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STATE PROCUREMENT SPECIALIST I 

 
This is professional administrative work in the preparation, evaluation, and administration of state 
contracts and individual bids for a group of commodities characterized by limited technical and 
administrative complexity. Work involves the procurement of a group of assigned commodities and 
services for state agencies, institutions, and participating governmental operations under compliance 
with North Carolina statutes and the rules and regulations of the Division of Purchase and Contract. 
Work involves writing specifications for invitations for bids; evaluating bids and recommending award to 
vendors; establishing and maintaining contracts; resolving contract disputes; monitoring vendor 
performance; interpreting laws and policies to agency personnel and vendors; and conducting market 
research to stay abreast of changes in technology, source of supply, cost, and quality. Work is 
performed under the direct supervision of a State Purchase Administrator and is reviewed through 
conferences, reports, and completed work assignments. Positions are located in the Division of 
Purchase and Contract, Department of Administration. 
 
I. DIFFICULTY OF WORK: 
 
Variety and Scope - Work requires involvement with a specific group of commodities and is performed 
for a centralized authority representing all major activities of state government with assignments 
involving large scale purchasing. Employees prepare invitations for bids for commodities for state 
contract and review and approve bid specifications for commodities of an indigenous nature for specific 
agencies or institutions and administer state contracts for adherence to specifications. Employees 
consult with and advise department procurement personnel in large scale purchasing methods and 
procedures. 
 
Intricacy - Employees are responsible for managing statewide procurement activities for assigned 
commodities characterized by limited technical complexity. Commodities may include textiles, 
industrial/office paper, office supplies, graphic arts items, clothing, and fuels. Responsibility for the 
administration of contracts and other awards is also characterized by limited technical complexity. 
Employees receive technical assistance from engineering and standards specialists and department 
procurement personnel. Specialization in an area requires employees to maintain up-to-date 
knowledge of commodity technology, quality, cost, supply sources, and vendor reliability. Unusual 
problems or deviations from policy are discussed and resolved with the supervisor. 
 
Subject Matter Complexity - Employees are required to have considerable knowledge of the 
commodities assigned, sources of supply, cost, commodity technology, and reliability of vendors; 
and-the methods and procedures for large scale purchasing. Employees must have sufficient 
knowledge of the General Statutes and policies and procedures of the division to interpret and apply 
established rules and regulations and to explain these to agency personnel and vendors. Employees 
respond to vendors’ questions concerning bid specifications and invitation for bids. 
 
Guidelines - Guidelines available for use are the General Statutes of North Carolina, policies and 
procedures of the Division of Purchase and Contract, NC Administrative Code, State Purchasing 
Manual, manufacturers' catalogs and price lists, and other publications. 
 



NC 00629 
OSP 12/88 
 
II. RESPONSIBILITY: 
Nature of Instructions - Instructions may be oral or written and are usually in detail sufficient for the 
employee to be able to determine the nature of the work to be done and the expected results. 
 
Nature of Review - Work is reviewed by the supervisor for compliance to General statutes and the 
division's policies, procedures, rules, and regulations. 
 
Scope of Decisions - Work affects the management of assigned commodities in a statewide 
procurement program. Employees are responsible for recommending award of contracts from those 
vendors submitting bids. Bids are evaluated to determine the lowest and best bid most suitable for the 
particular application in accordance with the General Statutes, North Carolina Administrative Code, 
the State Purchasing Manual, and the bid specifications. 
 
Consequence of Decisions - Errors in work could result in needless expenditure of state funds, in delay 
in the processing of purchase orders, or the procurement of inappropriate goods and services. In the 
event of protests or litigation, employee participates in defense of contract award. 
 
III. INTERPERSONAL COMMUNICATIONS: 
 
Scope of Contacts - Contacts are with department procurement personnel, vendors and manufacturers' 
representatives, and division personnel 
 
Nature and Purpose - Contacts are for the purpose of giving or receiving assistance in performing work 
assignments, obtaining additional information on commodities or requisitions, or to resolve problems 
connected with the management of the procurement function for assigned commodities. 
 
IV. OTHER WORK DEMANDS: 
Work Conditions - Work is performed primarily in an office setting; however, site visits and visits to 
manufacturer/bidder's plants and to state agencies may be required.  
 
Hazards - There are no hazards inherent in the work. 
 
V. RECRUITMENT STANDARDS: 
 
Knowledges, Skills, and Abilities - General knowledge of large scale purchasing methods and 
procedures and the characteristics of the assigned commodities and sources of supply. Ability to 
gather, evaluate, and present technical information effectively in oral and written form; make sound 
recommendations concerning award of contracts based on evaluation of submitted bids; interpret and 
apply established rules and regulations and explain these to departments and vendors; and establish 
and maintain effective relationships with agency and university personnel and vendors. 
 
Minimum Training and Experience Requirements - Graduation from a four-year college or university 
with a degree in business administration, marketing, engineering, economics, or a closely related field 
and two years of experience in large scale purchasing, including the preparation of bid specifications 
and evaluations and administration of procurement agreements involving multiple users and vendors; 
or an equivalent combination of training and experience. 
 
Special Note: This is a generalized representation of positions in this class and is not intended to 
identify essential functions per ADA.  Examples of work are primarily essential functions of the majority 
of positions, but may not be applicable to all positions. 


