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• Perform reconciliation as necessary for ProCard orders 
• Perform analysis of procurement patterns in order to identify and recommend areas 

for consolidation and requirements contracts. 
• Maintain BANNER databases related to the procurement function (e.g., vendor 

information, standard clauses, shipping methods) 
• Obtain current information from vendors to ensure their proper classification for tax 

reporting purposes (e.g., W-9, W-8BEN, I/C Forms, etc.) 
• Conduct informal solicitations & source selection for procurements requiring 

competition by creating, editing, issuing, amending, and awarding RFQ’s 
• Train and assist users on entry of purchase requisitions 
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* Complexity:  Refers to the diversity of rules and regulations (e.g., federal, state, local, and/or 
international procurement law, University Regulations & Procedures, Federal Acquisition 
Regulations (FAR), contract law, AS 39.52, State Employee Code of Ethics, Federal and State 
Anti-kickback and Ethics in Procurement Acts, Uniform Commercial Code (UCC), Internal 
Revenue Code, OMB Circular A-21 Cost Principals for Educational Institutions).  Complexity 
increases as the number of different regulations increase. 

 
* Scope:  Refers to the impact that a project has on the organization, either budgetary or 

operational.  Projects may involve or impact the organization at a departmental or program 
level, an MAU level, or at the system-wide level. As scope increases projects may impact the 
organization at a higher level or have a greater impact. 

 
 
 
** Lead: Provide day-to-day guidance, training and direction for staff in addition to other duties.  

Regularly assign and review work. Individual must be fluent in assigned area of responsibility. 
 
** Supervise: Hire, train, evaluate performance and initiate corrective action. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
[July 2009 revisions included formatting document for consistency.] 
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