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Save The Children 

JOB PROFILE

	JOB TITLE: Supply Chain Officer

	REPORTING TO: Supply chain Coordinator
	GRADE: 4


	REPORTING TO POSITION
None
 
	LOCATION
Nairobi

	CHILD SAFEGUARDING

Level 3.  The responsibilities of this post may require the post holder to have regular contact with children and young people. In the overseas context all posts are considered to be level 3.
As part of these responsibilities the post holder will support the implementation of child safeguarding systems, promote a culture of keeping children safe, and ensure that potential harm to children (by our own staff and/or as a result of how we do our work) is identified and addressed on an ongoing basis.  The post holder should report and respond to interventions as determined by position-related responsibilities identified in the Child Safeguarding Policy.

	INTRODUCTION

Save the Children International is a 'dual mandate' organisation and as such equal priority will be given to both humanitarian and development work.  This is the only way we will be able to ensure that some of the fundamental rights that we believe children have, such as survival, safety and constant access to protection and education can be guaranteed. As part of a commitment to work with children through humanitarian interventions Save the Children will support programmes in both sudden onset and chronic emergency situations.

	ROLE
The role will work with the Supply Chain Coordinator and the Supply chain team to build the programmes Supply chain and operational capacity to plan and manage programmes resources and assets efficiently and effectively, assist the programmes meet their commitments and deliverables to their beneficiaries and donors.

By providing support to programme Supply chain on the specific aspects of Supply chain and programmes delivery, it is expected the Supply chain Officer will be able to help programmes to :

· Identify significant reduction in their operational running costs through the utilization and allocation of resources and helping programme implement effective recharge mechanisms

· Improve accountability to donors and beneficiaries through implementation of regular reporting and strong control mechanisms.
· Assist in the improvement of the quality and timeliness of projects delivery.

	Reporting to the Supply chain coordinator, the Supply chain officer is responsible for providing efficient and effective Supply chain management support as per SCI policies and procedures. The main responsibilities are ensuring proper systems to control and monitor the procurement, and support storage, movement, and disposal and reporting of goods and assets from point of reception to the point of distribution, with the aim of providing and adequate and timely delivery of quality supplies to meet programme needs.

MAIN RESPONSIBILITIES
· The Supply chain officer will ensure procurement, transport and distribution, warehousing and stock management and assets activities are carried out as per the SCI Supply chain Policies.
· Ensure proper reporting of all Supply chain Activities in a timely manner and in line with financial control mechanisms for Procurement and support management of stock, and assets.
· Consolidate and review the monthly Supply chain reports documenting action points and timelines to achieve them as well as follow ups.
· Assist the Supply chain Coordinator in providing inductions to updates to Supply chain and programmes teams on Supply chain procedures and procedures.
· Develop together with support of supply chain coordinator, performance objectives and indicators as well as personal development goals.
· As a point person, ensure timely supplies of programmes materials to various field offices.
· Working with the Supply chain Coordinator in determining the sources of supply of goods and services to meet programme needs. 
· Develop and consolidate procurement plans and schedules with various project managers and ensure they are adhered to.
· Support management of programmes stocks, ensuring proper storage of stocks, stock levels are maintained in relation with programmes consumption. 
· Consolidate and plan for transportation of project supplies to various field offices in a timely, reliable and cost effective manner. 
· Support in managing the incoming and outgoing stock according to the warehousing and stock Management standards.

· Support the appropriate storage and physical condition of stocks according to their specific requirements

· Assist in ensuring all stock are accounted for and dispatched with appropriate and relevant documentations and authorizations.

· Assist in ensuring that all project supplies are tracked using appropriate variables/criteria from point of dispatch to distribution/delivery. 
· Assist in ensuring all stock movements are documented using SCI documents (GRNs, Waybills, Stock Releases, Stock Cards, Stock Reports)
· Assist in preparing and circulating the warehouse report on a weekly basis to the relevant budget holders and programme staff.

· Assist in ensuring all stock discrepancies/damages are properly documented, investigated and reported to budget holders and Supply chain Coordinator.

· Assist in Organizing and planning for the transportation of project supplies to the various field offices.
· Assist in ensuring warehouses are kept secure at all times and are maintained, clean, well -organised and pest free.

General:

· Comply with Save the Children policies and practice with respect to child protection, code of conduct, health and safety, equal opportunities and other relevant policies and procedures.

	CORE BEHAVIOURS
Accountability:

· Holds self-accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· Holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved

Ambition:

· Sets ambitious and challenging goals for themselves (and their team), takes responsibility for their own personal development and encourages others to do the same

· Widely shares their personal vision for Save the Children, engages and motivates others

· Future orientated, thinks strategically

Collaboration:

· Builds and maintains effective relationships, with their team, colleagues, members and external partners and supporters

· Values diversity, sees it as a source of competitive strength

· Approachable, good listener, easy to talk to

Creativity:

· Develops and encourages new and innovative solutions

· Willing to take disciplined risks

Integrity:

· Honest, encourages openness and transparency

	QUALIFICATIONS AND EXPERIENCE

Essential

· First degree in Logistics Management, business administration or related area

· 4 years prior experience in logistics management in the NGO sector, within country programmes and in emergency response/humanitarian environments
· Proven experience in all technical areas of logistics operations including procurement, transport/distribution, warehousing and stock management, fleet management, asset management, communications, and security
· Experience of working in remote field bases with limited infrastructure
· Experiencing in managing, and supervising and training staff in supply chain
· Ability to prepare Supply Chain reports 
· Ability to synthesise and analyse information, and make clear, informed decisions

· Ability to build relationships quickly with a wide range of people, both internally and externally

· Strong planning, management and coordination skills, with the ability to organise a substantial workload comprised of diverse tasks and responsibilities
· Cultural awareness, with strong written and spoken communication and interpersonal skills
· Willingness to work and travel in often difficult and insecure environments;

· Fluent in English, both written and oral; Local language skills a major advantage. 
Desirable 
· Technical experience/training in specific areas of Supply chain eg fleet mechanics, IT/communications networks

· Technical experience/knowledge in specific types of humanitarian intervention e.g. Child protection, Education, Health, WASH, Food Security, Construction
· Experience working with ERP system 

· Fluent in English and Swahili

	NAME:………………………………………………………………………………………
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