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JOB VACANCY ADVERTISEMENT

International Medical Corps never asks job applicants for a fee, payment, or other

monetary transaction. If you are asked for money in connection with this recruitment,
please report to International Medical Corps at the website provided at the end of this

document

Job Title: Logistic Officer (1 Position) National

Country Program: South Sudan

Location of Position:| Juba (with frequent Movement to field)

Report Too Logistic Coordinator

Position Opened for:| South Sudanese only (Intermal/External)

Desired Start Date: | 1/0October/2023

Advertised date 8/August/2023

Closing Date for
oo 25/Augusti2023
Applications:

Duration of contract { 5 Month

Organizational Background
International Medical Corps is a global, humanitarian, nonprofit organization dedicated to saving

lives and relieving suffering through health care training and relicf and development programs.
Established in 1984 by volunteer doctors and nurses, International Medical Corps is a private,
voluntary, nonpolitical, nonsectarian organization. Its mission is to improve the quality of life
through health interventions and related activities

communities worldwide. By offering training and fig@

mild~ocal capacity in underserved
Do\ pacity

LY. rapidly to emergency

situations, International Medical Corps rehabilifdtds 5 chre systems and helps

bring them back to self-rcliance.



PURPOSE OF THE POSITION: LOGISTICS

The Logistics Officer is responsible for providing logistic
overall logistic processes in Juba as well as frequent field g
efficient services to our beneficiaries. Log Officer will be rg
coordination of daily logistics procurement operatio
Reporting, Asset & Inventory) to ensure smooth accomplis
Logistics Officer under the direct supervision of Logistics
routine departmental tasks, organization, timely accomplishmen

Summary of Tasks/Responsibilities

To perform this job successfully, an individual must be able to perform each essential
function with or without reasonable accommodation. The logistic officer is expected to
adopt professional customer based attitude, promoting International Medical Corps and
Logistics Department’s image. The Logistics Officer is responsible for the deliverables of
the Logistics Activities in support to International Medical Corps project activities and in
compliance with the IMC internal and donors’ processes, rules and regulations.

GENERAL DUTIES AND RESPONSIBILITIES:

+ Provides logistics support functions in extent to Logistics Reporting & functional

quality assurances

Represents the organization to suppliers and the department to customers;

Ensure that scheduled/general maintenance is carried out in regular bases;

Follow up with WH management regarding operational commodities.

Agssist the Procurement team in any relevant procurement / services inquires

belonging to the field operational activities;

+ Provide logistical support to all programs in compliance with IMC’s standard
logistics procedures;

+  Work on donation (GIK) and report them accordingly to HQ for booking purposes.
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Procurement Management

« Support all activities of the purchasing department in the site of operation.

+ Support on Contract Management and tracking the alerts if necegsary

» Support on critical procurement bids summary for the purchgfges
services, and supplies.

« Following and enforcing the organization's procurement

+ Reviewing, comparing, and analyzing products and servi
submission to procurement team

«  Managing inventories of logistics stock and maintaining a\
pricing records. )

» Support on market assessment & supplier information such as qoaii
times, product ranges, etc.

*



+ Facilitate the Logistics team in carrying our price surveys and coordinating market
assessments when requested.

+ Support on notifying of vendor catalog on regular basis and assist the logistics team
in cleaning the vendor catalog by carrying out the vendor verification process
Support logistics files/documentations for internal and external audits
Upon the request of Procurement staff, follow-up and avail the validation/approval
signatures from concerned IMC staff (as per approval threshold)

Warehousing

¢ Macro analysis on warchouse functionalities

v Support WH Officer on spot checks and internal audits

«  Perfonn physical inventories in the warchouse.

v Assist in paperwork when nceded specially on GIK receptions
v Support WH officer on Quarterly stock count

»  Asist Ensure

Asset Management

v Maintain the Asset List and provide Asset Management training if needed,
Update asset and handover lists regularly.

Conduct internal logistics audit

Support on Asset verification & exception reporting

Support on Assct renewal strategy
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Fleet Management

Coordinate with the Fleet Officer on fleet functionalities

Support flect officer on Fleet Servicing & Maintcnance scheduling
Perform internal audit on Fuel Reconciliation

Analyze Fleet & Generator reports and provide guidance
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Reporting
¢ Compile and submit Field Site Monthly & Quarterly Logistics Reports to Logistics
Coordinator;
Prepare Logistics progress chart based on monthly logistics report
Prepare monthly Logistics Dashboard
Maintain the online'systems we have to support our logistics processes

Others:
«  Perform other duties as assigned. The duties and responsibilities li

Prevention of Sexual Exploitation and Abuse
¢ Actively promote PSEA (Prevention of Sexus
within IMC and amongst, vendors-suppliers

Compliance & Ethics: Promotes and encourages
throughout International Medical Corps. As apphcabl Q thép
understanding of International Medical Corps’ and ddrgdYéompliance and ethics
standards and adheres to those standards. Conducts work with the highest level of

integrity.



Ethical conduct for IMC staffs: The International Medical Corps maintains a code of
standards of conduct that shall govern the performances of its employees engaged in the
award and administration of contracts. No employee, officer, or agent shall participate in
the selection, award, or administration of a contract supported/ by donor funds if a real or
apparent conflict of interest would be involved. Such a conflict would arise when the
employee, officer, or agent, any member of his or her immediate family, his or her
partner, Or an organization which employs or about to employ any of thos i
above, has a financial or other interest in the firm selected for an ga{g
employees, or agents shall neither solicit nor accept gratuities, §
monetary value from contractors, or parties to sub-agreement.
provide for disciplinary actions to be applied for violations of
officers, employees, or agents.

Required Skills
Good knowledge of NGO procurement procedures and purchasing suite. Proficient in using
spreadsheet software and databases. Ability to Work within teams under tight deadlines. The
successful Logistics Officer shonld demonstrate good learning attitude, organizational and
communication skills. He/ She would be detail-oriented team players with the ability to multi-task
and meet deadlines. As Logistics Officer typically work with computers and purchase
tools/templates, strong technical skills are helpful.

Required Qualification

Must be South Sudanese by nationality. Should hold a Diploma and/or University Degree in a
relevant business field, procurement and management. Relevant 2-3 years of experience in
humanitarian Logistics operation; Strong organizational skills and discipline to follow outlined
procedures; ability to interact effectively with International and National personnel. Excellent oral
and written English skills as well as Juba Arabic. A demonstrated ability to multi-task and
process information into action as to mot delay program activitics. Good computer skills;
Excellent communication skills and problem-solving ability; Team player; Result focused and
cost-conscious and Ability to work independently as well as cooperatively with team members.

HOW TO APPLY

Interested candidate (South Sudanese Nationals) who meets the above criteria, should
submit their Application (cover letter) indicating daytime, contact numbers, copies of
Updated CV with at least three referees, their telephone gpdeamHeqqtacts, South
Sudanese Nationality [D Card or Passport, Birth CertjffGate 2N

(Documents are not returnable once submitted) gfidte umah Resource
Department IMC, If you are submitting your appligs g
SS- Recruttlng@lnternatlonalmedicalcorps org. Han ot a'ns shgpuld be

Thongpiny Juba, Central Equatonal South Sudaq
5
\S@f‘ -

Clearly indicate the position you are applying for on the back of your Envelop OR
on subject line of your e-mail.




Closing date for receiving application:
25/August/2023

We appreciate your Apphications; however, Only Shortlisted Candidates will be
contacted for interviews.

do not submif your CV or application to this website, i %7y
review




