Baltimore City Department of Human Resources

Gladys B. Gaskins, Director of Human Resources Sheila Dixon, Mayor
EXAMINATION FOR: PROCUREMENT SPECIALIST Il
SALARY: $47,600 — $67,100 GRADE: 114
CLOSING DATE: Continuous Recruitment - June 20, 2008 is the last day to file an application.

POSITION: A Procurement Specialist Il reviews, analyzes and conducts negotiations on awide variety of contracts
for the purchase of specialized supplies and commodities such as medical and computer equipment and services for
City agencies.

The eligible list may be used to hire persons as vacancies arise.

MINIMUM QUALIFICATIONS: On or before the date of filing the application, each candidate must:

Have avalid Maryland Class C Noncommercial driver's license or an equivalent out-of-state driver's license
acceptable to the Office of Risk Management;

AND
Have a bachelor’ s degree in from an accredited college or university;

AND
Have three years of experience in purchasing, including procurement planning and solicitation preparation,
contract development, negotiation and contract administration with specialized expertise in the procurement of at
least two of the following: professional services, information technology, utilities, custodial services,
commodities.

One year of experience may be substituted for each year of the degree requirement.

NOTE: YOUR LICENSE AND CERTIFICATION MUST BE RECORDED ON YOUR APPLICATION AND
WILL BE VERIFIED BY THE APPOINTING AUTHORITY. PROVISIONAL DRIVER'S LICENSES AND
LEARNER’'S PERMITS ARE NOT ACCEPTABLE.

SELECTION PROCESS: All candidates indicating the minimum qualifications on their applications will be placed
on the eligible list without further examination. The license, certification, training and experience of each candidate
will be evaluated for appropriateness and quantity. It isessential, therefore, that you give complete and accurate
information on your application. Vagueness or omission may prevent you from being considered for the position.
Qualified candidates will not be listed in rank order.

NOTE: Candidatesfor positionsin this class must take and pass the test for certification as a Certified Public
Purchasing Buyer (CPPB) from the Universal Public Purchasing Certification Council (UPPCO) or as a Certified
Federal Contracts Manager (CFCM) from the National Contract Management Association within two years of hiring;
failure to pass the test for certification is grounds for dismissal.
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Apply to: Baltimore City Department of Human Resources - 201 East Baltimore Street - Suite 100 - Baltimore, Maryland 21202 - (410) 396-3860

For additional job opportunities information, call (410) 545-3875 For the Hearing impaired: TTY 396-4930
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APPLICATIONS: Applications may be obtained by mail or in person from the Baltimore City Department of Human Resources, 201 East Baltimore Street, Suite 100,
Baltimore, Maryland 21202.

PHYSICAL EXAMINATION: Eligible candidates must pass ajob-related physical examination administered by the City.

TESTING FOR DRUGS: Effective October 1, 1994, the City’ s pre-employment physical examination for al applicants will include substance abuse testing. Sub-
stance abuse testing shall also be required prior to promotion to a sensitive job classification.

ELIGIBILITY: Qudified candidates will be considered for vacancies as they arise, for aperiod of at |east one year. The decision of the Director of Human Resources
with respect to acceptable minimum qualificationsis final.

SERVICE FEE: City employees who are represented by a union will be required to become union members or to pay a service fee as a condition of continuing em-
ployment after compl etion of a probationary period.

PROBATION: All persons, including current City employees, selected from an eligible list resulting from this examination will be on probation for six months.

NOTE: Those eligibles who are under final consideration for appointment will be required to authorize the release of
criminal conviction information from the Maryland State Police.

CONTINUOUSRECRUITMENT: Vacancies may befilled at any time. Applicationswill be processed in the order in
which they arereceived. Delay in filing your application may prevent you from being considered for vacancies.
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