
 

 

Posting #20-020(E) 
 

Purchasing Agent II 
Contracts and Supply Chain Management  
Regular, Full Time 
 

Purpose 

Reporting to the Manager of Contracts and Supply Chain Management, the Purchasing Agent II manages 
all aspects of the procurement process for acquiring goods and services on behalf of the University of 
Northern British Columbia. 

 

Responsibilities 

 Managing all aspects of the purchase order cycle for goods and services; 

 Delivering contract administration services for UNBC, including bid preparation, evaluation and award, 
contract execution, administration, contract amendments, and close-out; 

 Reviewing contracts of other agencies to ensure they meet UNBC standards; 

 Ensuring collegial and professional relationships are maintained with vendors; 

 Ensuring timely completion and risk mitigation for Contribution and Affiliation Agreements, and a variety 
of one off contracts;  

 Negotiating final terms and conditions of contracts;  

 Performing final review and abstracting of contracts prior to routing for approval; 

 Determining if strategic sourcing is required for goods and services and conducting strategic sourcing 
when required; 

 Serving as the primary procurement point of contact on specific projects and teams; 

 Ensuring compliance with UNBC procedures and policies to implement effective risk mitigation; 

 Serving as the primary contact person for the enterprise recourse planning (ERP) software (e.g. Banner 
and other software used by customers of the department);  

 Providing key support in preparing management responses to both internal and external audit 
observations; 

 Providing support in streamlining and simplifying the current procurement procedures; 

 Providing training and direction in procurement processes to UNBC departments; 

 Ensuring consistency in the contract management process across UNBC; 

 Ensuring proper records retention; 

 Other duties as may reasonably be requested. 

 

Qualifications 



 

 

A minimum 2-year certificate or diploma in a relevant field along with 3+ years’ procurement experience 
with two of those years being in public sector procurement. Extensive experience with procurement 
software is essential for success in the position. A professional certification in a purchasing professional 
organization and experience in contracts are considered assets. An equivalent combination of education 
and experience will be considered. 
 
Relevant Experience should demonstrate: 

 Proficiency in the use of the Microsoft Office suite (Word, Excel, etc.); 

 Working knowledge and experience utilizing Banner or a comparable relational database; 

 Working knowledge of accounting principles, specifically of fund accounting; 

 Solid understanding of contractual agreements and tendering laws; 

 Strong organizational skills and the ability to analyze, research and interpret information; 

 Ability to problem solve, work under pressure, and maintain a high level of accuracy; 

 Ability to handle sensitive situations with tact and diplomacy; 

 Ability to effectively communicate and work collaboratively with staff, faculty members and students; 

 Working knowledge of the Freedom of Information and Protection of Privacy Act (FIPPA). 

 

Salary 

This position has been classified at a Grade 7. The annual salary range for this position is $52,616.37 to 
$54,800.04, and the normal starting salary will be $52,616.37. 

Normal hours of work will be Monday through Friday, 8:30 a.m. to 4:30 p.m.  

 

About the Community 

Since its founding in 1990, the University of Northern British Columbia (UNBC) has emerged as one of 
Canada’s best small research-intensive universities, with a passion for teaching, discovery, people, and the 
North.  Located in the spectacular landscape near the geographic centre of beautiful British Columbia, 
UNBC’s excellence is derived from community-inspired research, hands-on learning, and alumni who are 
leading change around the world.  

For the past 10 years, UNBC has placed in the top three in its category in the annual Maclean’s university 
rankings, the only University of its size to achieve that feat. UNBC also recently placed among the top four 
per cent of higher education institutions worldwide by the Times Higher Education World University 
Rankings.   

With a diverse student population, the University is friendly, inclusive, and supportive. Prince George is a 
city of ~74,000 people with impressive cultural, educational, and recreational amenities. For more 
information about living and working in Prince George, please refer to http://www.unbc.ca/experience and 
https://moveupprincegeorge.ca. Make your mark with this leading post-secondary institution. 

 

 

 

http://www.unbc.ca/experience
https://moveupprincegeorge.ca/


 

 

To Apply 

 
Please forward your resume and proof of education quoting competition #20-020CU(E) to:  
Human Resources, University of Northern British Columbia,  
3333 University Way, Prince George, BC, V2N 4Z9   
 
Email submissions:  HRecruit@unbc.ca  
Inquiries:  (250) 960-5521 
 
All qualified candidates are encouraged to apply; however, Canadians and permanent residents will be given priority. The University of Northern 
British Columbia is committed to employment equity and encourages applications from women, aboriginal peoples, persons with disabilities 
and members of visible minorities. 
 
We thank all applicants for their interest in UNBC however, only those applicants selected for further consideration will be contacted. 
 
 

Preference will be given to applications submitted by 4:30pm on Friday, February 21st, 2020, 
however, applications will be accepted until the position is filled. 
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