.

· Knowledge of basic accounting practices

· Knowledge of accounts payable practices, including ability to understand vendor and contractor invoices and statements. 

· Proficiency in using Excel spreadsheets and data-base software. 

· Ability to learn and implement THRHA’s Procure-IT web-based procurement software within a reasonable time period. 

· Ability to teach staff on using Procure-It web-based procurement software. 
· Ability to write RFP’s and IFB’s in accordance with established  procurement policy 

· Ability to write periodic reports for management and auditors. 

· Must demonstrate ability to be accurate and organized

· Excellent communication skills, both written and oral.    

· Familiarity with SE communities and THRHA programs is beneficial. 
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V. Minimum Qualifications:

Bachelors degree in accounting or business management, and minimum of two years experience in overseeing procurement activities for large organizations with annual budgets in excess of $5,000,000.  Relevant experience may be substituted for college degree on a year for year basis.  Must be self-directed, organized and have practical experience with accounts payable practices, web-based software, data-base software and Excel spreadsheets.   Must have AK driver’s license.  
VI. Grade Level:
Grade 
Non-exempt  
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