
 

 
Equal Opportunity Employer/ Women and minorities are encouraged to apply/Drug Free Work Place 

PROCUREMENT & CONTRACTS MANAGER 
OPEN COMPETITIVE RECRUITMENT 

APPLICATION DEADLINE: 5:00 P.M. FRIDAY, MARCH 23, 2018 
SALARY RANGE:  $77,188.80 - $114,088.00 depending on qualifications. 

 
APPLICATION INFORMATION: The supplemental questionnaire is on the second 
page of this document. Please submit RTC application and the supplemental questionnaire to 
Regional Transportation Commission, PO Box 30002, Nevada 89520; by faxing to (775) 348-3209; or 
by emailing jobs@rtcwashoe.com no later than 5:00 P.M Friday, March 23, 2018. 

 

The Procurement & Contracts Manager is responsible for planning, directing and administering the 
procurement function for the RTC.  The successful candidate must be highly motivated, proficient 
in managing multiple high priority projects, possess a positive attitude, be solutions driven and 
require minimal supervision. Essential responsibilities and duties may include, but are not limited to, 
the following: 

 Manages, plans, and directs the activities and operations of the procurement and contracting 
team.  Provides leadership to ensure work is prioritized properly, projects are executed 
against planned schedules and best practices are followed to ensure that both customer 
requirements and compliance requirements are satisfied. Trains and assists RTC project 
personnel on established techniques and procedures. Provides staff with general guidelines 
for contract development, purchasing forms, templates and processes. 
 

 Manage the solicitation design, sourcing, negotiation and resulting contracts for professional 
services, capital or non-capital construction, purchasing goods, emergencies, sole source. 
 

 Develops and leads a customer service approach to supporting internal and external 
customers.  Establishes and maintains good relations with staff, vendors, contractors, and 
government agencies in the region. 
 

 Develops and reviews contracts and procurement documents for substance and consistency. 
Maintains records and ensures the accuracy of procurement databases; compiles information 
and prepares reports. 
 

 Manages compliance with FTA, FHWA, State and other procurement requirements. May 
conduct internal audits periodically; meets with external auditors regarding any compliance 
issues.  Administers: State and Federal labor standards, including Davis-Bacon, prevailing 
wage rates, and the Federal and State Civil Rights programs for Disadvantaged Business 
Enterprise (DBE).  Handles appeals from Disadvantaged Business Enterprises. Oversees the 
Small Business Enterprise (SBE) program.  

 



 

 
Equal Opportunity Employer/ Women and minorities are encouraged to apply/Drug Free Work Place 

PROCUREMENT & CONTRACTS MANAGER 
OPEN COMPETITIVE RECRUITMENT 

 
Minimum Qualifications:  Bachelor’s degree in Business or Public Administration; AND five years or 
progressive purchasing contract administrative management experience in a business environment, including 
three (3) years of supervisory experience; or an equivalent combination of education and experience.  Master’s 
Degree preferred. Data analysis skills, strong verbal and written skills including presentation/training abilities, 
demonstrated superior interpersonal skills, high degree of technical aptitude, excellent negotiation skills.   
 
Preferred qualifications: Current Certified Purchasing Manager (CPM), Certified Professional in Supply 
Management (CPSM), or Certified Public Purchasing Officer (CPPO), OR equivalent professional purchasing 
certification. Knowledge of governmental purchasing principles and practices, and knowledge of insurance 
regulations (Professional Liability or Errors & Omissions Insurance, Liquidated Damages, etc.) which pertain 
to public works and purchasing guidelines within the State of Nevada.   
 

Benefits include: NV Public Employees’ Retirement System – 100% agency paid; Medical, dental, vision, life 
and long-term disability insurance; Generous vacation, sick, and personal leave. Previous years of relevant 
experience will be considered for vacation leave accrual. Nevada does not have a state income tax, and we do 
not participate in Social Security. 

 

SUPPLEMENTAL QUESTIONNAIRE RESPONSE 

On a separate sheet(s) of paper, please answer each of the following questions.  This information 
MUST accompany the completed RTC application form.  Submission of your answers to the 
following questions is MANDATORY, and your application WILL NOT be considered without 
them.  Lack of experience in a particular area may not necessarily bar you from continuing in 
the process.  For questions 1-5, please indicate the name of the company, your position, and 
the name and telephone number of someone we can contact to verify the information. 

1. Briefly describe your experience with supervising employees. 
 

2. Describe your experience in procurements in the area of capital items, capital construction, 
and/or professional service contracts. If you have transit agency experience, describe your 
experience with transit capital and/or transit operating service contract procurements. 
 

3. Describe your experience in IFB (Invitation for Bid), RFP (Request for Proposal), CMAR 
(Construction Manager at Risk), Design Build or any other types of procurements. Describe 
your experience, if any, in RFP’s, IFB’s for street and highway construction, construction 
engineering services and/or construction design services.  
 

4. Describe your experience in compliance for procurements using Federal funding including 
FTA (Federal Transit Authority) and FHWA (Federal Highway Administration).   


