Additional Job Information: 
· Purchase departmental office supplies, process faculty purchase requests and reimbursements, handle procurement card purchases, and submit related expense reports, awhile ensuring compliance with university purchasing policies and procedures.

· Collaborate with vendors and suppliers to obtain competitive quotes, ensure timely delivery of goods and services, prepare purchase requisitions, track orders, and maintain records of purchases

· Coordinate all aspects of travel for the department chair and faculty, including flight bookings, hotel reservations, meal reimbursements and ground transportation securing necessary approvals, and process travel expense reports for reimbursement, ensuring accurate documentation while ensuring compliance with university travel policies and procedures

