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                              “Where Utilities Power Possibilities”	
				
NOTICE OF POSITION VACANCY
PURCHASING CLERK

    POSITION TITLE:  			Purchasing Clerk
     RECRUITMENT DATES:		October 5 – 19, 2026
     SALARY:					Depends on experience  
     JOB TYPE:  				Full-Time
     LOCATION:				Canton Municipal Utilities (CMU)  			

Definition

Plans, organizes, directs, and reviews the operation of the centralized purchasing of Canton Municipal Utilities (CMU). Under general direction, reviews purchasing transactions and administers the procurement program.  The Purchasing Clerk also maintains records, resolves discrepancies, and assists in managing supplier relationships.  Strong organizational skills, attention to detail, and proficiency in procurement software are essential for success in this role. 



Examples of Duties, Knowledge, and Abilities

Duties may include, but are not limited to, the following:
· Prepare purchase orders and send copies to suppliers and departments originating requests.
· Respond to customer and supplier inquiries about order status, changes, or cancellations.
· Perform buying duties when necessary.
· Review requisition orders to verify accuracy, terminology, and specifications.
· Prepare, maintain, and review purchasing files, reports, and price lists.
· Compare prices, specifications, and delivery dates to determine the best bid among potential suppliers.
· Track the status of requisitions, contracts, and orders.
· Calculate costs of orders, and charge or forward invoices to appropriate accounts.
· Skills / Requirements / Qualifications
· Clerical: Knowledge clerical procedures and systems such as word processing, managing files and records, stenography and transcription, designing forms, and other office procedures and terminology.
· English Language: Knowledge of the structure and content of the English language, including the meaning and spelling of words, rules of composition, and grammar.
· Mathematics: Knowledge of basic arithmetic
· Computers and Electronics: Knowledge of essential Windows Microsoft Office Software, including Word, Excel, and Outlook
· [bookmark: _GoBack]Scanning, indexing documents, maintain fuelman, and Cintas/Bootbarn accounts,

EMPLOYMENT STANDARDS
Knowledge Of:
· "Just in time" ordering.
· Strategic and practical purchasing.
· Principles and practices of purchasing as they relate and apply to governmental purchasing.
· Governmental purchasing laws and procedures.
· Computerized purchasing
· Types of supplies, materials, and equipment commonly used in purchasing and warehousing, including terminology and nomenclature.
· Office procedures and organization.

Ability To:
· Analyze and understand purchasing and materials services activities.
· Resolve problems with distributors and employees.
· Explain processes and procedures to suppliers, managers, and internal staff.
· Analyze bids and computer reports.
· Compile and analyze statistical data.
· Communicate clearly and concisely, both verbally and in writing.
· Perceive and analyze problems correctly and take effective action.
· Build and maintain positive working relationships with employees and the public using high levels of customer service.

Minimum Qualifications
Education:
Graduation from a standard four (4) year high school or equivalent (GED or High School Equivalency Diploma).

AND
3 years of related experience in governmental purchasing including familiarity with warehousing and purchasing for a utility company 
Physical Requirements:
Moderate Work:  The ability to occasionally lift ten (10) to fifteen (15) pounds 
The incumbent is regularly required to sit; and use hands to finger, handle or feel objects, tools or controls.  The incumbent is frequently required to reach with hands and arms; occasionally required to walk, stand, stoop, kneel, crouch or bend;
    
          HOW TO APPLY:
· Interested applicants must submit a cover letter and resume’ to:
ATTN:  Director, Human Resources - CMU
127 West Peace Street 
Canton, MS  39046
	Email To:  hr@cmu.com  
· Cover letters and resumes must be received by 5:00 p. m. on the closing date of this announcement 
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