
Rural Community Assistance Corporation

Job Description


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

Status:  Exempt

Supervisor: Accounting & Facilities Manager 


Organization
Founded in 1978, RCAC is a 501(c)(3) nonprofit that provides training, technical and financial resources and advocacy so low-income rural communities can achieve their goals and visions. Our dedicated staff and active board work to make our vision of vibrant, healthy and enduring rural communities a reality 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 
The Facilities and Procurement Specialist will perform a wide variety of technical and analytical tasks to procure equipment, services, materials and supplies; maintain and execute a purchasing plan to support short- and long-term goals; develop and implement procedures to reduce procurement costs; perform employee orientations conduct property inventory; provide facilities maintenance; prepare documents for insurance, reporting and safety matters; and conduct 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:  

· Ensure compliance with RCAC procurement policies
· Setup new staff with appropriate equipment and office furniture

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

· Coordinate corporate facility maintenance, repair and renovation 
· Coordinate with out-stationed staff and property owners to establish and renew lease and rental agreements for office space

· Assist in document preparation  for annual renewal of corporate and building insurance 
· Assist staff to prepare subcontracting and small business utilization plans and reports. 
· Maintain an 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
· Supply major vendor reports annually to Board of Directors
· Each April, prepare an annual report on corporate insurance and office locations and leases 
· Conduct an annual corporate-wide property inventory
· Participate in the finance team and other corporate teams 

Skills and Qualifications
· Proficiency with personal computers including Microsoft Office 

· Able to complete administrative tasks such as data entry
· Ability to listen and communicate effectively both verbally and in writing

· Ability to work with minimum supervision and  prioritize multiple tasks
· Excellent written and verbal communication skills

· Ability to proofread and edit documents

· Ability to work independently and as part of a team
· Ability to follow detailed instructions

· Ability to use initiative to troubleshoot and problem solve

· Ability to organize and prioritize work to meet timelines and deadlines

· Knowledge of record keeping practices and financial analysis
· Ability to perform job related research and analysis

· Ability to relate well with both internal and external customers
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 persons 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 two hours per day) to heavy (four 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.

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 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).

Special Requirements:
Possession of a valid drivers' license and proof of insurance that meets the minimum requirements of RCAC corporate liability policy will be required when traveling for business purposes.
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