camdenjcounty
LIBRARY SY-STEM
Linda A. Devlin, Director

Open: 08/20/26 Close: 09/10/26

Job Title: Clerk 3/Sr. Purchasing Assistant Job Posting 020-26
Department: Business Office

Salary: $18.7410 per hour ($34,108.62 yr)

& Benefits Eligible for Sick, Vacation and Holiday Pay

NJ PERS and Medical/Rx Benefit Eligible Position
Schedule: 35 hours week, Monday- Friday 8:30am-4:30pm

The Camden County Library System serves over 330,000 County residents. Our Business Office staff provide support to all
departments so that we may provide excellent service, programs, materials and facilities to our communities.

Duties Include:

The Camden County Library is seeking a detail oriented clerical employee with experience with purchasing and account receivable
processes, Microsoft Office, and excellent customer service skills. Duties for this position include:

-Reviews and prepares annual purchasing requisitions

-Solicit quotes and evaluate offers

-Review submissions for accuracy and

-Acts as leader clerical, trains and reviews work of other clerical staff

- Receives, reviews, and processes vendor claims

-Processing and entering direct vouchers and purchase orders according to County and Library procedures for payment
-Assisting staff, vendor or other County departments related to purchasing and vendor payments

-Maintaining inventory of office supplies and filling requests

-Maintaining invoice payments spreadsheets

-Acts as a back up to other staff members in Business Office department.

-Other duties as assigned.

Education/Certification/Experience/ Requirements:

Two (2) years of experience in clerical work; one (1) year of which must have been performing duties at or equivalent to
the Clerk 2 level AND Two (2) years of experience in the preparation and processing of requisitions and/or in the purchase of
equipment, materials, and/or supplies

Employment applications may be completed on our website at http://www.camdencountylibrary.org/employment-library.
Completed applications should be directly uploaded at the web address above.

Completed applications are required to be submitted by posting closing date and time: September 10, 2026, at 2 PM. Resumes are
welcome when they accompany a completed application.

Note: Any questions may be sent to humanresources@camdencountylibrary.org

The Camden County Library System complies with the NJ First Act.

*Failure to submit a completed application or to indicate job posting number may be reason for your application not to be
considered.

As a condition of employment, the selected candidate must successfully pass a pre-employment drug screening.

The Camden County Library System embraces diversity and seeks candidates who will contribute to a climate that supports patrons
and staff of all identities and backgrounds. We strongly encourage individuals from underrepresented identities to apply.

The Camden County Library is an Equal Employment/Affirmative Action Employer.
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