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Description automatically generated]City of Appleton
Purchasing Specialist
Department of Utilities 
Join Our Team as a Wastewater Operator – Where Water Gets a Fresh Start!
Nature of Work: This position is responsible for supporting purchasing, inventory, and asset management functions for the Utilities Department. The Asset Management & Purchasing Specialist ensures compliance with Generally Accepted Accounting Principles (GAAP) and Public Service Commission (PSC) regulations while coordinating procurement activities, maintaining the City's asset management and work order systems, and providing technical support for operations, maintenance, and capital improvement projects.

What You'll Be Doing:
· Manage purchasing activities, including purchase requisitions, purchase orders, vendor coordination, and inventory control.
· Track and reconcile inventory, support annual physical inventory process, and prepare regulatory and accounting reports.
· Support operations and capital improvement projects by maintaining asset records, technical specifications, and procurement documentation.
Requirements: Post-secondary education or training in water or wastewater treatment technology with a college degree preferred. Three to five years of experience in purchasing specialized process equipment or technical services in an industrial maintenance environment, or an equivalent combination of education and experience. Valid Wisconsin driver's license required. 
Salary: Competitive hourly wage from $26.48 - $37.07, plus an excellent fringe benefit package including paid time off, health, life, dental, and Wisconsin Retirement System (WRS). The WRS is among the best funded and best managed public pension systems in the country.
Benefits:
· 9 Standard Holidays plus 4 Floating Holidays
· Vacation, personal time off and compensation time
· Health, life, dental and vision insurance
· Long-term disability
· Wisconsin Retirement System Pension
· 457 and Roth Retirement
Schedule: Monday through Friday, 7am until 3 pm.

Apply Now! 
If you are interested in applying for this position, please complete an online application at www.appletonwi.gov/careers by Sunday, August 26, 2026. 
City of Appleton Human Resources
100 N. Appleton Street, 6th floor
Appleton, WI 54911
Phone: (920) 832-6458
Email: humanresources@appletonwi.gov
Equal Opportunity Employer
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