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POSITION TITLE: Purchasing Card Specialist DIVISION: Business/Operations

WORK YEAR: 12 months DEPARTMENT: Budget/Finance

LOCATION: CES SALARY SCHEDULE: MBSS

DEFINITION:

The purchasing card specialist is responsible for coordinating and maintaining District purchasing card programs,
e.g., the Purchasing Card Program and Voyager Fleet Card Program.  The specialist ensures compliance with all
District policies and procedures to safeguard assets within the purchasing guidelines.  Performs job related
duties as assigned.

 
ESSENTIAL FUNCTIONS:

1.          Reviews and processes new account information records, establishes and monitors card eligibility, helps
determine appropriate spending limits, account codes and other relevant parameters.

2.          Maintains related records and data, e.g., copies of cardholder applications and a master list of card numbers
by site/location.

3.          Develops and provides related meetings and training, e.g., monthly cardholder training sessions and bi-annual
meetings for site/campus purchasing card administrator meetings

4.          Establishes and maintains District-wide communications; develops and distributes electronic and paper
materials and reports, e.g., program literature and financial reports.

5.          Assists in development, revision and enforcement of related procedures; resolves related problems.

6.          Serves as primary contact for cardholders and as a liaison between cardholders and financial institutions.

7.          Ensures that accurate, complete and prompt payment is made to financial institutions upon receipt of the
monthly statement; assures that cardholder expenditures are posted to the appropriate general ledger
account codes accurately and promptly.

8.          Collects related reports and data (e.g., monthly transaction logs and related purchase documentation) and
assures audit program compliance; notifies cardholders and managers of non-compliance issues and assists in
enforcing compliance.

9.          Identifies and implements future program applications/enhancements.

10.       Provides suggestions to appropriate staff (e.g., Controller and Purchasing Manager) on ways to improve the
program; develops, revises and maintains related documentation, e.g., a procedural manual.

11.       Manages gas cards in accordance with current District policy.

12.       Prepares and files related forms and reports as required by law, statute and directing agencies (e.g., the US
Internal Revenue Service and Arizona Department of Revenue).

QUALIFICATIONS:
1.          Bachelor’s degree in accounting or finance.

2.          Two years of experience in accounting, including experience with automated systems.

3.          Considerable working knowledge of accounting controls practices and automated
accounting systems.

4.          Ability to use the computer(s) and software currently in use in the District to create
spreadsheets, databases and word processing documents; ability to learn to use new
hardware and software as the District adopts them.

5.          Ability to communicate effectively orally and in writing with an audience of diverse
educational backgrounds; ability to conduct effective training sessions and resolve
problems.

6.          Ability to work independently and with flexibility, set priorities and meet deadlines, plan
and schedule workloads, and work unsupervised.
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SUPERVISION RECEIVED:
Controller

SUPERVISION GIVEN:
None
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