
   

 

Human Resources Office 

Clinton Community College 

136 Clinton Point Drive 

Plattsburgh, New York 12901 

POSTED: January 21, 2022 

Purchasing Clerk 
Pay rate: $32,735 (annualized) 

 

Clinton Community College, a member of the State University of New York, is situated on the shores of Lake 

Champlain with panoramic views of the Adirondack Mountains and the Green Mountains. The College’s mission is to 

provide educational opportunities in an inclusive and safe environment that empower individuals to create their 

own paths to personal and professional growth. The College strives to be diverse in ways that reflect the world in 

which we live and work. By being intentional about creating a strong climate of mutual respect and inclusiveness, we 

recognize that learning experiences will be broader, richer and more meaningful for all members of our community. 

The Purchasing Clerk performs specialized clerical work involving responsibility for significant amounts of record 

keeping and processing in conjunction with the purchasing and receipt of all supplies and equipment. The work 

requires a general understanding of office rules, procedures, and policies. The incumbent generally follows a 

prescribed routine and, in most cases, receives only infrequent general instructions. Unusual problems or situations, 

not previously encountered, are referred to supervisors before action is taken. Work is performed under general 

supervision. The incumbent does related work as required. 

TYPICAL WORK ACTIVITIES: (Illustrative only)  

Reviews all requisitions for accuracy and processes purchase orders, which includes entering orders into the 
computer, mailing orders to vendors, filing copies, mailing copies to appropriate department(s), encumbering funds 
for each account, and canceling orders if necessary;  

Reviews and places orders with approved vendors;  

Verifies orders, checks items in, verifies receipts, packing slips, and ensures that goods and services are delivered as 
requested in accordance with specifications;  

Has receipt and signatory responsibility for all campus deliveries and distribution;  

Verifies invoices and matches to purchase orders, checking for accuracy and completeness;  

Processes all travel documents and ensures adherence to policy and procedures;  

Orders office supplies and maintains office supply inventory for the entire agency;  

Compiles inventory data and maintains asset records for the entire agency;  

Follows up on back orders and missing items;  

Maintains monthly records for various expense categories;  

Collects, compiles data, and maintains monthly paper inventory and chargeback reports;  

Compiles data for the preparation of simple financial and statistical reports;  

May be responsible for processing incoming and outgoing mail;  

Sorts, indexes, files, stamps receipt of documents, mail or other material;  

Operates computer, copying, calculating, and other office machines. 



FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES & PERSONAL CHARACTERISTICS: Good knowledge of 

modern methods used in maintaining financial accounts and records; Good knowledge of purchasing policies 

and regulations; Good knowledge of office terminology, procedures, and equipment; Good knowledge of 

business English and arithmetic; Ability to make accurate arithmetical computations; Ability to understand 

and follow oral and written instructions; Ability to write legibly; Ability to establish and maintain positive 

working relationships with others; A high degree of accuracy. 

MINIMUM QUALIFICATIONS: Graduation from high school or possession of a high school equivalency 

diploma and one (1) year of clerical experience involving bookkeeping, record keeping, or purchasing duties. 

To apply:   

The search will remain open until the position is filled.  Please provide a letter of application, 
resume,  and a Clinton County (hourly) application available here: CLINTON COUNTY APPLICATION FOR 

EXAMINATION OR EMPLOYMENT. Please email your application materials to: 
hr.recruiting@clinton.edu 

Clinton Community College 
136 Clinton Point Drive, Plattsburgh, New York, 12901 

 

 

Clinton Community College, a member of the State University of New York System, is an Equal Opportunity/ Affirmative 

Action employer and complies with ADA requirements.  Consistent with the Americans with Disabilities Act, applicants 

needing reasonable accommodations during the employment process should advise HR as necessary 

https://www.clinton.edu/hr/pdf/CSEA%20Position%20APPLICATION%20Form.pdf
https://www.clinton.edu/hr/pdf/CSEA%20Position%20APPLICATION%20Form.pdf
mailto:hr.recruiting@clinton.edu

