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Title:  Procurement Specialist 
 
Reports to: Sierra Harvest Co-Director 
 
Job status: Part-time, permanent starting July 5, 2017 
 
Location:  313 Railroad Ave., Suite 201, Nevada City, CA  95959 
 
About Sierra Harvest 
Sierra Harvest is a nonprofit dedicated to educating, inspiring and connecting the people 
of Nevada County to fresh, local, seasonal food.  We train dozens of farmers, organize 
hundreds of community events, and educate over 6,700 school children.  We envision a 
thriving local food economy and a network of financially viable farms providing good food 
for the community, where health and wellness is the norm and people of all ages are 
engaged in growing, harvesting, preparing, and sharing fresh food.  We are creating a 
place where farmers thrive and residents of all ages have access to nutritious, whole 
food.   

 
Summary 
The Procurement Specialist will be responsible for working to increase the supply of fresh 
organic produce (specialty crops) offered in school meals and institutions in Nevada 
County.  The procurement specialist will meet with food service directors and 
organizational buyers to assess their needs and present opportunities to procure local 
and regional fresh organic produce that fit budgets. There will be particular focus placed 
on growing farmer direct relationships as well as working with food distributors offering 
regional, organic specialty crops.  The procurement specialist will be responsible for 
tracking increases in the number of vendors as well as the number of pounds of produce 
being procured.  This person will also be responsible for organizing and conducting 
monthly tastings of fresh local and regional produce that are featured in the school lunch 
and institutional menus.   
  
Duties and Responsibilities: 
 
The Procurement Specialist will support the Farm to School and Institutional 
purchasing in the following ways: 
 

1. School and Institutional meals: Meeting with foodservice directors and institutional 

buyers to procure more local and regional produce (specialty crops) in the school 
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meal program and institutional settings.  Specialty crops are non-commodity crops 

(i.e. most fresh produce). 

2. Farmer Relationships: Cultivating relationships with growers and distributors 

3. Tracking: Keeping logs of produce purchases and associated data 

4. Tastings:  Organizing and conducting monthly tastings at area high schools, 

working with student groups to do tastings and get feedback to incorporate more 

fresh, organic produce into menus on a regular basis. 

5. Promotion: Creating flyers and marketing materials to promote tastings and 

California grown food in school meals and institutions 

6. Support local procurement inquiries:  Field calls for assistance from 

community partners/organizations to provide resources to increase their ability to 

procure more fresh, organic produce.  

7. Sierra Harvest events:  Be the point person for procuring all fresh, organic 

foods for organizational events.  

Skills and Qualifications: 

 Excellent communication and interpersonal skills both verbal and written 

 Strong organizational and planning skills  

 Ability to work independently 

 Familiarity with local and regional farms and seasonal produce 

 Proficiency in creating professional flyers and marketing materials 

 Proficiency with Excel and data management 

 Experience successfully organizing and coordinating events 

 Experience working with high school youth a plus 

 Understanding of school food service or institutional purchasing a plus 

 Flexible schedule required (Monday thru Friday) 
 
 

Hours: 20hrs / week.  Occasional work some nights/weekends when needed.   
Compensation: $20/hr 
Send a resume with cover letter and writing sample to:  jobs@sierraharvest.org 
Application deadline: June 15, 12pm PST 
For additional information call (530) 265-2343. 
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