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ADMINISTRATIVE UNIT REVIEW 2009 
	1. Name of Unit:
	Purchasing 

	
	

	2. Employees in Unit and their Titles:
	Tamrah Hill, Director

	
	

	
	

	
	

	3. Please identify the purpose or role of your Unit. Indicate any changes/growth/downsizing that may have occurred in your Unit over the past year.

	The mission of FKCC Purchasing is to support the purpose and goals of Florida Keys Community College by purchasing and providing quality goods and services at competitive prices and providing responsive and responsible service to all College departments.
The purchasing unit has experienced considerable changes in the 08-09 year. For example, a new director was hired who had a positive employment history at the college, but did not have purchasing experienced. She has learned the processes well and has since been revising procurement methods to enhance efficiency. The most influential change in the unit over the past year is that the college hired a facilities director/projects manager, which lifted the project management responsibilities from the purchasing director and allowed her the time to focus primarily on purchasing and making processes more efficient. 
 

	

	4. Explain to what extent your Unit supports other programs and/or units at this institution. Please include student and/or staff demographics relevant to your Unit and its purpose.

	All programs and units at the institution depend on the purchasing unit to provide them with supplies, travel plans and equipment needs.  This is an important area of the college because it ensures that faculty and staff have some of the resources that they need to be successful in their positions.  


	

	5. Please list any innovations, new projects, or local and/or state-wide efforts to improve your Unit over this past year. Indicate whether the efforts were included in your annual plan. If these were not part of your annual plan, explain how they came to be priorities and what the outcomes were.

	The 08-09 annual unit plan reflect the training and orientation that the director experienced over the year in her new role. This orientation was extensive due to the fact that she was also responsible for project management because the facilities director/project manager position was not filled until July 2009. Now that those responsibilities have been properly assigned, the director of purchasing plans to fulfill:

· Conduct employee trainings on purchasing processes:
· Requisition training

· Business and purchasing procedures/requirements

· Investigate Banner modules that offer commodity coding because it will improve tracking and add more detail to purchasing information
· Update procedures for tracking inventory

· Evaluate vendor contracts for renegotiation and potential cost-savings




	6. Explain your satisfaction with your assessment of your 08-09 plan and the impact that your efforts had toward achieving your objectives and outcomes – and ultimately the mission of the institution.  

	Director is very satisfied with her ability to become well educated on the college’s purchasing processes and procedures over this past year. She is also pleased with her ability to respond successfully to the project management needs of the institution. 
These accomplishments support college goal #1 – to differentiate and revitalize. 
Director also facilitates personalized trainings with all new hires to educate them on the purchasing processes. This helps ensure efficiency.  


	7. Identify the sufficiency of the physical, financial and personnel resources available to support your unit this past year. 

	Training and professional development were not offered to the new director, which made the learning process not as efficient. In addition, because she had to fulfill project management duties, it delayed the pace at which she became fully acquainted with the responsibilities of the unit. 
The purchasing director has a firm grasp on her role and has initiated processes to improve purchasing efficiencies. At this time, the director would like to have administrative assistance in cataloging vendor information, filing, data entry for fed ex reconciliations, etc., meter reads on copiers, collation of credit card reconciliation records, faxing orders, vendor registration, and other clerical duties. These are time consuming duties that delay the director from implementing some of her quality improvements initiatives as quickly as she would like.  
 


	8. After reflecting on the purpose of your Unit, people served, and the achievements made over the past year, please identify anticipated future changes and resource needs (personnel, equipment, space, workloads, etc.) that you would like to include in next this year’s (2009-2010) or next year’s (2010-2011) annual plan to promote continued growth. 

	Improved outreach and communication with college community
Education of college community on purchasing procedures and requirements

Enhanced processes for purchasing and tracking efficiency 

Cost savings to the institution – based on contract renegotiations

Part-time assistant hired for unit

(see complete review for comprehensive description)



	9. This Unit’s operations are:

	
	
	
	

	
	Strong
	Please explain:
	

	

	x
	Moderate
	Please explain:
	Director has a firm grasp of responsibilities and has been fulfilling them well – however, would like to institute several improvements (with the assistant of part-time clerical help) before she feels that her unit is operating strongly

	

	
	Weak
	Please explain:
	


	10. Please indicate your overall recommendation for this program:

	
	Continue with current operating plans
	Please explain:
	

	

	
	Incorporate new objectives/outcomes into current 2009-2010 plan
	Please explain:
	

	

	x
	Include identified future needs in the spring planning for 2010-2011
	Please 
explain:
	The future need of this unit is to hire a part-time assistant. Will incorporate in 10-11 plan.
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