2024/2025 WORK STUDY PROGRAM

JOB POSTING
JOB TITLE: PURC 1 - Buyer, Procurement Operations
DEPARTMENT NAME: Purchasing Services
CONTACT NAME: Elke Kite, Administrative Officer

JOB DESCRIPTION:

The position will provide the WSP student an overview of the breadth of procurement activities
conducted by a Purchasing Services department that supports a research university. The student will
have the opportunity to work with Purchasing Officers, with a particular focus on public procurement,
business communications, and process improvement. You will also gain exposure to purchasing
operations management.

Under the general guidance of a Purchasing Officer, you will perform a variety of technical and

clerical duties related to UVic's Purchasing Services procurement operations and program
implementation.

RESPONSIBILITIES:

APPLICANTS MUST BE ELIGIBLE TO PARTICIPATE IN THE WORK STUDY PROGRAM
For details go to: http://www.uvic.ca/registrar/safa/work-study/index.php



QUALIFICATIONS:

e Knowledge of professional communications and information systems; familiarity with Microsoft
Office suite and SharePoint are considered assets

e Familiarity with public procurement and knowledge of UVic purchasing policies and procedures
is considered an asset

e Proficiency in Microsoft Word, Excel (intermediate level preferred for ability to manipulate data
for reporting purposes), and Powerpoint

e Research

APPLICANTS MUST BE ELIGIBLE TO PARTICIPATE IN THE WORK STUDY PROGRAM
For details go to: http://www.uvic.ca/registrar/safa/work-study/index.php



