
City of New York 

DEPARTMENT OF BUILDINGS 

 Job Posting Notice 
 
Civil Service Title:  PROCUREMENT ANALYST 

 
Level:    03         

 
Title Code No:  12158 

 
Salary:   $52,914---$65,000 annually                 

 
Business Title:    Contract Scope and Specification 

Writer           

 
Work Location:   280 Broadway, 6th Floor, N.Y.    

 
Division/Work Unit: Procurement 

 
Number of Positions:  1 

 
Job ID:  222175           

 
Hours/Shift:  35 hours (minimum)           

Job Description 
The Department of Buildings seeks a Procurement Analyst L-3 to function as a Contract Scope and Specifications Writer. The Contract Scope 

and Specifications Writer will work under the direction of the Deputy Agency Chief Contracting Officer, with some latitude for independent 

judgment. Duties will include, but not be limited to:  

-Write solicitation documents for procurements subject to competitive contracting methods under the New York City Procurement Policy Board 

Rules.  

-Ensure that all relevant rules and laws are followed, including compliance with Local Law 63, Local Law 1, and other rules and laws that impact 

the procurement process.  

-Manage the development of Invitations for Bids, Requests for Proposals, Negotiated Acquisitions, Intergovernmental procurements, and other 

competitive procurements.  

-Ensure strict compliance with City requirements. -Collaborate with operational, administrative and managerial staff, as necessary, in the 

development and overall coordination of competitive procurements. -Assist in the monitoring of work flow, ensuring compliance with deadlines. 

-Prepare reports and summaries. -Effectively manage and identify solutions to challenges. 

Minimum Qualification Requirements 
1.A baccalaureate degree from an accredited college and six months of satisfactory full-time professional experience in procurement of goods, 

services, construction or construction-related services, or professional, technical or administrative experience in contract 

negotiation/management; or 

2. An associate degree or completion of 60 semester credits from an accredited college, and 18 months of satisfactory, full-time professional 

experience as described in 1 above; or 

3. A four-year high school diploma or its educational equivalent and two and one-half years of satisfactory full time professional experience as 

described in 1 above; or 

4. A combination of education and/or experience equivalent to 1, 2, or 3 above. College education may be substituted for professional experience 

under 2 or 3 above at the rate of 30 semester credits from an accredited college for 6 months of experience. However, all candidates must have at 

least a four year high school diploma or its educational equivalent and 6 months of the experience described in 1 above. 

 

SPECIAL NOTES: 

To be eligible for placement in Assignment Level II, individuals must have, after meeting the minimum requirements, either one year served at 

Assignment Level I or one additional year of the experience described in "1" above. 

To be eligible for placement in Assignment Level III, individuals must have, after meeting the minimum requirements, either one year served at 

Assignment Level II or two additional years of the experience described in "1" above, at least one year of which must have been supervisory, or 

spent performing professional procurement duties equivalent to those performed at Assignment Level III. 

Residency Requirement 
New York City residency is generally required within 90 days of appointment. However, City Employees in certain titles who have worked for 

the City for 2 continuous years may also be eligible to reside in Nassau, Suffolk, Putnam, Westchester, Rockland, or Orange County. To 

determine if the residency requirement applies to you, please discuss with the agency representative at the time of interview. 

To Apply 
For Non-City/External Candidates: Visit the www.nyc.gov/jobs/search and search for the specific Job ID #222175.  

For Current City Employees: Visit www.nyc.gov/ess to view and apply for available positions. Click on Recruiting Activities, Careers, and 

search for the specific Job ID #222175.  

No phone calls, faxes or personal inquiries permitted.  

NOTE: ONLY THOSE CANDIDATES UNDER CONSIDERATION WILL BE CONTACTED 

Posting Date: 11/09/2015 Post Until: Filled 

The City of New York is an Equal Opportunity Employer 

http://www.nyc.gov/jobs/search
http://www.nyc.gov/ess

