
PROJECT/PROGRAM MANAGER - PROCUREMENT 

The Office of Procurement for the University of Arkansas at Pine Bluff is seeking to fill the 

position of Procurement Manager. This position is governed by state and federal laws and 

agency/institutional policy. 

JOB SUMMARY 

The successful candidate will be responsible for assisting with overall procurement & contract 

administration of varied complexity, ensuring that they are administered in a fiscally responsible 

manner, complying with mandated requirements for the University. 

TYPICAL FUNCTIONS 
Supervises a subordinate staff involved in purchasing activities by interviewing, hiring, training, 

making work assignments, and evaluating job performance. Provides consultation regarding 

acquisition of equipment, assists departments in coordinating and preparing specifications for 

major projects, advises departments on purchasing procedures, and solves complex purchasing 

problems. Plans and coordinates the distribution of purchase requests and bids, reviews work 

assignments for accuracy, assists buyers in specialty areas, and keeps staff abreast of state and 

agency/university purchasing procedures. Meets with vendors concerning new products, notifies 

vendors of purchasing policies, evaluates vendor performance, and composes vendor complaints 

to forward to state purchasing office. Prepares various activity reports, Act 557 reports, prepares 

minority vendor reports, submits information for budget reports, updates item files for 

mechanized accounting system and trains personnel to submit orders electronically to companies. 

Reviews and analyzes complex agency level procurements in a variety of commodity and service 

groups; determines appropriateness of request, researches various commodity and service 

markets for current specifications, job duties, and market conditions and trends in pricing. 

Provides technical and legal guidance to faculty, staff, vendors, and university evaluation 

committees on proper methods of procurement in accordance with the state procurement law, 

regulations, policies, and practices. Performs other duties as assigned. 

REQUIRED QUALIFICATIONS AND EDUCATION   

(Only candidates who demonstrate the following skills and abilities will be considered). 

 

Knowledge of state and federal laws and agency purchasing laws, rules, regulations and 

procedures. Knowledge of effective management techniques, including team building, required 

to accomplish a variety of requirements in the public and/or private sector to meet the 

university’s goals and objectives. Knowledge of state budget, fiscal, purchasing and human 

resource policies and practices.  Ability to review and analyze agency specifications and write 

solicitation documents.  Ability to conduct public bid openings and evaluate vendor proposals. 

Ability to negotiate contract terms and conditions, award contracts, and monitor vendor 

performance. Ability to interpret, apply and communicate procurement laws, rules, policies, and 

practices to legislative members and staff, state government leaders, agency senior staff, agency 

procurement staff, and vendors. Ability to utilize financial and procurement software 

applications to compile and analyze data. Ability to formulate and interpret policies and 

procedures relating to purchasing. Ability to evaluate and analyze issues and resolve problems 



between departments and vendors. Ability to act independently with minimum direction and 

oversight to accomplish university mission, goals, and objectives. Ability to plan, organize and 

direct the work of a subordinate purchasing staff. Ability to communicate orally and in writing. 

 

EDUCATION: The formal education equivalent of a bachelor's degree in general business, 

management, accounting, materials management or a related area; plus six years of experience in 

purchasing or surplus property management, including two years in a management or 

supervisory capacity.  

 

PREFERRED QUALIFICATIONS: 

Preference will be given to qualified candidates with at least four (4) years of experience as a 

procurement specialist or technician or two (2) years of experience as a procurement manager 

with an agency or higher education institution of the State of Arkansas. 

Salary: $40,000 

Subject to a background check. 

Application Process: qualified individuals must submit an application, cover letter, resume, and 

three (3) letters of professional recommendation to: 

Human Resources 

University of Arkansas at Pine Bluff 

1200 N. University Dr. Mail Slot #4942 

Pine Bluff, Arkansas 71601 

 

Application packages may be e-mailed to uapbjobs@uapb.edu.  Application forms available at 

www.uapb.edu. 

 

DEADLINE: Review of applications will begin immediately and continue until suitable 

candidate is identified to fill the position.  

 

 
 "UAPB is an Equal Employment/Affirmative Action Employer, and participates in E-Verify Employer” 
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