
NOTICE OF VACANCY 
 
TITLE:    Chief Procurement Officer 
DEPARTMENT:   Finance 
REPORTS TO:   Director of Finance 
SUPERVISION EXERCISED: One or more full-time equivalent staff 
SALARY:   Up to $92,000.00 DOQ; eligible for $1500.00 sign on bonus 
 
JOB SUMMARY: 
Under the broad supervision of the Mayor and the Director of Finance, the Purchasing Agent is responsible for procuring 
all supplies, materials, equipment, and services, for all City departments and the School Department.  Maintains all 
related records.  Ensures conformance with state statutes and city ordinances. 
 
MAJOR DUTIES: 
Authorizes and devises methods and procedures for all purchasing procedures including those transactions not covered 
by ordinance or statute.  Procures all construction work and miscellaneous services.  Makes technical decisions using 
independent judgment and purchasing knowledge. 
 
Requests and reviews price quotations on all materials, supplies, and equipment to be purchased by the City.  Awards 
contracts to successful vendors and directs the issuance of purchase orders. 
 
Conducts bidding process including writing or assisting departments in preparing detailed specifications for items to be 
purchased; directs formal advertising of bid invitations; presides at bid openings; analyzes bids and awards contracts 
according to state statutes and city ordinances.  Establishes amount of bid deposits, performance bonds, and liability 
insurance for contracts. 
 
Maintains records of all transactions, purchases, contracts, equipment transfer or sale.  Develops and maintains working 
relationships with sources of supply; interviews sales representatives; maintains catalogs on sources of supply, price 
trends, new developments. 
 
Sells surplus materials and equipment.  Prepares department budget. 
 
Answers questions regarding bids, specifications, and bills through correspondence or telephone. 
 
Assists other departments in preparation of bids for construction and/or services, including obtaining Prevailing Wage 
Rates, Central Register publication, insurance, bid deposit, and advertising requirements. 
 
Prepares all contracts, bid proposals and other legal documents.  Schedules advertising dates for city solicitations for all 
departments.  Maintains and updates purchasing records as required. 
 
Registers, records, updates, and maintains the vendor database.  Responsible for and involved in all phases of the 1099 
processing. 
 
Performs other duties as assigned. 
 
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 
Knowledge of municipal purchasing procedures, pertinent state and federal laws and city ordinances relative to bidding, 
types of equipment and materials purchased by a municipality and the sources of supply for these materials.  Ability to 
write specifications and other technical documents.  Ability to develop effective working relationship with other City 
officials and representatives of outside firms.  Ability to plan and direct the work of others.  Strong command of Microsoft 
Office and familiarity with Smartsheet a plus. 
 
QUALIFICATIONS REQUIRED: 
A Bachelor's Degree in Accounting, Business Administration, Economics, or other related field; or a combination of 



experience, training and education which provide the knowledge, skills, and abilities indicated.  Certification as a 
Massachusetts Certified Public Purchasing Official preferred, or receipt of same within one (1) year of hire. 
 
PHYSICAL DEMANDS AND OFFICE ENVIRONMENT: 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  While performing the duties of this job, the employee is frequently required 
to talk or hear.  Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Work is performed in a typical office setting.  While performing the duties 
of this job, the employee is occasionally required to stand.  The employee must occasionally lift and/or move up to 10 
lbs.  Vision abilities required by this job include close and distant vision. 
 
The City of Salem is committed to maintaining a work and learning environment free from discrimination on the basis 
of race, color, religion, national origin, pregnancy, gender identity, sexual orientation, marital/civil union status, 
ancestry, place of birth, age, citizenship status, veteran status, political affiliation, genetic information or disability, as 
defined and required by state and federal laws. 
 
Additionally, we prohibit retaliation against individuals who oppose such discrimination and harassment or who 
participate in an equal opportunity investigation. 
 
Qualified individuals are encouraged to apply with resume and cover letter to jobs@salem.com no later than July 21, 
2021. 

The City of Salem offers a comprehensive benefits plan including health, dental and life insurance, along with many 
other voluntary plans.  Come join our team and qualify for a $1500.00 sign on bonus. 

 
CITY OF SALEM 
Human Resources, Lisa B. Cammarata, Director of Human Resources 
98 Washington Street, 3rd floor 
Salem, Massachusetts  01970 
 
 
 
 
 
DATE:  July 1, 2021 
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