
 
Buyer 

$24.05 - $27.52/hourly 
 

The Western Lake Superior Sanitary District (WLSSD), a nationally recognized leader in environmental 
protection and pollution prevention, seeks qualified Buyer to perform technical purchasing work in 
accordance with the established mission of the District and its defined purchasing strategy and function 
through its procedures and policies.  The work involves preparation of and solicitation of bids and requests 
for proposals, procurement of equipment, supplies and materials, vendor sourcing and related record 
keeping and processing of requisitions.  Performs related purchasing and inventory work as required.  
Advises staff on the District’s purchasing policy and purchase requisition process.  Provides a centralized 
purchasing function. 
 
 
PRIMARY DUTIES 

 Assists the requisitioner on specifications and conditions for the purchase of equipment, 
supplies and materials to procure the quality needed at the most favorable cost applying a 
value buying strategy for the District.   

 Prepares RFP’s and bid documents working with requestor to insure proper laws and 
procedures are being followed.   

 Negotiates purchases of supplies, materials, equipment and services; confers with 
supervisor and other personnel concerning qualities, quantities and sources of supply; 
keeps records and files of sources of supply and current prices; performs related inventory 
management work as required.   

 Notifies requestor of expected receipt dates and works to ensure that purchases are made 
to accommodate purchasing lead times.   

 Performs problem resolution for all purchases made to ensure that the District is receiving 
what it ordered and is paying the appropriate prices.   

 Examines, processes and monitors requisitions in the most efficient manner possible to 
enable consolidated purchasing from vendors.   
 

KNOWLEDGE REQUIRED 
Knowledge of general business methods and practices.  Knowledge of modern purchasing principles, 
practices and procedures.  Working knowledge of regulations related to governmental purchasing.  
Knowledge of electronic procurement data processing systems and commonly used business software.  
Good oral and written communication skills.  Ability to work with people in cooperative manner and provide 
good customer service, both internal and external.  Self-directed and self-motivated.  Ability to exercise 
good judgment and accept personal responsibility.   
   
MINIMUM QUALIFICATIONS 
Bachelors Degree with focus in business, accounting or related field plus a minimum of two years of 
verifiable purchasing experience.  Current holders of Certified Public Manager (CPM), Certified 
Professional Public Buyer (CPPB) or Certified Public Purchasing Officer (CPPO) desirable or must obtain 
certification within nine months of hire. 
 
SELECTION PROCESS & TESTING INFORMATION 
Applicants must meet the minimum qualifications.  Those who meet the minimum qualifications will be 
given a written examination. Final selection will include a panel interview. 
 
Alternative Exam Process:  For individuals who qualify under the Americans with Disabilities Act (ADA), 
alternative examination processes are available on an individual basis upon prior arrangement.  Contact 
Human Resources at (218) 740-4790. 



 
Work Eligibility:  In accordance with the Immigration Reform and Control Act of 1986, the WLSSD requires 
verification of identity and work eligibility. 
 
Veterans:  For applicants claiming veterans’ preference, a DD214 must be filed at the time of application.   
 
Non-discrimination:  The WLSSD is an equal opportunity a veteran friendly employer.  All qualified 
applicants will receive consideration for employment without regard to race, color, creed, religion, national 
origin, sex, marital status, familial status, age, sexual orientation, status with regard to public assistance, 
disability, genetic information, veteran status or activity in a local Human Rights Commission or any other 
characteristic protected by law. 
 
Drug testing policy: Under WLSSD’s drug and alcohol testing policy, prospective employees will be asked 
to submit to drug testing.  No prospective employee will be asked to submit to testing unless an offer of 
employment has been made.  An offer of WLSSD however, is conditioned on the prospective employee 
testing negative for drugs and alcohol. 
 
Pre-employment physical:  Applicants selected for employment must successfully complete a pre-
employment physical examination. 
 
Background checks:  Offers are conditioned on passing a criminal background check.  Convictions are not 
an automatic disqualification from the selection process. 
 
Data privacy:  Minnesota Statutes Chapter 13 requires that you be informed of the following about private 
data requested on this application. Name, home address and telephone numbers, and email address are 
used to identify you and to contact you about potential job opportunities. If your name is not provided, we 
won’t be able to process your application. If your contact information is not provided, we will not be able to 
contact you and may reject your application. If you are a finalist for a vacancy, your name becomes public 
data and is available to anyone. Gender, Race/Ethnic group, and Disability Status are used to comply with 
equal employment opportunity and affirmative action requirements and to evaluate our efforts to ensure 
legal diversity in the recruitment and selection of employees. If this data is not provided, it will be more 
difficult for us to evaluate our efforts and to provide accurate data in the required reports.  
 
Reasonable accommodation information is used to provide reasonable accommodations in the testing and 
hiring processes. If sufficient data is not provided, we may not be able to accommodate you. 
You are not legally required to provide any of the private data listed above. WLSSD employees from 
the Human Resources Department and other departments involved in the selection process may have 
access to your private data if their work assignments reasonably require access. Others who may legally 
access the above data are individuals or agencies to whom we are required to release the data by law, rule 
or court order. 
 
 
APPLICATION PROCESS 
Please complete an application found at www.wlssd.com and return to WLSSD, Attn: Human Resources, 
2626 Courtland Street, Duluth, MN  55806, by 4:30 p.m. Friday, April 15, 2016.  Applicants who claim 
Veteran’s Preference must provide a DD214 at the time of application. 
 
Probation Period:  9 months 
Duration of Eligible List:  6 months 

Equal Opportunity Employer 
Women and Minority Applicants Encouraged to Apply 

http://www.wlssd.com/

