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JOB DESCRIPTION

POSITION:         
Operations/Logistics Coordinator

RESPONSIBLE TO:
Deputy Director of Programs

RESPONSIBLE FOR:
4 National staff

LOCATION:
Monrovia, Liberia with frequent trips to project sites in Bong, Nimba and 
Sinoe Counties

START DATE:
as soon as possible
DURATION:
1 year with possible extension

GRADE:
Internship/ Entry-level

ALLOWANCE: 

Stipend of $1,000/mth, plus housing

APPLY:  Applicants should send their CV and cover letter to hr@equipliberia.org, questions can be directed to Amy Kirkwood, Deputy Director, Amy.kirkwood@equipliberia.org
EQUIP sees great value in assisting young people, and applicants who are new to the field, to experience first hand work in the field of development and will work to mentor applicants, giving them valuable work experience to boost their career.

EQUIP is a Faith-based local and International NGO with programs in Health, Nutrition, Protection, and Water and Sanitation in Liberia, West Africa.  Liberia is currently 5 year post conflict.  The 14 year conflict left a devastating gap in basic health care services. Liberia is now shifting from an emergency phase to one of development and great strides are being made in revitalizing the health care system. EQUIP is assisting in this process by supporting primary health care clinics, doing community based public health training and working on building capacity of the County Health Team in Nimba County.

Overall Job Purpose:

To provide effective and cost efficient logistics and administrative support to all of EQUIP Liberia’s projects. To ensure that logistics related activities are undertaken in accordance with EQUIP’s Logistics and Procurement Standards Procedures and Guidelines. To ensure that all required supplies ordered appropriately and arrive at the final distribution points at the agreed time, in good condition as well as that all assets and resources are managed to the best possible outcome for EQUIP. To provide reports to senior project management on all project logistics to enable timely reporting to donors.  Assist to build the capacity of the logistics personnel working under EQUIP programs so as to enable them to effectively manage logistics systems.  

Tasks and Responsibilities:

1) Logistics

· To assist in ensuring that appropriate logistics systems are in place for all EQUIP projects so as to reach the overall goal of 100% transparency and accountability of all logistics activities towards the donor and auditors

· Act as focal point for all logistics activity and management within the EQUIP project team and establish good working relations within all departments

· Carry out professional logistics planning to ensure appropriate and cost efficient procurement, stocking and distribution of all required relief supplies

· Follow-up on the implementation of day to day project logistics activities 

· Keep daily updates on the orders status sheet and send a weekly update to the Program Director/Deputy Director

· Ensure that all EQUIP Standard Procurement Procedures are followed and provide capacity building training for staff working under the Logistics Coordinators supervision to ensure that this occurs

· Ensure implementation of control and monitor mechanisms for all of EQUIP’s projects logistics assets

· Establish a monthly logistics reporting system to ensure that all activities are appropriately recorded and reported upon

· Conduct regular field visits 

· Assist in ordering, securing, distributing and monitoring medical and non-medical equipment for 22 health facilities

· On field visits, monitor, evaluate and train project staff on EQUIP logistics systems and reporting.

2) Fleet and Fuel Management 

· To ensure proper utilization, maintenance and follow up of the EQUIP fleet as well as control and manage the cost of the fleet (fuel, maintenance and repairs)

·  Accountable for the overall compliance with the fleet management procedures. 

3) Telecommunication and Information Technology Management 

· Set-up, manage and ensure effective use of the entire telecommunication and IT system and manage the mission’s telecommunication costs;

· Accountable for the overall compliance with the Communication and IT procedures. 

4) Administrative:

· To manage and execute all logistics administrative duties such as keeping track of all procurement filing procedures and ensuring that all logistics forms are available at all times

· To review monthly paperwork received from field logistic staff

· Assist the Program Director/Deputy Director and Financial/Reporting Manager with other admin responsibilities as required

· Act and communicate at all times in a polite manner, respectful of others, taking into account the high profile image of EQUIP projected by its staff.

· Execute any other duties as may be reasonably assigned and not mentioned in this job description 
QUALIFICATIONS:

· Understanding of Supply Chain Management, particularly procurement

· Strong problem solving skills and analytical capabilities 

· Excellent communications skills -both written and oral

· Strong interpersonal skills

· Ability to be effective in high-pressure situations

· Ability to absorb and synthesize a broad range of information

· Ability to handle multiple tasks simultaneously, set priorities, and work independently

· Willingness and ability to travel as needed

· Applicants with management consulting, investment banking, or other relevant private sector experience are strongly encouraged to apply

· High level of proficiency in relevant computer applications particularly Excel, Power Point and Word

Preferred:
- Experience working in Supply Chain Management
- Experience in working with health commodities 
- Experience working in developing countries
 -Working knowledge of vehicle maintenance and mechanics

ADDITIONAL INFORMATION:

· This position requires living in a Monrovia the capital city in Liberia, a country still recovering from civil war and will consist of frequent trips into rural parts of Liberia. The applicant should be willing to live in primitive conditions and must adhere to EQUIP Security procedures as well as EQUIP’s Code of Conduct. 

·  The applicant must agree to behave at all times in a manner which positively promotes EQUIP and its work and be comfortable working with a Christian organization, and respecting Christian values and beliefs.
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