
 

 

 
 

 
 

CollegeBuys Director 
Job Description 

 
 
Category:           Full-time, Exempt                  
Supervisor:        Executive Director of Program Development  
Last Updated:  May 31, 2018 
 
Join a highly creative, collaborative, and multi-faceted team working together to benefit, support, and enhance 
the California Community Colleges—the largest and most diverse system of higher education in the nation. 
Incorporated in 1998, the Foundation for California Community Colleges (Foundation) is the official non-
profit serving the California Community Colleges’ (CCC) system, Board of Governors, and the statewide 
Chancellor’s Office.  
 
The Foundation operates statewide programs and initiatives that are focused on student success and completion 
rates, complementing local efforts. One of the Foundation’s many successful programs is CollegeBuys.  
 
The CollegeBuys program is the systemwide aggregate purchasing program for the California Community 
Colleges.  The program develops contracts that are designed to optimize value and cost savings for all 
community colleges in California.  The program’s main objective is to expand usage of CollegeBuys contracts 
statewide. To determine its priorities, CollegeBuys works closely with the California Community Colleges 
Chancellor’s Office and an advisory group comprised of community college stakeholders.  These priorities are 
memorialized and guided by a three-year business plan.  Since inception, CollegeBuys contracts have resulted 
in over $200 million in cost savings that are reinvested back to local community colleges.  
 
Recently, CollegeBuys began working more closely with the University of California, and California State 
University systems in developing joint agreements that serve to leverage the collective buying power of 
California’s public higher education systems.  This intersegmental collaboration has resulted in expanded value 
and costs savings for the community colleges, and partner systems.   In 2018, the program’s higher education 
focus began to include most of California’s private higher education institutions (such as USC, Stanford, and 
USF) to allow statewide access to equitable pricing and value for goods, commodities, and services that are 
commonly procured by the collaborative. 
 
Job Purpose 
The Director of CollegeBuys will lead the program’s business development and business operations activities.  
The ideal candidate will possess experience in program management, contracts management, business 
development, and relationship management.  The incumbent will be guided by the program’s Strategic Business 
Plan which is geared towards reinforcing the program’s overall value to the California Community Colleges. 
The program’s primary metrics are based upon overall volume of contract usage and cost savings by the 
community colleges and partner institutions. To support the program’s objectives, the incumbent will deploy 
awareness and outreach campaigns geared towards increased community college understanding of each 
contract, and reinforcing the program’s value proposition; while providing corporate partner trainings on 
supporting CollegeBuys agreements and California’s community colleges. 
  



 

   
 

Essential Job Duties/Responsibilities 
 Grow program revenues and overall value to the California Community Colleges by developing and 

deploying marketing and awareness campaigns to increase usage of CollegeBuys agreements.   
 Execute strategies stated in the program’s Strategic Business Plan which points to year over year 

program impact and revenue growth; with an ability to modify/develop then successfully deploy 
complementary strategies to meet annual growth targets. 

 Sustain relationships by collaborating with various higher education and corporate stakeholders to 
foster continued systemwide and intersegmental collaboration with (and between) the following: 

1. California Community Colleges  
2. California State University 
3. University of California 
4. Association of Independent California Colleges and Universities 
5. Partner corporations 

 Hold the Annual Purchasing Conference which supports professional development for California 
Community College procurement professionals which include legislative, business process, and 
systemwide opportunities for continued learning. 

 Deploy marketing and awareness strategies/campaigns that reinforce program value and continued 
understanding of each contract offering to stakeholders, by working with the organization’s marketing 
and communications department. 

 Oversee customer service mechanisms that streamline the stakeholder experience. 
 Develop business/financial reports required for program budgeting, and to assess program metrics 

that support objectives in the program’s Strategic Business Plan.  Develop a robust understanding of 
programmatic financials to identify opportunities for continued program growth, and expanded 
impacts. 

 Knowledge and understanding of contracting and legal procedures; ensuring contracts secured by the 
program comply with various California and Federal codes and statutes.  The incumbent is also 
required to possess experience in commodity/goods/services negotiations to ensure contracts provide 
optimal value to stakeholders. 

 Understand legislation and the legislative process that impact public agency business practices; and 
demonstrate acumen to support the development of legislation by working with stakeholders in 
collecting data and fostering a shared understanding of legislation(s) impacts. 

 Generate concise and factual briefs and reports applicable to specific programmatic needs which may 
include reports presented to both internal and external stakeholders. 

 Provide staff management and oversight as prescribed the Foundation’s Policies and Procedures 
Manual. Assess staff capabilities, skills, and talents are leveraged accordingly by the program to meet 
objectives stated in the program’s Strategic Business Plan. 

 Develop recommendations for implementation and execution of program policies and procedures that 
support staff development; and identify staff training programs. 

 Publish a comprehensive CollegeBuys Program Operations Manual and CollegeBuys Employee 
Training Manual and other relevant documents that support the operationalization of the program. 

 Identify opportunities for operationalization of business processes to enhance data gathering, reporting 
and analyses. 

 Contribute to team effort by completing other assignments and serving on project teams as assigned 
and accomplishing related results as needed. 

 Perform other duties as assigned. 
 
 



 

   
 

Knowledge, Skills, and Abilities  
 Understanding of contract negotiations, and legal statutes; 
 Strong oral and written communications skills required; ability to effectively present information 
 Ability to effectively execute project work plans and suggest revisions as appropriate to meet changing 

needs and requirements of the program 
 Ability to retain information quickly, and work independently 
 Proficient with Microsoft Office Suite 
 Ability to prioritize tasks and efficiently manage time   
 Flexibility in dealing with competing workload priorities 
 Ability to exercise good judgment and effectiveness in working with a high-performing and diverse 

team 
 Ability to read, analyze, and interpret general business correspondence  
 Ability to respond effectively to inquiries or complaints from customers 
 Ability to present in a timely manner basic information and answer routine questions for customers, 

business associates, and the general public 
 Ability to work in a fast-paced, dynamic environment  
 Ability to work independently with minimal supervision  
 Ability to learn quickly and willing to ask for help  
 Ability to define problems, collect data, establish facts, and draw valid conclusions 
 Ability to prepare and analyze complex reports in Microsoft Excel and Word 
 Ability to apply principles of critical thinking to a wide range of responsibilities  
 Ability to operate personal vehicle for FCCC business and possess current valid California driver’s 

license and insurance 
 
Education and Experience 

 Required 
o Bachelor’s Degree in business, marketing, or legal-related degree from an accredited college 

or university; and  
o Minimum 5 years of management experience in a business or legal/government setting. 

 Preferred 
o Graduate degree in business, or law. 
o Experience with operational process improvement, and business development.   
o Experience with contracts and competitive bidding process in California. 
o Experience in project management.  

 
Working Conditions and Travel 
Well-lighted, heated and air-conditioned indoor office setting with adequate ventilation.  Moderate overnight 
travel (less than 30%) by land and air. 
 
Physical Requirements 

 Ability to work at a computer workstation for periods up to 2 hours at a time; 
 Ability to speak on the telephone for a total of up to 4 hours per day; 
 Ability to sit for up to 2 hours at meetings; 
 Ability to walk and stand for up to 2 hours at program site visits and meetings. 

 
 



 

   
 

Additional Consideration(s) 
 The position would be exempt, with an expectation that the incumbent will be working 40 hours per 

week; 
 The Foundations is a 501(c)(3) organization, and the incumbent may qualify for Public Service Loan 

Forgiveness:  
 The Foundation participates in CalPERS retirement plan for public employees. 

 
 

To Apply: 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft Word 
(.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in the 
subject line: “Director of CollegeBuys”. The application process will be open until the position is filled. 

 
The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, sex, sexual orientation, gender identity, gender expression, 
national origin, age, veteran status, disability or genetics. In addition to federal law requirements, The Foundation for California 
Community Colleges complies with applicable state and local laws governing nondiscrimination in employment.  
 
 


