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Procurement Services 
Office of the Associate Vice President of Finance and Budget 

Associate Director of Procurement Services 

Job Summary: 

Reporting to the Director of Procurement Services, the Associate Director of Procurement 
Services directs and manages Purchasing operations and assigned staff,  and participates in 
efforts leading to cost optimization, improved quality and enhanced innovation through the 
development of strategic sourcing initiatives, assurance of sourcing compliance, effective 
contract negotiation and staff development and training.  The Associate Director will also work 
with the Director on advanced, complex, and /or strategic departmental or University 
assignments and initiatives. 
 
 Job Duties and Responsibilities: 

1. Manage procurement operations and staff to ensure continual monitoring, assessment, 
and analysis of University commodity and service requirements; contribute to the 
development and implementation of cost-efficient and appropriate sourcing strategies for 
these requirements, programs or processes to support University business needs requiring 
analysis of market trends and benchmarks for the best practices, and provide assistance 
with specification development. 

 
2. Manage, evaluate and assign work and activities to teams responsible for the strategic 

sourcing of assigned commodities and services. Conduct performance evaluations and 
manage personnel matters.  Serve as the departmental representative at grievance 
hearings, disciplinary conferences, fact finding and other union-related issues. 
 

3. Provide oversight of team members’ efforts in market assessments, RFPs, bid strategy 
development, supplier negotiations, and with contract development and implementation 
activities, including but not limited to, complex services contracts and the acquisition of 
high dollar value equipment purchases that support a wide variety of University needs 
including, but not limited to Research, Student Activities, Athletics and Facilities, and 
others as directed.  Actively participate in strategic procurement initiates, manage 
departmentally assigned resources and collaborate with external groups and stakeholders.       
 

4. Oversee and manage the training of staff to ensure sufficient skill levels required is 
acquired to effectively perform assigned tasks and improve overall staff effectiveness and 
professionalism.  Provide continuous staff development opportunities to ensure 
proficiency is maintained in current trends and eProcurement technologies to enable 
expeditious and efficient service. Take an active role in leading, mentoring and 
motivating team members in order to improve team members' skills. 
 

5. Participate with campus communication efforts to provide training, instruction and 
direction to University personnel with regard to procurement policies and procedures, e.g. 
procurement options, best purchasing methods, appropriate product/service/vendor 
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evaluation criteria, lease vs. buy decisions, contract administration, problem resolution, 
vendor evaluation, etc. 
 

6. Serve in a consultative role with other directors throughout the University by determining 
how the Procurement organization can assist each department achieve their goals by 
developing an understanding of each department's unique purchasing needs and budgets, 
and developing sourcing plans and strategies that best meets those needs. 
 

7. In the performance of job duties and responsibilities, exercise proper decision-making 
through designated signatory authority to contractually bind the University in legal 
agreements and issue purchase orders.   
 

8. Assess existing and prospective vendors and evaluate the products and services offered; 
identify prospective users of those goods and services and direct vendors to the 
appropriate departments and/or personnel.  Counsel vendors regarding the University’s 
procurement policies and procedures, and the University’s vendor performance and 
product performance expectations.   

 
9. Serve as primary resource for customers, vendors, and staff as necessary to interpret 

policies and procedures, Federal and State procurement statutes, while assessing client 
needs and regard to dispute resolution. 
 

10. Ensure compliance with all applicable Federal and State rules and regulations, e.g. 
O.S.H.A., D.O.E., E.P.A., D.O.D., D.E.P., and with other Federal and State agencies 
having jurisdiction over the products and services acquired. 
 

11. Act on behalf of the Director in his/her absence. 
 

12. Manage the coordination and production of all reports as required.  Make presentations 
and participate in meetings, committees and other forums. 
 

13. Actively participate in a variety of procurement organizations, such as the Connecticut 
Colleges Purchasing Group (CCPG) and the National Association of Education of 
Procurement (NAEP), including promotion of consortia activities and professional 
development opportunities.   
 

14. Assist the Director on special projects as directed. 
 

15. Travel as needed to visit suppliers in support of University initiatives.   
 

16. Perform other duties as required. 
 

Minimum Qualifications Required:  

1) Bachelor’s degree in related field or equivalent training and experience. 
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2) Four (4) years experience in procurement management, sourcing administration and 
negotiation with at least three (3) years of experience at the level of supervisor. 

3) Considerable knowledge of principles of procurement, compliance, procurement law, 
knowledge of State of Connecticut procurement statutes and other public procurement in 
a state or federal environment. 

4) Knowledge and ability to apply management principles and techniques; strong bid 
development and negotiation skills; strong knowledge of procurement legal issues 
including applicable Federal and State, laws, statute and regulations. Ability to design, 
monitor and implement departmental and institutional policies and procedures. 
Understanding of significance and commitment to supplier diversity programs.   

5) Strong leadership, organizational, project management and planning skills with the ability 
to meet deadlines and facilitate solutions in a fast-paced environment.  

6) Strong interpersonal and persuasive skills with the ability to work effectively with all 
levels of employees and management. 

7) Excellent written and verbal communication and presentation skills. 

8) Considerable knowledge of academic institutional program needs including research and 
outreach programs and information technology needs. 

9) Knowledge and familiarity of web ordering environments, contract management systems 
and principles, standardization programs, supply chain and materials management 
programs and distribution methods. Demonstrated familiarity with financial system 
concepts and actual utilization including sourcing activities.  

10) Ability to analyze market trends and benchmarks for best practices and to develop 
specifications. 

11)  Excellent computer skills with strong technical skills to work with multiple database 
programs including Microsoft Access.  Knowledge of automated procurement systems 
(e.g. SciQuest) and reporting tools (e.g. Web Focus). 

12) Demonstrated leadership skills and a commitment to mentoring, coaching, and 
developing a team.  

13) Experience making presentations that represent the department and University to external 
groups. 

14) Must be able to travel frequently and have reliable transportation. 
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Preferred Requirements 
 

1. Advanced degree including Master’s in Business or Public Administration or JD.  
2. Certification by a recognized professional organization; including: Certified Purchasing 

Manager (CPM), Certified Associate in Contract Management (CACM), Certified 
Professional in Supply Management (CPSM), Certified Professional Contract Manager 
(CPCM), or Certified Purchasing Professional (CPP). 

3. Demonstrated, professional procurement experience preferably in a higher education 
institution (public or private) or Fortune 1000 company. 

4. Familiarity and working knowledge of SciQuest and Kuali Financial Systems.     
5. Strong understanding with demonstrated success in strategic procurement principles and 

approaches. 
 
To apply for this position go to Husky Hire www.jobs.uconn.edu  
 

http://www.jobs.uconn.edu/

