
LOWER KUSKOKWIM SCHOOL DISTRICT
P.O. BOX 305

BETHEL, AK  99559
PHONE: 543-4865, FAX: 543-4900

PLEASE POST.. PLEASE POST.. PLEASE POST.. PLEASE POST.. PLEASE POST
OUT OF DISTRICT POSITION ADVERTISEMENT:  CLASSIFIED

118-21/22

Date Posted8/24/2021

Position PURCHASING AGENT

Applications may be requested from:  LKSD/Personnel Department, PO Box 305,
Bethel, Ak 99559 (907) 543-4886 and FAX (907) 543-4900.  Download an Application at

www.lksd.org.  The Lower Kuskokwim School District is an EEO, Affirmative Action Employer.
If you are applying for a position that requires typing skills, we must have a typing

test on file before 3:00pm on the closing date.

DISTRICT OFFICE - BUSINESS DEPARTMENTDepartment / Site

Qualifications
High school diploma or equivalent required.
Ability to live and work in a cross-cultural, rural Alaskan
environment.
Must pass a criminal background check.

Minimum of two years or progressively responsible experience with the purchasing of wide variety of
equipment, heating, plumbing, refrigeration, electrical power plant materials and supplies, or successful
completion of a Purchasing Agent Trainee Program with the district. Ability to analyze supply sources
for bid specifications that will lead to the purchase of the best commodities at the best price.  The ability
to establish and maintain effective working relationships with site administrators, department heads,
and vendors. The ability to oversee the activities of office support personnel associated with purchasing
functions.  Demonstrated ability to know and understand major building equipment components and
terminology. The ability and willingness to travel to remote village locations and locations outside the
State.

Duties:
Receives requisitions for the purchase of supplies and equipment. Reviews requisitions for
completeness and accuracy. Secures oral and written quotations indicating quality and quantity of
items, delivery date, discount and terms of payment. Determines best vendor, model and price of
merchandise.
Confers with plant facilities, village strike force, local and village maintenance personnel to determine
purchasing needs.
Is responsible for the timely purchase and coordination of vendor materials to comply with the district
needs and requirements.
Conducts follow-up and expediting activities to insure delivery to the various district locations.
Maintains appropriate records relating to the purchase of commodities.
Performs related work as assigned.
Travels to various locations to arrange summer barge orders for shipping schedules, to interview
potential vendors and resolve problems with vendors.
Secures bids on education, maintenance, and related supplies, equipment, furniture, and materials for
the district.

Permanent, 40 hrs/wk, 258 days/yrTerms of
Employment

Range 14/P $27.92
*As per the Negotiated Agreement*

Salar
y

Closing Date

8/24/2021

Open Until Filled


