DISTRICT ATTORNEYS COUNCIL

NOTICE OF JOB OPENING

Position:


Procurement Officer
Division:


Finance

Opening Date:

November 9, 2006
Closing Date:

December 1, 2006
Salary Range:

$34,000 - $44,000
Submit Resume

& Cover Letter to:
District Attorneys Council

Lisa Thompson

Human Resources Officer

421 N.W. 13th Street, Suite 290

Oklahoma City, OK  73103

Cover letter should emphasize experience related to these job duties

Phone:


405-264-5004

Fax:



405-264-5099
Email:


Lisa.Thompson@dac.state.ok.us
Website:


www.ok.gov/dac

Duties 
· Responsible for agency procurement needs.
· Prepares various procurement activity reports.
· Makes recommendations to management concerning products and services.
· Advises agency personnel on purchasing procedures, policies, regulations and laws.
· Prepares purchase orders; organizes and maintains files.
· Monitors encumbrances and prepares change orders as needed.
· Composes and prepares routine correspondence and reports.
· Maintains copiers, faxes, postage meter, and other equipment.
· Maintains agency inventory records.
· Maintains mailing lists.
· Other duties as assigned.
Minimum Qualifications

· Certified Procurement Officer

· Self-motivated with good organizational skills.
· Ability to communicate effectively, both orally and in writing.

· Proficiency with PeopleSoft.

Desired Qualifications
· Proficiency with MS Office.

· Bachelor’s or associate’s degree in business or a related field.

The District Attorneys Council is the administrative state agency for Oklahoma’s 27 District Attorneys.  The agency provides required training for the district attorney system, processes payroll and benefits, provides computer services/support, serves as legislative liaison, coordinates the state’s Drug Task Forces, coordinates with the Department of Human Services - Child Enforcement Division, administers various federal programs, and serves as home to the Oklahoma Crime Victims Compensation Board.


This is an unclassified state position with full state benefits, including retirement, insurance, disability and life insurance.  A criminal background check is required.
