
 

 

 

 
Procurement Specialist III #02226 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-11-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  11 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Coordinate highly complex and critical procurements required by the City; assist in the formulation of 
policies and procedures pertaining to procurement, particularly in the area of competitive negotiations; 
and assist purchasing staff when required. 
 
Representative Work Functions and Responsibilities 
Research, interpret, update and apply existing procurement laws, policies, and procedures to ensure 
procurement methods utilized by the City are in accordance with City, state and federal laws; instruct 
internal and external personnel on laws, policies, procedures and critical issues pertaining to each 
procurement to ensure that  applicable guidelines are followed; and analyze internal and external 
environments for non-compliance with procurement laws, policies, and external environment that could 
affect the City to ensure that the City is responsive to changes in the procurement process. 
 
Coordinate competitive negotiation strategies with all parties involved to facilitate the procurement of 
complex purchases. 
 
Revise solicitation documents as necessary to conform with City and state requirements; and solicit 
proposals and/or bids and plans. 
 
Organize and direct pre-proposal conferences,  evaluation committees, and negotiation teams to provide 
clarification  and to expedite the procurement process. 
 
Review or draft award documents to notify vendors of successful bids. 
  
Evaluate and respond  to questions, complaints, protests, and disputes in an effort to  minimize conflicts 
resulting from the procurement process. 
 
Interview prospective offerers  and bidders to update existing knowledge of market conditions; and assist 
City departments by providing market information needed for tactical and strategic planning. 
  
Assist purchasing staff in securing complex purchases when required. 
  
Coordinate team projects and supervise staff as required. 
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Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Accurately analyze, evaluate, and assess the variables surrounding requests for highly sensitive and 
technical  procurement; accurately select and implement the most optimal procurement method; 
effectively instruct, train and direct all parties involved with the procurement; ensure proper procurement 
laws, policies, and procedures are followed; accurately review and/or draft all necessary documentation; 
clearly and concisely communicate with public, co-workers, and all levels of City personnel the 
technicalities associated with the procurement process; accurately present and defend decisions 
associated with actions taken; effectively coordinate projects to meet applicable deadlines.  
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to nine 
(9) years in fields utilizing the required knowledge, skills and abilities and associated with such positions 
as Buyer or Contract Administrator. 
 
Preferred Qualifications 
NIGP Certified Public Professional Buyer (CPPB) 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of federal, state and local procurement laws, policies, and procedures, including 
the Sherman Antitrust Act, Virginia Procurement Code, and the City's Procurement 
Ordinance. 

2. Knowledge of business and contract law. 
3. Knowledge of procurement methods and procedures. 
4. Knowledge of market conditions relating to product and service availability. 
5. Knowledge of continuous improvement methods of system. 
6. Knowledge of municipal policies and procedures. 
7. Knowledge of automated information computer technologies. 

B. Skills 
1. Skill in analyzing, selecting, and implementing proper procurement decisions/actions. 
2. Skill in public or group presentations. 
3. Skill in contract negotiations. 
4. Skill in developing policies and procedures to meet the needs of the City. 
5. Skill in drafting solicitation contracts, and related documents. 
6. Skill in the development and implementation of policies. 
7. Skill in planning, organizing, directing, and controlling committees including 

division/department heads, executive and council participants. 
8. Skill in the use of microcomputer and basic software. 
9. Skill in time and meeting management. 

C. Abilities 
1. Ability to conceptualize all aspects affecting a procurement. 
2. Ability to apply broad computer technology knowledge in wide array of contract evaluations 

and negotiations. 
3. Ability to communicate procurement laws, policies, and  procedures to persons internal and 

external to the organization. 
4. Ability to uphold and defend procurement laws, policies, and procedures. 
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5. Ability to apply procurement laws, policies and procedures in abstract situations to meet the 
best interest of the City. 

6. Ability to establish effective working relationships both internal and external to the City. 
7. Ability to work effectively with minimal supervision. 
8. Ability to handle conflicts and pressures associated with meeting deadlines, negotiating 

contracts, and handling protests.          
9. Ability to supervise professional and clerical staff. 
 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
 


