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The mission of ILTexas is to prepare students for exceptional leadership roles in the international community by emphasizing servant leadership, mastering the English, Spanish,
and Chinese languages, and strengthening the mind, body, and character.

Job Title: Federal Programs Specialist			Exemption Status/Test: Non-Exempt

Reports to: Senior Director, Federal Programs			Dept/School: Headquarters

Primary Purpose: Provide procurement and operational support for federally, state, and locally funded programs by coordinating the purchasing process from quote collection through requisition, order placement, receipt, and delivery of goods and services. Maintain complete procurement documentation and purchasing records while supporting the timely acquisition and distribution of grant-funded resources in accordance with district purchasing procedures.



Qualifications: 
	Must be a U.S. citizen or Permanent Resident.
		Education/Certification:
· Associate degree in Business Administration, Accounting, Public Administration, or a related field preferred
· 2+ years of experience in procurement, purchasing, bookkeeping, office administration, or financial operations preferred.
Special Knowledge/Skills 
· Experience in a public education or governmental environment is preferred.
· Knowledge of purchasing, procurement, and general bookkeeping procedures. 
· Knowledge of office administration and recordkeeping practices.
· Excellent communication skills
· Proficiency with Skyward

Major Responsibilities/Duties: 
1. Coordinate the procurement of goods and services funded through federal, state, and local grants in accordance with district purchasing procedures. 
2. Obtain vendor quotes, pricing information, and required supporting documentation for purchases. 
3. Prepare and submit purchase requisitions and supporting documentation for approval. 
4. Coordinate with vendors regarding product availability, shipping, substitutions, backorders, and delivery schedules. 
5. Track purchase orders through completion and coordinate the receipt, inspection, and distribution of purchased goods to campuses and district departments. 
6. Verify deliveries for completeness and accuracy and resolve order discrepancies with vendors and district departments
7. Coordinate with the Finance Department, and other district departments to ensure timely processing of grant-related financial transactions. 
8. Maintain procurement files, purchasing documentation, and other departmental records in accordance with district record retention requirements. 
9. Assist with organizing grant-related materials, equipment, and supplies for campuses and district departments. 
10. Serve as a liaison with vendors, campuses, Finance, and other district departments regarding purchasing, deliveries, and operational requests. 
11. Provide operational and administrative support for departmental initiatives, special projects, and other duties as assigned to support the effective implementation of federal programs.

Mental Demands/Physical Demands/Environment Factors: 

Tools/Equipment Used: Standard office equipment including computer and peripherals, standard instructional equipment.
Posture: Moderate standing; occasional kneeling, squatting, bending, and stooping
Motion: Moderate walking
Lifting: Regular light lifting and carrying (less than 15 pounds)
Environment: Work inside and outside (exposure to sun, heat, cold, and inclement weather); exposure to noise
Mental Demands: Work with frequent interruptions; maintain emotional control under stress.



This document describes the general purpose and responsibilities assigned to this job and is not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 

Reviewed by: 	 Date: __________________

Received by: 	 Date: __________________

Revised on 08/07/2026

image1.png
\ A
N /"'\
= ]





