AATL-1 South Sudan Country Programme
.« Har Gabat, Opp. JIT Supcrmarket (behind SSD Customs)
Juba Town, Republic of South Sudan

South Sudan, Kenya, Somalia, Uganda, Zambia and Ethiopia

EXTERNAL JOB VACCANCY

BACKGROUND:

Action Alfrica Help International (AAL-1), an African-led non-governmental organization that
supports livelihood-challenged communitics and bridges the humanitarian development divide to

sustainably improve their well-being and standards of living. With Country Programmes in South
Sudan, Kenya, Somalia, Uganda, Zambia and Ethiopia, AAI-I has over 30 ycars’ experience
working with communitics in conflict and post-conflict situations, including refugees, internally
displaced persons and host communitics.
In South Sudan, AAII-I works in Greater Lquatoria, Greater Jonglei, Greater Upper Nile and
Greater Unity State, with ficld offices in Juba, Yei, Maridi, Yambio, Mundri, Bor, Wau, Ajong-
Thok, Maban and Malakal.
AAIL-I South Sudan Sccks to recruit a qualified South Sudanese National to {ill the below position
as dctailed.
Job Title: WARE HOUSE OFFICER (1 post)

~ Ref No. AAH-I/UNHCR/-RENK/AUG/2024-0017
Reports to: Scnior Warchousce/Logistics Officer
Liaises with: Warchousc Assistant, [.oaders representatives
Duty Station: Renk, Upper Nile State, South Sudan

Fixed term (4 months) extension subject to availably of funds
South Sudancse National only, FEMALES and PEOPLE
WITH DISABILITIES arc Strongly cncourage to apply.
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OVERALL JOB PURPOSE:

T'he Warchouse Officer 1s responsible for overseeing warchouse operations, managing warchousc
stall, and cnsuring the cfficient and sccure handling of inventory. This role includes accurate
reporting, maintaining safety and sccurity standards, and ensuring that all procedures arc followed
in accordance with organizational guidclines.

DUTIES AND RESPONSIBILITIES:

[.cad and manage warchousc operations and staff, cnsuring cfficient workflows and

productivity.

e Dinsurc accuratc and timely reporting on warchouse activitics, including stock levels and
operational performance.

» Oversce the sceurity of the warchouse, including the management of padlocks, lighting,
feneing, and sceurity personnel.

» Supervisc and guide warchouse assistants and casual staff, including dclegating tasks and
cnsuring completion.

«  Managc inventory control, ensuring that stock is reecived, stored, and issued according to
standard opcerating procedures (SOPs) and correct specifications.

» Maintain accurate stock records in the Warchouse Management System (WMS) and cnsurc
that all stock movements arc documented promptly.

¢ lbnsurc the warchousc is clean, well-lit, and sccure, with regular inspections of fumigation
processes and fire extinguishers.

« linforce safety and sceurity protocols, preventing unauthorized access to the warchouse.

¢ Act as the focal point for administrative tasks and report any issucs requiring management
attention.

o Ensurc that inventory checks arc conducted regularly to verify stock accuracy and identify
any discrepancics or damages.

»  Preparc and submit weekly and monthly stock reports, ensuring records arc up-to-date and
well-maintained.

» Linsurc proper stacking and spacing of goods to facilitate casy verification and movement,

reducing the risk of accidents.

Expected Outcomes:

o Warchouse staff performance meets organizational standards, and the warchouse is sccurce
and safc.
o All goods reccived are accurately checked, recorded, and aligned with documentation such
_""'as bills of lading, packing lists, waybills, and invoiccs.
o i Issued gpods arc wverificd, authorized, and properly documented, ensuring they reach their
intendedf )
o Regularp
COrTective
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Weckly and monthly stock reports arce consistently prepared and submitted on time.

The warchouse environment is safe, clean, and well-organized, minimizing risks and

accidents.

QUALIFICATIONS REQUIREMENT

e Diploma in Logistics and Warchousc Management, Business Administration.

e -3 ycars of professional experience in logistics or warchouse management.

» Certificatc in Computer skills training, and demonstrate capacity to usc various

computer applications.

e 1-3 ycars previous working in the INGO scctor Logistics and ware housc management.

Require skills and competencices

Strong cxperience in logistics  and
warchousc management.
Proficienicy in : ITC technclogics,
including rclevant  software, cmail,
internct, and computer applications.

Excellent command of the English

and adhcering to cstablished policics
and procedures.

Willingness to engage in continuous
lcarning and development as required
by the role, with training opportunitics
agreed upon with management.

language, as widcly used in the
country.

Iixcellent communication skills
Ability to work cffectively under
pressurce in emergency situations while

maintaining high-quality standards

SAFEGUARDING:

Children and vulnerable adults who come into contact with AAII as a result of our
activitics must be safcguarded to the maximum possible cxtent from dcliberate or
inadvertent actions and failings that place them at risk of abuse, sexual exploitation, injury
and any other harm. Onc of the ways that AAI shows this on-going commitment to
safcguarding is to include rigorous background and reference checks in the sclection process
for all candidatcs.

ACCOUNTABILITY WITHIN AAHI:

e Alongside our safcguarding policy, AAII is an cqual opportunitics cmployer. we consider
all applicants regardless of race, age, ability, cthnicity, nationality, religion, gender identity,
sexual orientation, or marital status and has a sct of integrity policics.

»  Any candidate offceed a job Wilh /\/\I [T will be cxpcclod to adhere to AATIs policies and
procgdures Wk TCekp D h and.safcty, confidentiality,
do n¢ hay$l m%%@i\d \ Cq
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e Report any concerns about the welfare of a child or vulnerable adult or any wrongdoings
. within our programming arca.
Report any concerns about inappropriate behavior of AAIL staff or partner.

APPLICATION INSTRUCTIONS

To Apply:

I. Complete the AAH-I Job Application Form:
a. Follow the provided instructions and format the complcted form as a PDE.
b. The application form AAH-I_JOB APPLICATION FORM-Template 1-August
2024 _For On line Completion can be downloaded on line and complcted.
or obtained the Job application form AAH-I. JOB APPLICATION FORM-Template
1-August 2024 _For Free Hand Completion from AATH-I offices in Renk and other
- ficld locations.

¢. Iree handwritten completed Job application forms MUST be fill in clcar and

rcadable handwriting.
2. Submit Your Application:

a. Compile the completed job application form, a onc-page cover letter, clear
photocopics of non-returnable academic documents, and a copy of your national 1D
into once zipped folder.

b. Email the zipped folder to recruitss@actionafricahelp.org or deliver it by hand to the
AAT-T offices in Renk or Juba, located in Upper Nile State and Central Equatorial
State at Hai Gabat, UNHCR/AAL-I Logistics Basc, respectively.

¢. The deadline for submission is 5:00 PM CAT on 4" September 2024.

3. Additional Instructions:

a. Clearly indicate the position in the subject line of your email as follows: “Warchousc
o~ Officer - AAH-I/UNHCR/RENK/AUG/2024-001.”
b. Applicants submitting their applications by hand must register and sign before
lcaving the delivery point.

¢ ()nly‘candidat_; W st the shortlisting criteria will be contacted for an interview.
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