
UNIVERSITY OF SOUTHERN CALIFORNIA

Vendor Management Analyst (ITS)

Job Code: 167761

OT Eligible:

Comp Approval:

Coordinates sourcing, contracting, and onboarding of vendors, and consolidates and standardizes 
hardware, software, and service contract renewals. Collaborates on all aspects of the IT vendor 
portfolio (e.g., administrative, financial and operational impacts). Interacts with product vendors 
and a broad group of ITS and campus procurement stakeholders to oversee IT software and 
hardware asset management. Demonstrates ITS values in action.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

1/17/2020

______ Collaborates with ITS and university stakeholders on IT asset management (e.g., 
software, hardware). Identifies cost-saving opportunities through analysis of 
consolidated hardware/software renewals, software licensing, and maintenance 
contracts and services. Negotiates with vendors to obtain identified savings.

______

______ Coordinates with management and key customer stakeholders to ensure proper 
intake and maintenance of assets within catalog. Establishes policies and 
procedures for the acquisition, documentation, deployment, usage, and retirement 
of hardware/software in accordance with IT asset management strategy.

______

______ Processes requisitions and invoices from technology vendors while continuously 
improving invoice management processes, strengthening controls, maximizing 
system resources, and improving efficiency and productivity. Manages payable 
functions (e.g., vendor master agreements), ensuring adherence to university 
guidelines for accounts payable policies, processes and procedures.

______

______ Coordinates with campus business partners to aggregate contract performance 
data and partners with vendors to obtain contractual remedies. Identifies and 
analyzes compliance validations, operational oversight, and overall vendor 
spending. Develops remediation plans and facilitates vendor transitions as 
required. Facilitates innovation and continuous improvement of existing and future 
processes by leveraging reporting insights.

______

______ Actively embodies ITS values and behaviors (e.g., accountability, customer 
service). Contributes to a culture of trust and transparency by sharing information 
broadly, openly, and deliberately. Supports the vision for the Enterprise Project 
Management Office. Works closely with team members, peers, and ITS leaders to 
implement and support vendor management solutions. Supports process 
improvement efforts within the team and across ITS.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

2 years

Preferred Education:

Bachelor's degree

Preferred Experience:

4 years

Minimum Field of Expertise:

Experience identifying cost-saving opportunities by consolidation of hardware/software 
renewals, software licensing, and maintenance contracts and services. Firm understanding 
of vendor management and invoice processing, procurement, requisition. Experience 
coordinating maintenance of assets, and intake processes and controls, alongside 
management and key customer stakeholders. Extensive experience developing high-
performing teams, providing mentorship and stewardship to encourage career development 
and growth. Exceptional organizational skills, balancing necessary resources. Experience 
planning, scheduling, and managing budgets, prioritizing between immediate needs and 
long-term objectives. Advanced proficiency with Microsoft Excel, Word, PowerPoint, 
SharePoint, and other relevant Office applications. Excellent written and oral 
communication skills, able to manage diverse cross-functional teams, and work with and 
guide managers, and technical and non-technical staff. Exemplary interpersonal skills, 
regularly developing positive working relationships and strong rapport with team members 
and various stakeholders.

Preferred Field of Expertise:

Bachelor's degree in business administration, finance, information technology, or relevant 
field. Contract Management or ITIL certification. Experience in IT, IT asset management, 
sourcing/purchasing, higher education, and/or other relevant fields.
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The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


