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JOB PROFILE


	  JOB TITLE: Warehouse Assistant (WA)

	DIVISION / DEPARTMENT / LOCATION: 

South Sudan - roving

	JOB FAMILY: Logistics/Property

	SALARY: xxx
	LEVEL:  National E1

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

TEAM PURPOSE: To deliver efficient, cost effective and quality operations, and technical and professional advice and expertise to develop and implement Oxfam’s strategic roles.
JOB PURPOSE:   To manage and supervise all activities within the warehouse, and be responsible for the passage of all goods through the warehouse, and the safe and efficient storage and packing of all items.


	REPORTING LINES
Post holder reports to: Warehouse Officer. 
Work station: Juba and Roving and may be required to deploy to the field locations during interventions on a defined TOR.
Staff reporting to this post: Casual labourers for logistics activities. 
Working relationships: All Country programme staff and support the Country Logistics Manager (Juba) in other areas of operation in addition to field based operations partners (WFP, UNHAS etc).
Period: August 2018- Going forward
Budget Responsibilities: Requisition and monitoring only. 

	DIMENSIONS
· An assistant to the Warehouse Officer and carries out tasks within guidelines laid down by the line manger. He/she deputises the Warehouse Officer in all matters relating to the logistics management – conforming to standards and procedures / best practice needed in a well managed and efficient warehouse.

· Tasks are usually routine but will require the use of initiative and/or basic planning working in logistically challenging locations
· Responsible for proper use of equipment by others with due regard to health and safety standards and guidelines.

· Responsible for supervising warehouse casuals.

· Required to gather information related to stock management and give information to supervisors and managers 

· Support to security processes, procedures and infrastructure at field sites and warehousing

· Impact is wider than just own team or process – potential impact on the programme countrywide
· Contributes to improvements in systems and processes.
· Frequent travel to field sites around South Sudan, establishing bases and associated infrastructure
· Remote management of stock storage and warehousing with travel between several sites


	RESPONSIBILITIES

Stocks 

· Take leadership in ensure that there is proper linkage in terms of systems, procedures and material verification as specified in the purchase orders.

· Focal person in production of generated Goods Received Notes.

· Focal person in maintaining the updated Asset Register for equipment as soon as they are received in to the programme. 

· Deploy with country programme teams on emergency intervention and get up logistics and supply structure for staff welfare, technical supply lines and compound management.

· Work hand in hand with the Warehouse Officer in the day to day management of the warehouses in Juba, Bor and Rumbek where items will be prepositioned.
· Coordination with WO, CLM and the procurement team to ensure that all goods delivered are properly referenced and linked to Requisitions and Request Orders, Purchase Orders and are well reflected on all waybills. And that programme staff are duly informed in writing - of all arrivals of goods in stores.  

· Take leadership to ensure that goods are stored safely, securely and in an easily countable manner according to existing projects.

· To ensure that standards operating procedures are maintained by the Warehouse Assistant by Issuing Goods Received Notes for all materials received, and ensure that Bin cards are updated promptly and accurately in line with the existing projects.

· Maintain Bin cards, and ensure that stocks match Bin Card balances. 

· Take complete responsibility for warehouse management and ensure that documentations are in place to support receipts and dispatches of stocks. 

· Closely monitor the store activities making sure that all goods leaving the warehouse have waybills and materials reach their destination.

· Follow up on despatches and ensure that prompt documentation is received of deliveries at destination.

Documentation and reporting
· Work closely with the WO to institute proper visibility of warehouse operations (for programmes stock in Juba and in field) making sure that it is accountable, consistent and systematic.
· Ensuring that Authorised Stock Requests are produced for stock issues.

· Ensuring that paperwork is filed in an orderly, and easily accessible manner

· Carrying out weekly and monthly stock verifications, and update stock records. 

· Compiling regular stock reports and stock reconciliation, and ensure that discrepancies in stock levels are reported to the line manager.
· Participating in quarterly stock reconciliations in both Juba and the field.
· Producing monthly stock reports for dissemination to the Warehouse Officer, Country Logistics Coordinator and Operations manager 

Other duties

· Organise the manual loading and unloading of vehicles when necessary.

· Ensure that casual workers are paid on time.

· Ensure that all health and safety procedures are understood and followed by all warehouse staff.



	Date of issue: 
July 2019, Juba, South Sudan.


This Job Profile is not incorporated in the employment contract. It is intended as a guide an should not be viewed as an inflexible specification as it may be varied from time to time in the light of strategic developments and following discussion with post holder. The post holder will be expected to work to agreed objectives in accordance with the performance review process.

