
 
Purchasing Agent (Permanent; Full Time) Opens 2/19/2019 Closes 3/19/2019- This is a permanent, 
full-time job opportunity to involve performing the procurement of equipment, services, materials, and 
supplies for the Township; administering the competitive bidding process; administering Township 
contracts; Providing financial and administrative analyses in support of purchasing and centralized 
service functions. 
 
Whitehall Township Administration is a high-performing, collaborative team of innovators who do 
important work that makes our community better every day.  If you have the heart of a public servant 
please read on! 
 
With every job we fill, our focus is on providing best in class service to our citizens while offering the 
opportunity for professional growth in a rewarding and innovative work environment.  Whitehall Township 
has an exciting opportunity for a highly motivated professional to fill the position of Purchasing Agent.  

If the below list of personal traits sounds like you, then you are just the type of person we are 
looking for to join our team as a Purchasing Agent. 

• Bachelor’s degree in business, public administration or related field 

• Three years of experience relating to municipal purchasing 

• CPPB or CPPO credential preferred 

• Ability to manage multiple concurrent objectives, projects, or activities  

• Knowledge of government contracting, public procurement, and bidding practices and standards; 
laws and regulations related to contracts and procurement in the public sector; required reports, 
information sources, and automated procurement bidding; knowledge of automated financial 
systems and applications. Ability to research and utilize data and information to achieve cost 
effective results. 

• Constructive team player  

• Self-motivated and driven  

• Willing and able to research, learn, and apply new approaches/technologies  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Whitehall Township – Position Description 

(FT) Purchasing Agent Administration Compensation: $55,000-62,500 Non-Bargaining 

General Purpose 

Under general direction, performs a variety of technical tasks in the procurement of equipment, 
services, materials, and supplies for the Township; administers the competitive bidding process; 
administers Township contracts; develops, reviews, and monitors contracts; provides customer support 
to departmental representatives; provides financial and administrative analyses in support of 
purchasing and centralized service functions; develops and implements contract and purchasing 
policies and procedures; and performs related work as required. 

Supervision Received 

The position receives general direction from the Deputy Mayor. 

Supervision Exercised 

The position exercises general and direct supervision over various members of the clerical staff as 
needed with assistance on projects and functions 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

▪ Governs Whitehall Township’s Centralized Purchasing System. 
▪ Reviews and analyzes requisitions to determine the most effective procurement method. 
▪ Collaborate with Township Bureaus, facilitating communication, and providing guidance to 

Bureau Chiefs regarding their purchasing needs, budgetary requests, specifications for 
services, supplies, and equipment.  

▪ Researches and develops specifications for solicitations of informal and formal bids, requests 
for proposals for major procurements of equipment, materials and services. 

▪ Conducts bid openings; analyzes bids and proposals, including performing price and cost 
analyses 

▪ Develops, analyzes, and administers Township purchasing contracts; reviews contract 
stipulations, specifications, and insurance and bonding requirements; ensures conformity and 
compliance with the Township’s policies, procedures, and service provision expectations; 
recommends changes and administers contract content, including material, equipment, and/or 
service costs; may develop contract language; verifies pricing, performance requirements, 
compliance with insurance and bonding requirements, liquidated damages, and delivery 
schedules to ensure completeness and accuracy; ensures that sole source requirements are 
met; coordinates, analyzes, administers, and issues contract change orders and amendments; 
monitors and tracks contract and procurement paperwork flow; conducts periodic internal 
audits to ensure that proper documentation and procedures have been maintained. 

▪ Issues correspondence of awards and monitor progress of contracts. 
▪ Ensures compliance with legal, regulatory and other requirements governing public 

procurement. 
▪ Researches new technology and equipment, keeping abreast of current market trends, 

changing technology, and identify alternative products and storage of products. Prepare, 
collect and evaluate purchasing data. 

▪ Establish maintenance contracts, implement blanket orders and authorize releases. 
▪ Review, approve Purchase orders, resolve invoice discrepancies, negotiate price adjustments. 
▪ Facilitates the resolution of IT issues with third-party administrator, determines computer 

specifications and software required. Coordinates the implementation of the virtual server 
installation. Resolves issues with phone systems, cell phones, landlines. 

▪ Maintains inventory of computers, software licenses and cell phones. 
▪ Educates and trains staff on accounting/purchasing system. 
▪ Utilizes state, PA Costars, and other cooperative government contracts. 

MINIMUM REQUIREMENTS 

A. Bachelor’s degree in business, public administration or related field 
B. Three years of experience relating to municipal purchasing 
C. CPPB or CPPO credential preferred 

NECESSARY SKILLS AND REQUIREMENTS 

(A) Ability to manage multiple concurrent objectives, projects, or activities  



(B) Knowledge of government contracting, public procurement, and bidding practices and standards; 
laws and regulations related to contracts and procurement in the public sector; required reports, 
information sources, and automated procurement bidding; knowledge of automated financial systems 
and applications.  
Research and utilize data and information to achieve cost effective results.  Negotiate contracts, 
agreements, and/or pricing schedules for services, supplies and equipment.  Advise and explain 
purchasing policies, procedures, and standards.  Maintain accurate financial records reports for 
informational, auditing, and operational use.  Interpret, apply, and explain complex laws, codes, 
regulations, and ordinances.  Review and verify accuracy of data and maintain confidentiality of critical 
financial/trade data.  Prepare budgetary and financial analyses. Use initiative and independent 
judgment within established policy and procedural guidelines.  
(C) Ability to research and utilize data and information to achieve cost effective results. 
(D) Ability to negotiate contracts, agreements, and/or pricing schedules for services, supplies and 
equipment. 
(E) Ability to advise and explain purchasing policies, procedures, and standards. 
(F) Ability to maintain accurate financial records reports for informational, auditing, and operational use. 
(G) Ability to interpret, apply, and explain complex laws, codes, regulations, and ordinances. 
(H) Ability to review and verify accuracy of data and maintain confidentiality of critical financial/trade 
data. 
(I) Experience preparing budgetary and financial analyses. 
(J) Ability to use initiative and independent judgment within established policy and procedural 
guidelines. 
(K) Constructive team player  
(L) Self-motivated and driven  
(M) Willing and able to research, learn, and apply new approaches/technologies 

TOOLS AND EQUIPMENT USED 

▪ This position requires intensive daily use of computers, phone, and other electronic devices. 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
 
While performing the duties of this job, the employee is constantly required to sit and talk or hear. The 
employee is required to walk; use hands to finger, handle, or feel objects, tools, or controls; and reach 
with hands and arms.  
 
The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by 
this job include close vision and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  
The noise level in the work environment is usually quiet. 

SELECTION GUIDELINES 

Formal application, rating of education and experience; oral interview and reference check; job related 
tests may be required.  
 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of 
the job change. EOE 

 


