FARM-Africa Southern Sudan 

Job Description

LAST UPDATED 21st MARCH 2006
Position: Logistics Officer, Southern Sudan Livelihoods, Recovery and Development Project  

Duty station: FARM-Africa Rumbek Office
Monthly salary in KES: 61,015 (basic)

Position Holder: Vacant 

Prepared by: Charles Hopkins, Project Coordinator SSLRDP

Total number of staff you are responsible for: Casual workers

Report to: Project Coordinator 

General Description of the job: To ensure efficient and cost effective logistical support to Farm Africa’s Southern Sudan Livelihoods, Recovery and Development Project. 

Duties                                                                                                                          Time
1. To procure, store and transport all required equipment/inputs to the project sites 
in a timely manner            







     40%

2. To ensure effective communication between staff in the field and the Rumbek office    10%

3. To ensure timely staff bookings, accommodations and movements                              20%

4. To act as a security focal point and report all security incidents in a timely manner        5%

5.    To monitor the quality and status of project inputs                                                   20%   
6.    To play an active role as a member of the FARM-Africa Sudan team

       5%
Standards:

1.1
To develop and maintain systems of inventory and manage warehouse facilities, security and staff.

1.2
To establish clear policies and procedures (e.g. for vehicle maintenance, fuel consumption) in consultation with the project team.

1.3
To ensure the smooth functioning of the logistics chain in terms of movement of items and administration.
1.4
To ensure that all import/export procedures and customs formalities are respected and guarantee that the necessary documentation is completed in full accordance with the regulations.
1.5
To ensure that all documentation concerning the movement of goods (in/out registers, stock 
control records, etc.) are in order.

1.6
To be the custodian of all vehicle logbooks, registration and insurance documents.
1.7
To verify that all logistical components/resources of the project are appropriate to project activities.
1.8
To research and identify appropriate suppliers and develop procedures to request for tenders for the supply of goods and services. 
1.9 
To manage relations with contracted local suppliers, including procurement, payment, delivery and transport of goods.

2.1

To ensure that daily radio contact protocols are followed between the field, Rumbek/Loki and Nairobi.
2.2

To set up and manage the project communication system and protocols.

2.3
To ensure optimal use of communication equipment (codan radio, VHF and Thuraya satellite phones), tools and technical resources. 
3.1
To organise all logistical support for travel as necessary (i.e. flight bookings, visas, accommodation).
3.2
To monitor the use of flights to ensure cost effectiveness.                                                                

3.4
To coordinate staff movements in Rumbek and the field locations, in consultation with the Mobile Outreach Team Leader and the Project Coordinator.
4.1
To monitor the security situation in the project area of operation, including liaising with other agencies.

4.2
To provide regular security updates to the Project Coordinator and the Mobile Outreach Team Leader.

4.3
To establish systems for the timely reporting of security issues on the ground.

5.1
To make regular visits to the field locations to ensure compliance with logistical procedures and FARM-Africa policies.
4.2 To follow up any queries arising from Nairobi, Rumbek and the field locations.
4.3 To compile weekly up-dates and monthly logistical reports and submit them to the Project Coordinator in a timely manner.
5.1
To attend quarterly planning and project review meetings with the Mobile Outreach Team Leader and the Project Coordinator.

4.3
To complete an annual appraisal with the Project Coordinator
4.4
To perform any other duties as will be required from time to time by the Project Coordinator.
Competencies:

	Essential
	Desirable

	· Advanced diploma in logistic management, procurement and supplies

· Logistics experience including flights/cargo

· Purchasing/procurement systems 

· Excellent knowledge of the operational issues and dynamics in Southern Sudan

· Computer literacy in MS-Office 

· Communication

· Ability to work well in a difficult, insecure and stressful environment
	· HF radio and satellite based communication systems

· Fluency in Dinka and/or Arabic 

· Previous work experience in Southern Sudan

· Security training




