JOB PROFILE
	JOB TITLE: Warehouse Supervisor

	DIVISION / DEPARTMENT / LOCATION:
International Division
South Sudan country programme
Juba
	JOB FAMILY: Logistics & property

	SALARY:    
	LEVEL: D2

	OXFAM PURPOSE:
To work with others to find lasting solutions to poverty and suffering.

JOB PURPOSE: 
To provide quality logistic support for all Oxfam GB project sites in South Sudan, work with other members of the logistics team to develop and implement efficient logistical support systems for Oxfam GB in a complex operation.  

	REPORTING LINES: 
Post holder reports to: Country Logistics Coordinator 
Staff reporting to this post: Warehouse Assistant & casuals

	Budget responsibility:  None


	DIMENSIONS:
· Manages people, assets, budgets, projects or processes.
· Monitors performance of team or external contacts and gives advice / guidance to managers in a specialist area.
· Objectives are set within well-defined limits although some adaptation on day-to-day issues may be required. 
· Problems may vary but solutions can be defined from previous experience with judgement being required to choose and apply the most appropriate solution.
· Regular communication is normally with their immediate manager but some posts require a broad range of communication (including negotiation) internally and externally. 
· Ensure Health and Safety procedures are followed at specific sites. 


	KEY RESPONSIBILITIES:

· Organize the delivery and dispatch of all supplies as requested by Oxfam GB in a timely and cost effective manner and according to Oxfam Policy on procurement, and keeping in mind any donor requirements on procurement.
· Pack and label all the consignments ready for dispatch.
· Receive goods and equipment from authorized origins upon receipt of authorized documents.
· Liaise with the Procurement Team to receive international cargo via road, airfreight and charters.
· Maintains excellent contacts with customs authorities, trucking companies, warehouse management and other related 3rd party suppliers. 
· Coordinate with the Procurement Officer on deliveries to be made and follow up on any outstanding deliveries from suppliers.
· Assist and support to all necessary custom clearing processes including tax exemptions and road/air clearance as per GOSS laws and procedures.
· Work closely with the Logistics Cluster by submitting SRFs, liaising with field locations once they are registered and coordinate dispatch and receipt in the field including providing timely updates to Logistics cluster on weather and security situation for all locations being supported.
· Take lead in booking of cargo with UNHAS and submitting all relevant paperwork for payment processing.
· Coordinate and communicate with field offices whenever dispatches are made and queries are raised.
· Ensure timely submission of invoices and GRNs of all goods delivered in coordination with procurement officers and the finance department.
· Compile and record invoices, delivery notes, GRN and other receipt documents and submit them to facilitate payment processing.
· Systematically file supporting documents, stock requests, GRNs, purchase orders and waybills.
· Follow up on sent waybills to ensure that deliveries are confirmed (GRN) in all field locations. 
· Perform quarterly asset and stock reconciliations, tag assets and stocks as per Oxfam GB policies and procedures across all field locations. Report any discrepancies to the Management and ensure the final documents are signed off and uploaded in Box.
· Conduct monthly stock takes of the items kept in the stores and prepare stock reconciliation reports.
· Prepare monthly stock reports in HELIOS and share with line manager and budget holders and ensure the reports are uploaded in Box.
· Take lead in disposal of obsolete/expired stocks working closely with logisticians in all bases and seek approval and file reports.
· Prepare input for Key Performance Indicators.
· Ensures that all stocks and assets are properly stored and that BIN cards are up to date; proper and transparent recording of all movements in/out of the warehouse.
· Roving to the field locations and support in ensuring warehouse systems are in place and all warehouses have active bin cards and proper filing in place.
· Ensures that the Oxfam GB warehouse is tidy and clean at all times.
· Take overall responsibility of the stocks held by ensuring they are secure and report any gaps/risks to the Country Logistics Coordinator for action.
· To effectively manage and supervise warehouse assistants and casual labourers hired by Oxfam.
· To manage staff under his/her supervision according to performance management principles and in line with Oxfam’s performance management procedures.
· Supervise casuals during off loading and loading - prepare relevant paperwork to ensure payment of casual staff.
· Contribute in recruitment of warehouse assistants and casual labourers.
· To advise on revision of job descriptions of warehouse assistants and short-term contracts for casual labourers as required.
· Willingness to travel to project sites in country for technical advice, support and training.
· Take up any additional responsibilities assigned by the line manager.




	SKILLS AND COMPETENCE: 

· Degree in Logistics/supply chain management and Supply or equivalent qualification plus mentioned experience. Professional certificates desired.
· At least three years’ experience in logistics with a minimum two years managing warehouse operations within an NGO or International Organisation.
· Proven experience and knowledge of operational logistics & supply chain, policies & procedures
· Experience of working in emergencies or chronic conflict environment. South Sudan experience would be an added advantage
· Proven ability to communicate effectively both internally and externally, both orally and in writing
· Initiative and active problem-solving skills
· Proven training and capacity building experience
· Proficiency in the use of computers (Excel and Word)
· Strong ability to pay attention to detail
· Good organisational and planning skills
· Good command of English in word and writing
· Good reporting skills


	Date of issue: February, 2023


Note: 
This job profile is not incorporated into the employment contract. It is intended as a guide and should not be viewed as an inflexible specification as it may be varied from time to time in the light of strategic developments following discussion with the post holder. The post holder will be expected to work to agreed objectives, which should facilitate achievement of the key responsibilities in accordance with the Performance Review Process.
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