
NOTICE OF VACANCY 
 
TITLE:    Assistant Procurement Officer 
DEPARTMENT:   Purchasing Department 
POSITION STATUS:  Full-time, non-union position with full benefits 
REPORTS TO:   Procurement Officer 
SALARY:   $55,000.00 - $60,000.00;DOQ 
 
DUTIES: 
Assists in all City of Salem (City) procurements. 
 
Enters and approves requisitions, submits legal notices, records and renews contracts, manages procurement 
records, collects certified payroll and insurance certificates, and assists other departments in procuring goods and 
services. 
 
Performs clerical duties of a moderately complex nature in a busy office setting to assist the Procurement Office 
on a regular basis. 
 
Compiles data, runs office reports, and interacts with customers.  Devises own procedures to accomplish regular 
duties.  Searches in files and records for material which is not readily obtainable and determines appropriateness 
of material using own judgment. 
 
General customer service and filing responsibilities as well as assistance with a variety of public records requests 
and public records management.   
 
Performs vendor 1099 reconciliation and the coding of vendors in city software MUNIS and updates vendor 
information in MUNIS. 
 
Tracks specific performance measures used for the Purchasing Department.  Tracks City vehicles records and 
titles. 
 
Applies general knowledge of city ordinances, regulations, and complex policies and procedures in performing 
duties.  Determines appropriate and applicable policy governing a particular situation or in advising other City 
departments.  Receives requests for information from e-mails, telephone calls or visitors.  Applies general 
knowledge of office procedures and governing rules and regulations, ordinances, state laws and the like in 
advising the public and other City departments. 
 
Performs other duties as assigned. 
 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 
Knowledge of business English, spelling, and arithmetic; knowledge of office practices and procedures; knowledge 
of the principles of office management.  Ability to understand and follow oral and written instructions.  Ability to 
develop, lay out and install clerical procedures and operations from general instructions.  Ability to type 
accurately with reasonable speed. 
 
Knowledge of municipal purchasing procedures, pertinent state and federal laws and city ordinances relative to 
bidding, types of equipment and materials purchased by a municipality and the sources of supply for these 
materials are a plus but not required.  
 
Working knowledge of Microsoft Word, Excel, Outlook, and Tyler Munis are preferred.  Willingness to learn 
computer procedures and office/software programs as required.  Previous office experience preferred. 



Willingness to be further trained in the municipal procurement field through the Massachusetts Certified Public 
Purchasing Official (MCPPO) program a plus.  Bachelor’s degree preferred. 
 
PHYSICAL DEMANDS AND OFFICE ENVIRONMENT: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  While performing the duties of this job, the employee is 
occasionally required to stand.  The employee frequently is required to walk, sit, and talk or hear.  The employee 
is occasionally required to use hands to finger, handle or feel objects, reach with hands and arms, climb or 
balance, and stoop, kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 10 lbs.  Vision 
abilities required by this job include close and distant vision.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Work is performed in a typical office setting and noise level is low 
to moderate. 
 
 
Qualified individuals are encouraged to apply with resume and cover letter, stating qualifications to this email 
address: jobs@salem.com.  Position is open until a qualified candidate is selected. 
 
 
____________________________ 
City of Salem 
Human Resources Department 
Lisa B. Cammarata, Director 
98 Washington Street, 3rd floor 
Salem, Massachusetts  01970 
 
 
The City of Salem is committed to maintaining a work and learning environment free from discrimination on the 
basis of race, color, religion, national origin, pregnancy, gender identity, sexual orientation, marital/civil union 
status, ancestry, place of birth, age, citizenship status, veteran status, political affiliation, genetic information, or 
disability, as defined and required by state and federal laws.  We prohibit retaliation against individuals who 
oppose such discrimination and harassment or who participate in an equal opportunity investigation. 
 
 
DATED:  JULY 18, 2022 

mailto:jobs@salem.com

