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MSF Switzerland (MSF-CH)

JOB VACANCY — ORDER PROCESSING OFFICER

Médecins Sans Frontiéres (MSF) is an international, humanitarian, non-governmental organisation providing assistance to
people in need as a result of natural and man-made disasters, irrespective of race, religion, ideology or politics.

MSF Switzerland (MSF-CH) is currently seeking to employ a qualified candidate for the follmlj_ng poijjgn with initial 6-
months Fixed Term Contract and Trial Period of 3-months. _,;_%g‘mﬂﬂrenge

Position: Order Processing Officer .
Number of Vacancies: 1 T
Location: Mayen Abun, Twic County, Warrap State .7 S,

Scope of responsibilities: b+ ol
Performing the day to day order processing activities in a particular supply office (coordination, bfep;ojé'ct level) according
to MSF protocols and standards in order to ensure an optimal running of the mission/project
Main tasks:
° Performing the day-to-day activities ensuring an efficient running of the Order processing activities in a
particular supply office (coordination or project level) following the supply procedures according to MSF

standards and protocols. Including the following activities:

° Being responsible for the supply database and the correct filing and archiving of the supply documentation in
order to guarantee the availability and the coherence of supply data
o Processing all orders and requests and communicating regularly on their status with the initial clients: order

received, approval stage, confirmation, RTS monitoring, backorder, lead times, ... and reporting problems to his
line management

] Communicating with local and international suppliers (status of order, claims) and reporting problems to line
management

° Performing delegated tasks according to his/her activity and as specified in his/her job description

MSF Section/Context Specific Accountabilities

. To Ensure Effective Management and Processing of all Internal request, Donations, Loans and Inventories
counts in the Project

o Provide Support to Improve Procurement, Price Updating and Purchasing Procedures in the Mission

U To Ensure Communication Flow with Requesters and Supply Team in Coordination, then provide Report to
Supply Officer in in case any Issue

J Ensure Accurate UF Data Quality is Maintain in the Order Sourcing Tool

Recruitment criteria

Education: * Logistics, Procurements, Supply or Commerce related studies.
Experience: * Essential in supply chain management (minimum 2 years) and in organization of supply

administration and procedures.
* Desirable proven understanding of MSF Field Logistics (general knowledge of MSF
equipment and kits in accordance with the nature of the project)

Languages: * Fluent English mandatory (Writing and Speaking) and Local language is an asset
Knowledge: Computer literacy (Excel, Word & Internet) L
27 ameRl g
Competencies: * Results and Quality Orientation L1 A Fubt, G
* Teamwork and Cooperation L1 ! Servisp & \
* Behavioural Flexibility L1 o MEmED Roser e o )
SOWipngn;

e Commitment.to MSF Principles L1

¢ Service Orientation L1
* Stress Management L2
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How to Apply:

criteria are invited to apply through the below link using a

. ter or a QR code on their smartphone. Candidates who do not have access to the internet may submit

g i i S Possession of
\nlication at the MSF Switzerland office in Mayen Abun, Twic County, Warrap State.

their ap;
Labour card is an added advantage.

5oith Sudanese candidates who meet the above

/—/C/Kl’l,ﬁwi{,cﬂc— The deadline is no later than 12t of October 2025.
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< Only short-listed candidates will be contacted.
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At MSF, we are committed to an inclusive culture that encourages and supports the diverse voices of our staff
members. We strive to create workplaces where teams of people with diverse backgrounds, characteristics,
perspectives, ideas, and experiences work together for the social mission of MSF to create better outcomes

for the patients and the communities we work with.

We welcome applications from individuals of all genders, ages, sexual orientations, ethnicities,
background, religions, beliefs, ability status, and all other diversity characteristics.

MSF does not tolerate sexual exploitation and abuse, any kind of discrimination or harassment, including
sexual harassment. All selected candidates will, therefore, undergo reference checks.

Candidates are encouraged to apply early, as applications may be screened prior to the vacancy deadline.

The protection of your personal data is important to MSF. By submitting your application, you consent to MSF
using your data only for the recruitment process to have all the information and documents necessary to
proceed with the recruitment, validation of your application and selection of the most suitable candidate. Your
data will be treated confidentially. Only people part of the recruitment process has access to your data. MSF
does not sell your data under any circumstances. If you have any questions or If you have any questions or
requests, you can contact the Personnel Development Manager at the MSFCH office in Hai Cinema — Juba.

No monetary transactions, non-monetary benefits, favours of any kind, or other forms of favouritism will
not be tolerated in the recruitment process.
MSF reserves the right to refuse to hire a candidate who has benefited from such acts.

Plagiarism (particularly copying and pasting sources without citing them) as well as the use of artificial
intelligence to assist in researching and formulating responses to this assessment is strictly prohibited and will
result in your exclusion from the selection process.



