Save The Children

International Programs
ROLE PROFILE


	JOB TITLE: Logistics Coordinator, Manila


	TEAM/PROGRAMME: Logistics/Typhoon Haiyan/Yolanda Response
	LOCATION:  Manila with frequent travel to field offices

	GRADE: 
	

	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 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.  

	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 focus on the massive Typhoon Yolanda support programmes in chronic emergency situations.


	ROLE
Reporting to the Senior Logistics Manager in Manila, Logistics Coordinator will offer support to the logistics staff in Manila and in the field offices. The post holder will ensure compliance with the organisation’s policies and procedures, implementation of internal and external logistics requirements and offer training to both logistics and non-logistics staff in the area offices. S/He will work closely with the Field Logistics Coordinators and technically staff linked with the logistics department.

	SCOPE OF ROLE: 

Reports to: Senior Logistics Manager
Dimensions: Focusing on a high value emergency response at the head and four field offices
Reporting to position: Logistics Officer, Warehouse Officer,, Transport/Fleet Officer and Roving Logistics Officer


	MAIN RESPONSIBILITIES
Logistics systems and procedures

· Assist the Field Logistics Managers and logistics officers in ensuring smooth implementation of the logistics systems and procedures in the field offices.
· Carry out sensibility and control checking of field office systems and procedures to the country office and recommend improvements where necessary. 
· Ensure regular follow up on all orders after the contacts are placed, check on the delivery schedules and manage the pipeline and follow up on late orders.
· Insure programme staff is aware of the delivery dates and facilitate pre-loading quality inspections for the programmes
· Maintain regular communications with each field offices informing them on delivery timings, discrepancies, reasons for it, and providing them with the best guess realistic delivery date
· Check on stock availability, minimum stock levels and recommend additional capacity if recognised as required in terms of transport, warehousing, procurement approach, staff number and structure
Logistics management systems and donor compliance in Field  offices

· Ensure understanding and implementation of the full compliance with SCI Minimum Operating Standards (MOS) for logistics management including recommending remedial action and implementing action plans where standards are not currently met
· Ensure systems in place to monitor pipeline and procurement expenditure on a monthly basis and finance monthly payment projections
· Support of field offices in creating and update supply chin and programme support plans. 
· Ensure programme compliance with internal control procedures

Training 

· Provide training to field staff on the logistics procedures.
· Work very closely with the Supply Chain Coordinator responsible for procurement 
· Ensure  that field staff (not only logistics) staff are fully trained and knowledgeable about the requirements of SCI global  manual and any local procedures
· Ensures that any donor requirements that affects the logistics procedures  are notified to staff 

Audit function 

·  Verify the adherence of set policies and procedures with regard to transport, warehousing, suppliers relations, GIKs, FAR and other upcoming required tasks
· Help in the preparation of Manila offices for audit readiness
· Support in the implementation of internal and external audit recommendations in Manila and the emergency field offices
Leadership and team management

· Ensure effective coordination, regular communication and understanding within Logistics department and with the other departments by providing advice and mentoring


	CORE BEHAVIOURS
Understanding humanitarian contexts and application of humanitarian principles
· Participates in the development of an organisational response based on an understanding of the contexts

Achieving results effectively
· Accountability – ensure efficient and transparent use of resources in line with Save the Children  policies and procedures

· Addresses difficult situations and makes tough decisions confidently and calmly

· Maintains focus on delivery of timely and appropriate results using available resources; identifies and acts on issues and problems in area of responsibility

Maintaining and developing collaborative relationships
· Establishes clear objectives with teams and individuals, and monitors progress and performance

Operating safely and securely
· Identifies and communicates risk and threats and minimises these for oneself and the agency
· Takes measures to do no harm and to minimise risks for partners and the communities

· Reduces vulnerability by complying with safety and security protocols set by the organisation

Managing yourself in a pressured and changing environment:

· Keeps oneself emotionally stable when helping others

· Remains effective and retains perspective in the face of difficult or demanding situations

· Maintains ethical and professional behaviour in accordance with relevant codes of conduct

· Plans prioritises and performs tasks well under pressure
· Takes responsibility for own work and impact of actions
Leadership: Action; Thinking; Self; Inspiring; Developing Others
· Delivers results and always acts with the beneficiaries in mind

· Anticipates current and future needs

· Tailors communication style to certain audiences

· Demonstrates approachability and trust by listening carefully to others and valuing their contribution, and making others feel comfortable by being open and honest about their thoughts and feelings.

	QUALIFICATIONS AND EXPERIENCE

Essential

· SCI or other similar INGO logistics management, business administration or related area experience
· Prior experience in logistics in the NGO sector, within complex/large scale country programmes and in emergency response/humanitarian environments
· Proven experience in all technical areas of logistics operations including comprehensive procurement understanding, 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 others in logistics 
· 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 complex, diverse tasks and responsibilities
· Cultural awareness, with strong written and spoken communication and interpersonal skills
· Fluent in English, both written and oral; Somali language skills a major advantage. 
Desirable 
· Technical experience/knowledge in specific types of humanitarian intervention e.g. Child protection, Education, construction

	Date: January 2014    Author: Marko Krvavica


PAGE  
2

