Current Job Posting For
Greenwood Utilities

Date of Posting: October 23, 2025

Posting Period: November 6, 2025

Position: Manager of Procurement, Facilities, &
Fleets

Department: Materials Management & Facilities

Summary

The Manager of Procurement, Facilities & Fleet Operations oversees Greenwood Utilities’
enterprise-wide procurement and materials management, the safe and reliable operation and
maintenance of facilities, and the full lifecycle management of the utility’s fleet and mobile
equipment. The position ensures compliance with public procurement regulations, optimizes
inventory and sourcing strategies, maintains regulatory-compliant buildings and grounds, and

manages fleet acquisition, maintenance, utilization, and replacement planning in coordination with

operating departments. The role emphasizes safety, cost control, asset stewardship, customer
service to internal stakeholders, and continuous improvement.

Essential Job Duties & Responsibilities

Procurement & Materials Management

Plan, direct, and execute procurement of materials, equipment, and services in accordance
with municipal and state/federal laws, ensuring transparency and competitive bidding.
Develop solicitations (RFPs, RFQs, bids), evaluate proposals, negotiate terms, and administer
contracts to achieve best-value outcomes.

Maintain supplier relationships; monitor performance, quality, delivery, and pricing;
implement vendor scorecards and corrective actions as needed.

Oversee inventory control, warehousing, and distribution to support electric and water utility
operations; maintain accurate stock levels, records, and audits to minimize
loss/obsolescence.

Forecast material needs in collaboration with engineering and operations; align buy plans
with project schedules and emergency-readiness.

Manage procurement and inventory systems; ensure data integrity and timely reporting.

Facilities Management

Manage maintenance, repair, and operations of administrative buildings, warehouses, yards,
and related infrastructure; ensure safe, functional, and professional work environments.
Develop and implement preventive and predictive maintenance schedules for building
systems (HVAC, electrical, plumbing, life-safety).

Plan and coordinate facility repairs, renovations, and capital improvements; source and
manage contractors; verify work quality and regulatory compliance.

Monitor facility safety and environmental compliance, including OSHA, ADA, fire/life safety,
stormwater, and hazardous materials handling, in coordination with safety personnel.



e Administer facility services (janitorial, landscaping, waste, access control, security, pest
control); manage service-level agreements and budgets.

e Maintain facility asset inventories, warranties, documentation, permits, inspections, and
maintenance records.

Fleet Management

Direct end-to-end fleet lifecycle management for light/medium/heavy vehicles and
equipment (e.g., bucket trucks, diggers, trailers, forklifts, UTVs).

Establish acquisition strategies (buy/lease), specifications, and standards in
partnership with user departments; lead competitive sourcing and upfitting
decisions.

Implement preventive maintenance programs, work-order schedules, and
reliability-centered maintenance practices to maximize safety and uptime.

Ensure regulatory compliance for vehicles and operators (licensing, DOT, CDL,
inspections, registrations), and maintain required documentation.

Manage telematics, utilization tracking, fuel programs, and idling policies to improve
safety, efficiency, and emissions outcomes.

Develop and manage fleet replacement plans and capital budgets; analyze total cost
of ownership and disposition timing; coordinate surplus sales.

Oversee accident management, claims coordination, and corrective actions; lead
root-cause analyses to prevent recurrence.

Maintain fleet asset inventory, titles, warranties, and cost tracking; generate KPI
dashboards (availability, maintenance cost per mile/hour, utilization).

Departmental & Administrative Responsibilities

Develop, propose, and manage operating and capital budgets for procurement,
facilities, and fleet; monitor expenditures and drive cost savings.

Establish policies, SOPs, and internal controls; ensure audit readiness and accurate
public records.

Coordinate closely with Operation Support, Operations, Finance, and HR to align
priorities, scheduling, and resource allocation.

Lead or support emergency response, storm restoration logistics, and continuity-of-
operations planning.

Champion safety culture; conduct inspections and corrective actions; participate in
safety committees and training.

Supervisory Responsibilities

Supervise assigned staff in purchasing/materials, facilities, and fleet functions; set goals and
priorities; coach, evaluate, and develop team members; oversee contractors and service providers;
ensure adherence to policies and safety requirements.

Education & Experience

Bachelor’s degree in business administration, supply chain, facilities management,
public administration, engineering, or related field preferred; equivalent experience
considered.

Minimum 5 years of progressively responsible experience across
procurement/materials, facilities, and/or fleet management in a municipal or utility
environment, including 2+ years in a supervisory role.



e Experience with building systems (HVAC, electrical, plumbing), preventive
maintenance programs, and public-sector purchasing required or strongly
preferred.

[ )
Knowledge, Skills & Abilities

e Thorough knowledge of public procurement practices, competitive bidding, contract
law, and vendor management.

e Working knowledge of facilities operations, life-safety codes, OSHA requirements,
and environmental compliance applicable to utility facilities.

e Knowledge of fleet operations, preventive maintenance, DOT compliance, and asset
lifecycle cost analysis.

e Proficiency with inventory and maintenance systems (CMMS/EAM), ERP
procurement modules, and Microsoft Office (Excel, Word, PowerPoint).

e Strong analytical, budgeting, and forecasting skills; ability to develop KPIs and
management reports.

e Excellent communication, negotiation, and interpersonal skills; ability to collaborate
across departments and with external partners.

e Demonstrated leadership, change management, and continuous improvement
mindset.

Certificates, Licenses & Registrations

e Valid driver’s license required; CDL preferred or ability to obtain within 12 months.

Physical Demands & Work Environment

e Work s performed in an office setting with frequent visits to warehouses, yards,
garages, and utility facilities; exposure to typical field conditions.

e Ability to sit, stand, walk, bend, and lift up to 25 pounds; occasional work at heights,
on ladders, or in mechanical rooms and outdoor environments.

e May require irregular hours, including evenings/weekends, during projects,

emergencies, or storm response.

Other Requirements

Must be able to pass a background check and meet insurability requirements for operating utility
vehicles.

Approval

Employee Signature: Date:
Supervisor/General Manager Signature: Date:
HR Approval: Date:




