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Manage assets & inventories,
guid*lines.

lBepartment /Zone 0ffice /
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lmmediate SuPenrkoy's Title

PMO office, Coxbazar

Sr. $upply chain manager

Second Une M*nagers Titl€ tlf
applieablel

$anjeev Kafle

Technical Manage/s Title
Not applicable

{il appticable}

{tfap$icEble}
Not applicable

i Nurnber sf lndirect Reports
'i {if aorlicobte}
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"ffi..
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Job duties and responsibllities

| 1. lmplement, maintain and follow lnternational Federation etandard warehouse practices and reeord
keeping in accordance with audit trail standards.

2. Ensure the correct storage and rotation of stocks, as well as proper structural maintenance of
warehouse(s) in view of maintaining all stocks in good condition.

3. Organize local labour to effect the timely and efficient reception at warehouse, inspection of itema
9ry dispatch of goods to distribution points and National $ociety's warehouses.

4. Uaise and maintain timely communications with relevant delegation units, departments and 6ervicss
to ensure the timely and efficient receipt and dispatch of goods from the warehouse(s) in support of
their activities.

5. Support, train, develop_and capacity building warehouse staff and provide tectrnical assistance to
National $ociety's warehouses.

6' Liaise with relevant intemational, govemment and nongovemment arganizations and collaborate
with them where appropriate

llepare transport and loading plan for all dispatches.
Manage tranaportation requests, tracking ind repo*ing of transpart utilities for relief stoclss, if
required.

disposals, repairs & maintenancg using Federation tools and

7.
L

9.

lo. $lge.the petty.cash and working advance system and ensurE payment of daily workerr"
11. Establish and maintain appropriate"filing system ror atitogistics a&ivitiei.
12. Aaaist in preparing 

lgoistics riports reqiireu by the different stake holderE.
13. $upervise and monitor allwarehouse related ictirrities and administiation a*ivities,
1 4. Bad<up for warehouce database Management ( Loo ic).
15.lmpl*rnent and rnaintain security, satef proceoi,,r*i ,iia *yst*m*.



1. l acrivety work towardsrhe..a:hieleT:r:_1:r r:t|alsn 
1-ecreta11l1lLcoafs

: f '-
i Z- i nliAe by and work in accordance rrrith the Red Cross and Red Crescent principlel

i :. I p*.for* any other work related duties and relponsibilities that may be assigned
a _-

by the line manager

;y_T.r*, 
t-i.tsrad.yate deerl:]:::l u*l{or.rn demon1r119 e,luivalen_t ifitetfectuaf 

::pacitY

pmfessional qualificatisn or equivalent of qualifying experience in logistics

i-E;#/i€;;. il #nei;i ioedic$l#;di6 fi '-rir*ffi, ffi;#;tio;;;i;mi creaiJni" ina

x,
x,

i- f#;iffic;;r #;'.,i;ils ;;d $pilil siir oi iaooururs
I

I ;;#;i;ffi;fwlrrine ;t|, ttre nea irosi / neo Cr.uc*nt

i Experience of working for a humanitarianlnon-profit-making organization

x

x

Pssition Requirements

Good mental and PhYsical health

Advanced skills in computers {Windows, word processing, spread sheets, etc'}

Able to work indepe*dently and as part of the team ;]:v
Exceptional level of patience and able to work long hours

;;"",,s";;;tionskills i * - -i **

' inn anrl {ilins skills r X ij Dscumentation preparation and filing skills tt-

--.--t:---r--^.,:f-iF i y ; ii mirty to deliyer unfavourable neurs to unguccessful :upplierslproviders : ^ I i
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i Sensitive to cultural and regional issues i X '' 
"

I

;X1
:

-*------i-----,,,................,-. . ".- - -- -----+- -------- -'
11

I
x

i
,^*@
l

i-*"1
I
INot applicable

"*.'*,.*-"..-,-^)

Sign off by Line Ma*aeer

th€ Jsb flassiflcation Committee:


