
CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISSION 

CLASS TITLE: PURCHASING ASSISTANT I 

BASIC FUNCTION: 

Under the direction of an assigned admini strator , perform a variety of clerical dutie s in the review and 
processing of purcha se order s, requisitions and var ious other purcha sing forms and documents; maintain 
related records and files. 

DISTINGUISHING CHARACTERISTICS: 

The Purcha sing Assistant I classification is the entry-level position in the series. Incumbents work under 
close supervi sion and perform a variety of clerical dutie s in the review and proce ssing of pur chase 
order s, requi sitions and variou s other purcha sing forms and document s. The Purcha sing Assistant II 
classification is the more experienced-le vel position in the series. Incumbent s work under genera l 
supervi sion and perform complex clerical accountin g dutie s involved in the proce ssing of account s 
payable. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 
Perform a variety of clerical dutie s in support of purcha sing operation s; proce ss and verify accura cy of 
variou s purcha sing and related warehou se forms, document s and tran sactions; review tran sactions for 
errors and make appropriate correction s and adju stment s. 
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EDUCATION AND EXPERIE NCE: 

Any combination equivalent to: graduati on from high school and one year purchasing, clerical 
accounting or related experience. 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office and warehou se environment. 
Constant interruption s. 

PHYSIC AL DEMAND S: 
Hearing and speaking to exchange information. 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of material s. 
Sitting for extended periods of time. 
Bending at the waist, kneeling or crouchin g to file and retrieve mater ials. 
Reachin g overhead , above the shoulder s and horizontally. 
Lift and/or move up to 25 pounds. 

HAZARD S: 
Working around and with machinery having moving parts. 

Classified Employee ' s Salary Schedule : Range 19 Approved; 12/91; Rev. 9/93; 8/98, New title 10/10 (Ewing) 


