
JOB PROFILE 


	JOB TITLE: Logistics Officer



	DIVISION / DEPARTMENT / LOCATION: 
	JOB FAMILY: Property and Logistics

	SALARY: 

	LEVEL: D2

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

JOB PURPOSE: The purpose of this role is to perform a varied range of tasks to deliver an efficient cost-effective and quality service.


	REPORTING LINES: 

Post holder reports to: Country Logistics Coordinator
Staff reporting to this post: None

	BUDGET RESPONSIBILITY: None
BACKGROUND:

	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: 

General

· To be responsible for day to day administration of all logistics processes including purchasing, warehousing, assets and communications, and transport.

· To supervise, support and performance manage all logistics personnel working under his/her responsibility if any.
· Implement and monitor logistics policies and systems, in accordance with Oxfam policies and procedures and donor requirements.

· Be responsible for any other logistics needs that may arise from programme supported by the country office as agreed with the Logistics Coordinator.

· Carry out any other duties as delegated by the Logistics Coordinator 

Procurement

· Report bi-monthly on all logistics activities to the Logistics Coordinator by running HELIOS reports.
· To organise the procurement of all supplies and service needs as requested by Oxfam in a timely and cost effective manner and according to Oxfam Policy on procurement, and keeping in mind any donor requirements on procurement.

· To check and ensure that all documentation and evidence of procurement process and trail is maintained at all times in both hard and soft copies.

· To check and verify that all quotes, tenders, bids and related documents in line with Oxfam policy and procedure.

· To draft for approval by Logistics Coordinator, all tender adverts and necessary placement ensuring high quality and accuracy and to provide secretarial support to the Oxfam tender committees.
· To produce supply plans in liaison with Programme managers and support its proactive follow up and implementation

· To liaise directly with the Country Logistics Coordinator on any logistics/procurement matters that may be current. 

· To effectively implement all information/data system necessary for the sound and transparent management of procurement.

· To ensure that contracts are negotiated according to Oxfam policies and are presented in an agreed format for authorization.

· To organise the timely payment of all goods and services rendered, in coordination with budget holders and the finance department of Oxfam and update the payment tracking sheet online.

· Manage international procurements, clearance and exemption processes for incoming international cargo.

· Ensure that all contractual and transactional records relating to logistics activities are kept for the required period as per the Logistics, Purchasing and Supply Manual.

· To keep staff adequately informed of the logistics development related to their programmes, including sharing the procurement tracking sheet and requisition tracker bi-monthly.

· As delegated by the Logistics Coordinator, establish linkages both external and internal to foster cost effective and efficient logistics support to the country programme.

· Participate in capacity building team colleagues on logistics procedures and guidelines.

· Ensure transparency, value for money in all procurement activities at all times.
· Participate in warehouse quarterly and annual stock reconciliation.

	SKILLS AND COMPETENCE: 

· Relevant degree or diploma and or professional qualifications in Logistics e.g. supply chain management.
· Experience in handling local and offshore supply, transport management, including clearance and tariff regimes. 
· Competency in use of Microsoft office packages including word, power point and excel. 

· Technically competent in all Logistics related areas.
· Demonstrates appropriate written and verbal communication skills.



	OTHERS
· Ability to work on own initiative & under pressure and to meet deadlines

· High level of integrity
· Interaction with ERP related systems
· Ability to work effectively in a culturally diverse organisation
· Willingness to travel in all locations in South Sudan.


	Date of issue: 
16/07/2019



