
 

 
 

Contracts and Operations Specialist  
Job Description 

 
 
Category: Full-time, Exempt     
Supervisor:  CollegeBuys Program Manager and Program Director 
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 Contracts and Operations Specialist will report to the Program Manager, overseeing contracts management 
functions, and performing high level administrative functions.  The incumbent will support the program in 
securing and assembling agreements that result in cost savings and overall value to the community colleges.  
The incumbent must have the ability to evaluate requests for services, set appropriate priorities, and 
communicate priorities to peers and customers tactfully, but effectively -- committed to maintaining positive 
working relationships.  The Contracts and Operations Specialist also performs administrative duties such as 
maintaining an integral database of information, serving as a liaison between various parties in the supply chain, 
interfacing with the Finance Department to track revenue, ensures the fulfillment of contract terms, monitors 
vendor relationships & performance, and coordinates vendor requests.  The ideal candidate is one that excels 
in a fast-moving environment, loves a challenge, defines professionalism, understands people, and doesn’t miss 
a detail. 
 
Essential Job Duties/Responsibilities 
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• Oversee the program’s contracts management functions by ensuring currency of program contracts with 
existing and new laws/statutes (compliance); 

• Assist with amending and extending contracts – and other functions related to revising agreements -- as 
guided by the Director;  

• Provide supporting role in the program’s competitive bidding process; and develop fluency for the 
program’s bid management system; 

• Support the Director in developing/negotiating agreements that provide overall value to the community 
colleges; 

• Work with General Counsel’s staff in continuing to identify opportunities to standardize and optimize the 
program’s contracting procedures; 

• Assist the Director in engaging the statewide program advisory group, and workgroups focused on policy 
and legislation; 

• Assist the Director and the statewide program advisory group in advancing priorities that pertain to 
statewide policy and legislation; 

• Respond to stakeholder inquiries regarding program contracts by ably conveying the overall value of 
agreements;  

• Conduct research to support program objectives; 
• Contribute to team effort by completing other assignments and serving on project teams as assigned and 

accomplishing related results as needed; 
• Participate in activities that support staff development, and staff training programs; 
• Perform other duties as assigned. 
  
Knowledge, Skills, and Abilities 
• Customer service oriented and team focused; 
• Demonstrate ability to assess customer needs, meet quality standards for services, and evaluate customer 

satisfaction; 
• Knowledge of or ability to learn position appropriate aspects of federal and state contract law and 

business law applicable to the program; 
• Knowledge of, or a willingness to learn, purchasing and procurement requirements including federal and 

state legislation and regulations  
• Demonstrate work experience in progressively more complex roles related to data analysis; 
• Excellent verbal and written communication skills; 
• Strong knowledge of computer applications including word processing, spreadsheets, and databases, and 

general use of personal computers, printers, telephones, Internet, and electronic mail; 
• Strong organizational skills with ability to prioritize workload and manage multiple assignments; 
• Detail oriented with excellent independent follow through; 
• Ability to conduct legal research and prepare legal documents including corporate documents; 
• Ability to comprehend a wide range of business lines and work processes; 
• Knowledge of non-profit corporate governance laws and regulations; 
• Ability to maintain discretion and confidentiality; 
• Regular, predictable attendance; 
• Possess the skills, knowledge, and abilities essential to the successful performance of the duties assigned to 

the position. 
 

Education and Experience 
• Required 
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o Associates Degree in business, marketing, or legal-related degree from an accredited college 
or university; and  

o At least 2 years’ experience in a business or legal/government setting. 
• Preferred 

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

o Experience as a legal assistant; or  
o Experience as a purchaser in an education environment; or 
o Experience in public/government contracting. 

 
Working Conditions and Travel 
• Well-lighted, heated and air-conditioned indoor office setting with adequate ventilation; 
• Minimal overnight travel by land and air. 
 
Physical Requirements 
• Ability to work at a computer workstation for periods up to 4 hours at a time and for up to 8 hours per 

day for up to five consecutive days; 
• Ability to speak on the telephone for a total of up to 3 hours per day; 
• Ability to sit for up to 3 hours without breaks at meetings; 
• Ability to perform repetitive movements, such as typing, filing, and the use of commonly used office 

machines and supplies; 
• Ability to lift and move a minimum of 10 pounds. 
 
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: “Contracts and Operations Specialist”. 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.  
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