


�x Meet schedules and timelines, 
�x Maintain files. 

 
Experience Required:  

�x Three years’ experience in processing contracts/agreements and/or experience in purchasing for a school district, 
county office, or other public agency. 

�x One year of supervisory experience. 
 
Education Required :  

�x Bachelor’s degree in Business or related field. 
 
Other Requirements : 

�x Valid California driver's license and proof of automobile insurance;  
�x 


