Wilson Education Center
NOTICE OF OPENING

October 13, 2020
JOB TITLE:

Co-Operative Purchasing Marketing Representative
LOCATION:

2101 Grace Avenue



Charlestown, IN  47111

QUALIFICATIONS

1. Bachelor’s degree in marketing. (Previous experience with Indiana Schools preferred).
2. Working knowledge of Microsoft Access, Excel and Word.
3. Experience working with an e-procurement system.
4. Willingness to accept direction and complete assigned tasks.

5. Meet defined time schedules and deadlines.

6. Travel the State of Indiana 50% of the time.
7. Strong interpersonal communication and leadership skills.

8. Highly organized/Creative problem solver.
9. Minimum of 3 years marketing/emarketing experience required.

PERFORMANCE RESPONSIBILITIES:
1. Promote/Demonstrate/Train School personnel on the use of an e-procurement System.

2. Resolve technical problems/answer queries by phone or in person regarding support of internal e-procurement system.
3. Tasks include diagnosis, identification, and isolation of problems based upon comments and complaints.

4. Research/Analyze such problems utilizing expertise, database records, or routing calls to specialists in more complex and difficult cases.

5. Respond promptly with solutions. 
6. Maintain/Update records and databases. Alert management to recurring problems and patterns of problems. 

7. Prepare written and oral reports and submit as requested.

8. Assist management in the design and implementation of marketing plans to increase usage of e-procurement system. 
9. Work directly with the Director of Business and the Co-Operative purchasing staff.

10. Negotiate with outside vendors to obtain and promote best pricing for Indiana Schools and resolve technical issues.
11. Promote positive relations in and out of the Center.

12. Perform other related duties as assigned by the Executive Director and Director of Business.
Salary:  Commensurate with training and experience.

NON-DISCRIMINATION POLICY IN HIRING:  Employment opportunities within Wilson Education Center shall be equal and non-discriminatory for all persons, regardless of race, age, national origin, color, sex, disability or religion.

As a condition of employment, the successful applicant will be required to prove eligibility for employment in the United States under the Federal Immigration Reform and Control Act of 1986.

Interested parties should submit a résumé detailing qualifications, complete job history and references to Pam Clover, Treasurer pclover@wesc.k12.in.us  by October 30, 2020.
