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● Communicate effectively with District personnel and vendors.
● Determine compliance of materials with specifications.
● Compile and write clear and concise reports.
● Understand and apply code provisions and legal opinions pertinent to purchasing.
● Develop and maintain good relations with vendors, governmental officials, and District personnel.
● Learn and perform the functions of the public agency procurement by applying district, state and

federal laws, rules, policies and regulations.
● Learn, understand, interpret, apply and explain district and department rules, policies and procedures

related to procurement and contracts.
● Perform basic to advanced procurement services for the District-wide purchasing program, as

designated by level.
● Advocate, model and implement Portland Public School’s Racial Educational Equity Initiative and

board policies.
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