
Rural Community Assistance Corporation

Job Description


Facilities and Procurement Specialist 
Classification:  Grade D
Department: Finance, Grants & Contracts

Status:  Exempt

Supervisor: Accounting Manager 


Organization
Founded in 1978, RCAC is a 501(c)(3) non-profit that provides training, technical and financial resources and advocacy so low-income rural communities can achieve their goals. For more than 35 years, our dedicated staff and active board, coupled with our key values: leadership, collaboration, commitment, quality and integrity, have helped effect positive change in rural communities across the West. 

Finance Grants and Contracts 

The Finance, Grants & Contracts (FGC) department is responsible for the financial operations of the corporation including accounting, budgeting, contract management, facilities management and procurement functions.
Position Description 
Under general supervision, the Facilities and Procurement Specialist will perform a wide variety of technical and analytical tasks in the procurement of equipment, services, materials and supplies; maintain and execute a purchasing plan to support short and long term goal achievement in a timely and effective manner; develop and implement new methods and procedures to reduce corporate and program procurement costs while maintaining compliance with appropriate funding sources and applicable local and federal laws; other key responsibilities include: employee orientation, property inventory,  facilities maintenance, insurance, reporting, safety and general administrative tasks.  
Specific job goals, objectives and tasks are established for each employee as part of the annual evaluation and work plan process. General responsibilities and duties include but are not limited to the following:  

Purchasing 

· Ensure compliance with RCAC procurement and corporate policies
· Monitor procurement function when it is more appropriate for other employees to procure
· Correspond with vendors regarding wrong merchandise sent, shortages, over-shipments, or delivery reminders to resolve any problems that arise

· Coordinate cell phones and accessory purchases and maintain appropriate logs  

· Process and approve requisitions, purchase orders and related correspondence for corporate and field offices
· Assist administrative specialist with airline travel arrangements as needed
· Audit and monitor billings for major vendors, telephone use, other utilities and services    

· Select sources for goods or services based on analysis

· Approve and certify vendors and arrange for vendor contracts

· Solicit, accept and scrutinize vendor bids or proposals in accordance with federal cost principles (2 CFR 200)
· Observe quality of purchased goods and/or services

· Prepare reports and required documents

· Complete reports of purchasing activities and costs

· Verify order delivery and send back inaccurate shipments and verify or acquire prices
Employee Support 

· Provide new staff with employee safety, travel and purchasing information 

· Set new staff up with appropriate equipment and office furniture
· Coordinate collection of appropriate equipment and office furniture when employees exit RCAC
Property Inventory
· Conduct annual corporate-wide property inventory
· Maintain an accurate, updated account of RCAC properties by checking physical inventories and recording changes as they occur
· Track, monitor and tag all new RCAC equipment and furniture when purchased
· Create/maintain equipment inventory, reservations and check-out system
· Issue, track, monitor, and cancel  various corporate credit cards as needed
Facilities 
· Coordinate  the maintenance, repair, renovation of the corporate facility
· Coordinate with out-stationed staff and property owners on establishing and renewing lease and rental agreements for office space

· Establish/maintain internal controls for issuing and monitoring access 
· Monitor and track building expenses

· Issue and cancel fobs/cards and keys as necessary
· Maintain tenant relations

· Coordinate work of  janitorial and repair crews 
· Routinely change building door codes when necessary (within 24 hours of employee termination)
· Coordinate archived file maintenance for offsite storage facility
Insurance
· Assist in preparation of documents needed for annual renewal of corporate and building insurance; obtain accords and insurance certificate verifications as needed

· Update existing driver’s information with Insurance company;  and submit for new employees

· Review list of drivers and their records periodically and coordinate with Human Resources
Administrative
· Assist staff in preparing subcontracting plans and small business utilization reports  for out-going proposals

· Assist in the development and maintenance of RCAC operations manual and systems standardization; participate in corporate-wide committee meetings

· Respond to all requests and performs tasks in a timely efficient manner 

· Maintain a auditable filing system for information such as insurance policies, staff travel, bid solicitations, outgoing correspondence, vendor contacts and other information to ensure an accurate account of activities
· Maintain a clear and precise audit trail by thoroughly documenting all purchases and contractual actions from award through closeout; compile, store and manage procurement contract and grant document files and other resource documents to meet audit requirements

· Maintain logs of all communications and contacts with vendors

· Establish and maintain corporate databases for tracking and monitoring of monthly and annual bill comparisons of  utilities, telephone and property inventories

· Identify and establish goals and priorities for delivery of internal services

· Coordinate with supervisor for back-up work coverage during absences
· Keep supervisor informed on status of all activities on a regular basis

Reporting
· Prepare database reports and other reports such as lost or stolen property, surplus property available, or maintenance work performed 

· Prepare routine purchasing reports for Accounting Manager 
· Supply major vendor reports annually to board of directors
· Prepare, each April, an annual report on corporate insurance and office locations and leases 
· Periodically conduct detailed analysis of telephone and other suppliers 

· Submit timely annual property report to Yolo County and applicable counties in other states with field offices, when annual reporting applies

· File with local and State offices other required statutory reporting
Safety
· Oversee corporate/field office building safety and security

· Convene annual Safety Committee meeting
· Develop and maintain RCAC safety procedures

· Train staff on safety procedures
Team Member

· Participate on the finance team and other corporate teams 

· Participate in department and organizational strategic planning

· Perform other work as assigned
Skills and Abilities
Knowledge of:
Standard office procedures

English language, grammar, spelling and punctuation

Standard purchasing procedures and practices

Inventory procedures and controls

Office management procedures

General record keeping practices and financial analysis

Research techniques

Ability to:

Use a personal computer at high-level proficiency using Microsoft Suite 
Use Excel and work order database programs

Proofread and edit documents

Demonstrate a high level of customer service skills

Work with minimum supervision and handle multiple priorities simultaneously

Follow detailed instructions

Use initiative to approach troubleshooting and problem-solving alternatives

Organize and prioritize work to meet established timelines

Effectively listen and communicate both verbally and in writing

Perform basic math

Perform research and analysis 

Relate well with both internal and external clients
Work independently and as a member of a team to analyze and solve problems.
Preferred Education and Experience:
A combination of experience and education is necessary to qualify for the position. A typical qualifying combination may include:

Experience:

Five (5) years of applicable experience in procurement and facility management (education may be substituted for the experience).

Education:

Bachelor’s degree (additional qualifying experience may be substituted).

Physical Job Requirements:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   

Work performed in an office requires ability to operate computers and various pieces of office equipment, including telephone. Use may be moderate (average 2 hours per day) to heavy (4 or more hours per day).
While performing the duties of this position, the employee is frequently required to stand and/or sit for prolonged periods of time; walk; talk; hear; use hand to finger; handle; feel or operate objects, tools or controls; and reach with hands and arms. The employee is occasionally required to climb or balance; stoop, kneel, crouch or crawl.

The employee may occasionally lift and or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.

Special Requirements:
Possession of a valid driver’s license and proof of insurance that meets the minimum requirements ($100,000/$300,000) of RCAC corporate liability policy may be required when traveling for business purposes.
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