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JOB DESCRIPTION 

 
JOB TITLE:   Purchasing Agent  

EMPLOYER:  Illinois Finance Authority (IFA) 

DEPARTMENT: Procurement    

REPORTS TO: Controller 

 

I. ILLINOIS FINANCE AUTHORITY OVERVIEW:   

Looking for an opportunity to use your professional skills and creativity to better 
communities throughout the State of Illinois?  Join a small team that makes a mighty 
impact!  The Illinois Finance Authority (IFA) is one of the largest issuers of tax-exempt 
bonds in the nation.  Private activity bonds (PABs or federally tax exempt conduit bonds) 
enable the following types of charities and 501(c)(3) organizations to finance their 
capital projects generally at lower interest rates and longer maturities – and to create 
long-term economic value for communities throughout Illinois: 

 hospitals and health systems; 
 schools - research universities, colleges, charter schools and others; 
 museums and cultural institutions;  
 organization that provide housing for seniors or students; and 
 recreational facilities – Boys and Girls Clubs, YMCAs, YWCAs and others. 

 
PABs also allow certain, for-profit, taxpaying entities to finance manufacturing facilities.  
Additionally the IFA is able to finance certain privately-owned projects for: water 
utilities; solid waste disposal and recycling facilities; and intermodal logistics facilities of 
regional importance.  The IFA also undertakes various loan and guarantee programs. 
 
To learn more about our organization and programs visit us at www.il-fa.com. 
 
The IFA offers a competitive total rewards program including a 401(a) plan with IFA 
matching contributions, comprehensive health, life and disability insurance and paid time 
off benefits.  Employees working at the IFA are at-will employees and are not employees 
of the State of Illinois; IFA employees are not subject to collective bargaining 
agreements or the State of Illinois Personnel Code.  The IFA is an equal opportunity 
employer. 

 

 

II. SUMMARY:  

1. Serving as the primary Purchasing Agent responsible for all aspects of procurement and 
contracting for the IFA under state laws, rules, policies, procedures and guidelines, the 
incumbent should have a strong interest in the primary business of the IFA (i.e., 
economic development finance).  This role provides support for procurements from the 
time of receipt of purchase request through negotiations with vendors, source selection, 
award and final delivery.   

 
2. Public procurement in Illinois State government is governed by the Chief Procurement 

Office (“CPO”) as well as its systems and processes.  Familiarity with and mastery of 

http://www.il-fa.com/


 

 2  

these regulatory and administrative processes is strongly preferred for this position.  The 
IFA supplements CPO processes with its own. 
 
 

 
III. DUTIES AND RESPONSIBILITIES: 

 
1. Collaborate with IFA staff to prepare documented quotes, formal invitation for bids, and 

requests for qualifications/proposals, including, but not limited to, drafting of 
specification, bid, evaluation, award, and contract documents. 

2. Work with IFA staff and vendors to clarify product or service needs and to negotiate 
procurement scope, price, and product and delivery terms. 

3. Approve and process, as appropriate, purchase orders or agreements required to 
acquire goods or services; negotiate vendor terms and conditions to ensure compliance 
with IFA standards, state statutes and rules, and any federal requirements; and prepare 
required bid, award or other notices for publication on appropriate state of Illinois 
systems.  

4. Determine the appropriate purchase method in accordance with established regulations 
and IFA policies and procedures (e.g., direct purchase or bid), complete appropriate 
small business waiver requests, and work with state of Illinois procurement professionals 
on any necessary approvals. 

5. Consult with IFA staff to ensure each procurement situation meets the Illinois 
Procurement Code (“Code”), other applicable law and state procurement policies, and 
IFA policies and procedures. 

6. Monitor contracts and deliveries and track key dates and costs.  Keep IFA staff informed 
of any problems with delivery or performance. Handle any modifications that may 
change place of performance, scope of work, period of performance, costs and other 
conditions in the contract and process amendments and renewals as needed.  

7. Maintain procurement files and records including without limitation bid documents, 
contract documents, reports of exempt contracts and other items such as deliveries, 
costs and inventories; and complete appropriate checklists and contract obligation 
documents.                                                 

8. Provide any necessary procurement training for IFA staff. 
9. Coordinate with prospective vendors regarding disclosures, certifications and other 

documentation required to conduct business with IFA; review disclosures for 
completeness and prepare conflict of interest documentation as needed. 

10. Respond to requests from internal and external auditors as needed. 
11. Ensure IFA compliance with any and all procurement reporting obligations. 
12. Perform other related duties as assigned. 

 
 

IV. QUALIFICATIONS: 
 

1. Bachelor's degree from four-year college or university plus two years of purchasing 
experience, preferably State of Illinois procurement, or equivalent combination of 
education and experience. 

2. Knowledgeable of purchasing regulations, methods, procedures and business practices. 
3. Experience carrying out procurements under the Code and other applicable law and Sate 

of Illinois procurement policies, including but not limited to the regulatory and 
administrative processes of the CPO. 
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4. Must demonstrate a general understanding of IFA key business concepts, including 
“bonds” (generally), “conduit bonds,” “private activity bonds,” “issuer,” “counsel,” and 
“501 (c) (3) not-for-profits”. 

5. Proficient with automated systems to process purchases through Illinois procurement 
resources, including but not limited to BidBuy, the Illinois Procurement Bulletin and the 
Illinois Procurement Gateway. 

6. Proficient computer skills, including Microsoft Word, Excel and PowerPoint and Microsoft 
Dynamics GP (Great Plains) accounting system. 

7. Demonstrated ability to prepare, negotiate and create purchase orders/agreements. 
8. Detail-oriented and works effectively under pressure while meeting time-sensitive 

deadlines. 
9. Must be able to work with little direct supervision and have the ability to work effectively 

with others in order to accomplish procurement duties within established specifications. 
10. Excellent communication skills.  Actively listens to others and conveys information, both 

written and verbal, clearly and concisely. 
 
Interested and qualified candidates should apply by sending a resume to hr@il-fa.com 
 
 
The above is intended to describe the general content of and requirements for the performance 
of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or 
physical requirements.  Nothing in this job description restricts management’s right to assign or 
reassign duties and responsibilities to this job at any time. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 


