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VACANCY ANNOUNCEMENT

Terre des Hommes Foundation (Tdh) is an international NGO focussed on Child Rights. To support the development of its project in Juba, Tdh is encouraging applications from South Sudanese nationals for the role of:

	Purchaser & Storekeeper  – REF: Tdh/HR/2016/001
Duty station:  JUBA
Contract duration: 6 months (with possibility to be renewed)
Starting Date: ASAP
Main responsibilities:

· Work closely with the logistics coordinator on the procurement planning and purchase plan of the capital Juba.

· In collaboration with the the data clerk officer, perform all the purchases of the mission in Juba according to the Tdh procurement procedures. 

· Carry out estimates or quotations when required and provide invoices for all purchases performed under their duties.

· Translate into English of all invoices when necessary

· Register the PSR number on all related invoices.

· Fill in bid analysis when required

· Participate to the elaboration of detailed items pricelist and suppliers’ booklet.

· Make sure that purchased materials correspond with the Purchase Requests and Orders in term of quality, quantity and price.

· According to Tdh Procurement procedures, compel themselves to always look for and purchase the best “value for money” items and material

· All the technical items requested by program managers have to be submitted to their approval in order to insure their quality. 

· Keep the requester updated on the status of the procurement process.

· Provide requester with estimated prices. 

· Ensure that the requester and the admin manager approve the purchase order, verify and sign the delivery report for any technical item delivered.

· Inspect deliveries: quantities, quality, documentation.

Stock management-

· Identify the material in and out and check the quality and quantity;

· Collect the store release orders and organize the delivery and dispatch to programs

· Monitor the stock and take particular care to expiry dates of food and medicine;

· Conduct a monthly inventory and make an inventory report;

· Maintain stock cards and gives alert to Senior Logistician when minimum stock is reached;

· Inspect deliveries: quantity, quality, documentation;

· Check the health status (expiry dates) of incoming products and report any quality problem.

· Prepare the various shipping documents and supervise the preparation and loading of material and equipment.
Reporting

· Report the progress of activities (inventories, etc) to the Logistics coordinator on a weekly and monthly basis.

Requirements:

· Minimum diploma-graduated in related field (Supply Chain Management, Administration, Business management, Economy).

· Minimum 2 years’ experience in similar position with NGOs.
· Fluency in English. Other local dialects are an asset.
· Sense of diplomacy and negotiation. Knowledge of best practices in child protection. Skills in the organization. Networking and coordination skills. Computer skills.
Application modalities:

Qualified and interested candidates should submit the updated CV with a covering letter to: Terre des Hommes, Na-Bari, Tongping, Plot. 403 – off US Embassy Road or be emailed to: dmg@tdh.ch
Closing date is January 25st, 2015.

Only shortlisted candidates will be contacted for a written test.

Tdh’s recruitment and selection procedures reflect our commitment to protect children’s rights, which includes the prevention of all forms of child abuse.  Tdh is an equal opportunity employer. Female candidates are encouraged to apply.
Submitted documentation will remain Tdh properties (do not submit originals).
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