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Job Title Logistics officer - Coxs Bazar -
Classification Level Technical Speciaﬁ?& 4
Organizational Unit / Duty Station ‘
{Department / Zone Office / PMO office, Coxbazar
Delegation..... etc)
Immediate Supervisor’s Title Sr. Supply chain manager
::;t');;:bﬁi;e Managers Title (if Sanjeev Kafle
Technical Manager’s Title Not applicable
{if applicable)
Number of Direct Reports Nt aEsiioable
Q {if applicable)}
Number of Indirect Reports Not applicable A
{if applicable)

Organizational context (where the job is located in the Organization)
The assigned person will be base in Cox’s bazar at PMO office

Job purpose
' The Logistics officer — under immediate supervision of the Sr. supply chain manager is responsible for
| supporting procurement, transport services tasks relating to IFRC/BDRCS programmes and operations.

i

Job duties and responsibilities

1. Support planning of transportation requirements of the Sub-Office in Cox's Bazar, maintain use of
transportation management system for IFRC-owned vehicles and assist in planning best use of

vehicles.
e 2. Support organizing of temporary, local labour to facilitate the timely and efficient receipt and dispatch
of goods to and from the warehouses.

3. Ensure the correct storage, rotation of stock and proper structural maintenance of warehouses to
_ keep all stocks in good condition.

4. Contribute to the maintenance of accurate stock control and record i i
s at all times and provide
wegkly{monthly stpck‘reportg to the responsible Senior Logistics Officer. : P
5. i;?atptam communications wuth_the relevant departments of the Country Office, BDRCS and Partner
ational Societies to ensure timely and efficient receipt and dispatch of goods in support of their

6. Support maintenance ' i i i
oleirden and implementation of the IFRC standard warehousing and logistics

7. Maintain working relationship with L inati
Clustors and oy ot sectopr\ i 0gs Cluster and manage all relevant coordination with Log
8. Work Closely with the Operations team/BDRCS on

9. Ensure proper filing of appropriat o itori
well 38 et Ppropriate standard IFRC records for monitering, controlling and reporting as

10. ) ; . udits and inspections,
??, ggg‘{gg:gtee t;:) pg?cicfnon of regular, timely stock and narrative regc?rts for the IFRC and donors
‘ g unctions with th$ ational Society, integrating operations as far as possible
’ , ratio i ! '
i suppliers/service providers as well o Mfanager, undertake field tips tq yenfy details of
. 8llIFRC programmes. rogress of logistics component of

N !
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3. Ensure compliance with the IFRC Code of Conduct and Fraud and Corruption Prevention and Can’tm!

" policy when discharging duties under this role. ;
‘14, support the dissemination of IFRC’s Fraud and Corruption Prevention and Control Policy to all

gupphers/semce providers who engage with the Country Office.

puties applicable to all staff e —————————

i q, i Actweiy work towards the achievement of the Federatmn Secretanat s goals

| Ab:de by and work in accordance with the Red Cross and Red Crescent pnnmples

3, " | Perform any other work related duttes and responsibilities that may be assugned by the line manager

Position Requirements

Educated to graduate degree level and/or can demonstrate equwalent mtellectual capacrty

Professmna! qua!sf ication or equivalent of quahfying experience in lOngtICS et S %

Good mentai and physical health

T Expenence in general logtstrcs, |nc!udmg warehousing, transportatlon, customs Clearance and X ]
Mggocurement '''' L
Expenence of supervising and supporting staff or labourers X

Expenence s Workmg s ro e e I P w e "

Expersence of working for a humanitarian/non-profit-making organization : X

i Advanc;ed skills in computers (Wmdows, word processing, spread sheets, etc. )

Abie to work mdependently and as part of the team

: Exceptional level of patience and able to work long hours i

Strong negotiation skills

Ability to detect and resist potential fraud

Documentat:on preparatson and ﬂhng skills

Ab; ity to deliver unfavourable news to unsuccessful suppliers/ providers

Sensitive to cultural and regional issues

w oI X X X X X X

Sign off by Line Manager ; | i
| Name: | Ashfaque Ahmed | Signature: |  J¥© .. | Date: i v R 7 I+
Approved by the Job Classification Committee: gate:
ate;




