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SHORT FORM FOR PRE-EMPLOYMENT PHYSICALS 
PATIENT NAME: _________________________

JOB TITLE: Purchasing Specialist
DEPARTMENT: Transportation, Transit




WORK SCHEDULE: 40/week
JOB DESCRIPTION: Purchase a variety of electric and diesel bus parts and other equipment, tools, and 

supplies necessary for the operation and maintenance of transit vehicles and facilities.  

WORK ENVIRONMENT: Office with some warehouse.


ESSENTIAL FUNCTIONS: Contact vendors and other transit agencies and consult vendor catalogues to 

compile and access information regarding needed parts and equipment.  Obtain fax, electronic, telephone and 

written quotes, documenting information, and commit purchases to vendors.  Conduct alternative sourcing to 

research and identify new vendors for needed supplies.  Assist or coordinate project work that is required of the 

Materials Management unit including retrofits and procurement of parts for new fleets; requisition, purchase, 

monitor and expedite required material.  Prepare blanket purchase orders.  Maintain records of items on order 

and follow-up on back ordered or non-delivered items.  Make effective decisions in a manner consistent with the

essential job functions.  Must be responsible for decisions regarding day-to-day activities.  Exercise judgment to 

select a vendor and prepare special purchase orders for parts or equipment needed immediately.  Input and 

extract data using a computerized inventory control system to track and maintain inventory; review computer 

order lists and modifies purchase needs.  Participate in general inventory counting when necessary.  Work with 

Transit users and purchasing staff to develop specifications and other components of bid documents; review 

bids and advise purchasing staff of pertinent considerations to determine final award or contracts for parts and 

supplies purchased.  Provide liaison services between vendors and departments for order status, billing status, 

procurement procedures, and problem resolution.  Perform other duties as required.

***Continued on next page.
	PHYSICAL DEMAND
	HRS PER SHIFT

	Reaching knee-waist
	0 – 1 hour

	Reaching floor-knee
	0 – 1 hour

	Lifting/Carrying 1-10#
	5 min – 1 hour

	Lifting/Carrying 11-20#
	0 – 30 minutes

	Lifting/Carrying 21-50#
	5 – 15 minutes

	Lifting/Carrying 51-100#
	      0

	Lifting/Carrying 100+#
	      0

	Handling
	1 – 8 hours

	Hand Controls
	3 – 8 hours

	Fingering  ( keyboarding
	3 – 8 hours

	Vision to assure safety of others
	      0

	Hearing to assure safety of others
	      0

	Other
	


	PHYSICAL DEMAND
	HRS PER SHIFT

	Standing
	1 – 4 hours

	Walking    ( uneven terrain
	1 – 4 hours

	Sitting
	4 – 6 hours

	Climbing stairs
	5 – 15 minutes

	Climbing _ladder______
	5 – 15 minutes

	Balancing
	      0

	Bending/Stooping
	15 min – 1 hour

	Kneeling
	15 min – 1 hour

	Crouching
	15 min – 1 hour

	Crawling
	      0

	Foot controls
	      0

	Reaching above shoulders
	0 – 1 hour

	Reaching waist-shoulder
	4 – 6 hours


I have reviewed the following Job Analysis for the above-named candidate.
________________________________________   

_____________   
Physician’s Signature




       


  Date

    
     
Exposures:





___Outside weather


___Non-weather related


       temp below 55O


___Non-weather related 


temp above 75O


___Humidity/dampness


___Moving mechanical parts


___Exposed high places


___Vibration


___Toxic or caustic chemicals


___Confined spaces 


___Wet			___Gasses


___Fumes   	___Odors


___Dusts    		___Mists


___Radiation	___Explosives


_X_Noise Level __60 DBL___


___Other_________________





Special Requirements:





( CDL    ( Respirator use 
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