
CLOVIS MUNICIPAL SCHOOLS  
JOB DESCRIPTION 

 
Position: Chief Procurement Officer 
 
Supervisor: Assistant Superintendent of Finance 
 
General Job Description:To be responsible for all purchasing procedures including bids, requisitions,  

purchase orders, and accounts.  Maintain and keep records of all Vendors, Sick  
Bank Requests and Allocations, and the Affordable Care Act. 

 
Essential Duties and Responsibilities 

1. Verify and approve all Purchase Orders throughout the District. 
2. Assist District staff in procuring equipment and supplies. 
3. Prepare all bids and RFPs for the District and maintain vendor file for bids. 
4. Ensure all District Purchase Orders align with procurement codes. 
5. Maintain Vendor file in accordance with IRS Regulations including W-9, Vendor Input Forms, and ACH 

Forms. 
6. Maintain records of Sick Bank donations, allocations and refunds of donated days. 
7. Enter, verify, and maintain records pertaining to the Affordable Care Act. 
8. Prepare and distribute Affordable Care Act year-end forms in accordance with IRS regulations. 
9. Prepare the Schedule of Vendor Information for Purchases exceeding $60,000 for the District Audit. 
10. Prepare audits of payroll to ensure employees are paid as their contract states. 
11. Prepare listing of Bids for the monthly Board Meeting and answer questions as needed. 
12. Comply with CMS District and School Board policies, administrative rules, and regulations. 
13. Maintain filing system for bids, quotes, proposals, and vendors to include scanning documentation into the 

Skyward Financial Management Software system. 
 
Additional Duties and Responsibilities: 
 

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Demonstrate ethical behavior. 
3. Maintain behavior appropriate to performing and accomplishing assigned duties. 
4. Demonstrate foresight, examine issues, and take initiatives to improve the quality of education in the 

community. 
5. Embrace and encourage the acceptance of diversity. 
6. Communicate effectively with co-workers, supervisors, and other District employees. 
7. Maintain familiarity with current professional issues through ongoing personal development. 
8. Project an overall concern for personal appearance as it relates to job performance. 
9. Carry out assignments and instructions from supervisor(s) in a competent and efficient manner. 
10. Maintain awareness of the procurement needs of the District. 
11. Visit with schools and local businesses as required to coordinate the bidding process. 
12. Provide training to District employees in procurement procedures. 
13. Assist with construction projects, planning, and constructions supervision as directed. 
14. Complete records and reports as required in a timely manner, adhering to deadlines. 
15. Perform other duties and responsibilities as may be deemed appropriate by the Supervisor and/or 

Superintendent. 
 
 
 



 
Qualifications: 
 

1. Must possess and subsequently maintain New Mexico Chief Procurement Officer Certification. 
2. Bachelor’s degree or equivalent job-related experience. 
3. Computer literacy and proficiency with standard office equipment. 
4. Demonstrated ability to work with many people and maintain a positive perspective. 
5. Such alternatives to the above as the Superintendent may find appropriate and acceptable. 

 
Physical Requirements: 
 

Sitting, standing, lifting, and carrying (up to 50 pounds), reaching, climbing, squatting, kneeling,  
fingering or otherwise working with fingers, and moving light furniture may be required.  Prolonged  
typing, sitting, and working on a computer terminal, physical ability to type on a keyboard terminal, and  
adding machine. 

 
Safety and Health: 
 

Knowledge of universal hygiene precautions. 
Annual District safety/health-related training(s). 

 
Work Environment: 
 

Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work  
are routine, multiple tasks.  Must be alert and able to meet deadlines.  Flexibility and patience are  
required.  
 
Must be self-motivated and able to complete job assignment without direct supervision.  After hours  
work may be required.  Must be able to get along with co-workers/supervisors.  Must be able to work  
well with the public for long periods of time.  Must be able to work under stressful conditions. 

 
Terms of Employment: 
 

Salary and work year to be established by the Board. 
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