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Catholic Medical Mission Board
Job Advertisement
Administration Officer

Position Title: Administration |Officer
Department: Administration
Location: Juba Office

Reports: Administration manager
Deadline: 16" October 2023

ABOUT CMMB

Catholic Medical Mission Board (CMMB) is an international developmental organization that
believes in a world in which every human life is valued, and health and human dignity are shared
by all. We believe that access to quality healthcare is a basic human right. For nearly 110 years,
we have worked with global partners to deliver locally sustainable, quality healthcare solutions
to women, children, and their communities. For further information on CMMB South Sudan,
visit our webpage at www.cmmb.org.

CMMB has been working in South Sudan for over a decade providing a package of integrated
health services to vulnerable populations through its Children And Mothers Partnerships
(CHAMPS) program. CHAMPS focuses on redressing issues that affect the health and wellbeing
of mothers, children and newborns. CMMB supports the Ministry of Health (MOH), working
with other health partners, to provide a continuum of care through integrated health services
(MNCH, nutrition, WASH, Child Protection and GBV) and health infrastructure strengthening at
the community, facility, County and State levels. CMMB also supports Health Information
System strengthening through accurate and timely electronic systems, reproducing, and
disseminating health registers and training of SMOH data clerks.

Job Summary

The Administration & Logisti¢s officer is responsible for following Logistics services: Property
and Store Management, Office Maintenance, and other Office Services in the most efficient and
timely manner and to the standards and expectations of CMMB South Sudan staff and visitors.
The incumbent will have thorough understanding of country & local legal procedures and
specific responsibilities as mentioned below.

1. General Administration and Logistics

e Regularly check on|all office and internet equipment and furniture and ensure these
are in good serviceable and functional conditions all times, are properly used and
report to the Administration Manager on any malfunction. Maintenance of office and
guest house and engure timely payment of rent. Initiate office reparations and
maintenance when indeed.
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and assets are delivered according to specification.
} Yambio stores are highly secured and well maintained, with up-to-
| well documented and filed waybills for movement of goods in and

d a clear point person in-charge.

e periodic spot-check of the store. Oversee periodic stock and asset

procedures for recording/ documents assets and other goods received

Assets management and responsibilities

Physically receive a
and cross check the
requests/orders. Vel
Manager if there ar

Il incoming goods and materials for the office and guest houses stores
se against suppliers” waybill, delivery note and the original purchase
rify that there are no missing items and notify the Administration
e any missing, damaged, incomplete or improper items. Ensure the

tagging of all furnityre/equipment upon receipt.
Keep track of moyement of physical assets between locations and coordinate with

Administrative Man

ager to update the register accordingly.

Support periodic physical inventory verification exercises to ensure accuracy of records
and location of property.

Manage Yambio fleet vehicles and generators.

¢ Ensure that CMMB office vehicles, motorcycles and generators are fully serviced
and mechanically sound; equipped with all necessary breakdown and safety
equipment including a first aid Kit.
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* Do/perform other assignments reasonable associated with but not listed in job description
as and when assigned by the supervisor. When necessary, support preparation of purchase
requisitions

8. Relationship /
Administration staff, procurement and Finance, Program Staff including international staff,
Interns and Volunteers. Security services company, cleaning company, local authorities

10. Technical skills

Very good computer skills in MS excel, world and access.
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e in Microsoft Office Excel and Word.
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FU and USAID assets compliance and regulations.
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Strong organizational skills, good planning, and attention to detail with the ability to manage

priorities, meet multiple

competing deadlines, and work with minimal supervision.

Honest and trustworthy & God fearing.

Excellent team player and Ability to work under pressure and handle stressful situations with

calm and objectivity.
Self-motivated, flexible,

/
and adaptable to the needs of the team and organization.

Comfortable seeking guidance and clarification in a timely manner as needed to succeed in

How to Apply:

Interested applicants shou
telephone and email contacts of three (3) referees as well as your daytime telephone/cell phone
contact number to CMMBSouthSudanjobs@cmmb.org indicating the position and location you
have applied for on the subject line of your email.

Please note:

d submit their application together with resume/CV including

1. Deadline for receiving application for this position is the 16® of October 2023

2. CMMB South Sud
candidates to apply.

an promotes gender equality and encourages qualified female

3. Only short-listed candidates will be contacted for assessments.




