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TERMS OF REFERENCE FOR TEMPORARY APPOINTMENT

Title: Logistics Associate

Level: GS6

Appointment Type: Temporary Appointment
Duration: 364 Days

Duty Station: Lagos, Nigeria

Reporting to: Supply and Logistics Specialist

Organizational Context

The core mission of UNICEF is to advance the rights of every child, regardless of location, in all
aspects of its work—including programs, advocacy, and operations. The organization’s equity strategy
focuses on the most marginalized and excluded children and families, putting children’s rights into
tangible action. For UNICEF, equity ensures that all children have the chance to survive, grow, and
achieve their full potential without facing discrimination, bias, or favoritism. Any child who faces an
unequal opportunity in life—be it social, political, economic, civic, or cultural—experiences a violation of
their rights. Increasing evidence shows that investing in the health, education, and protection of a
society’s most disadvantaged members, and addressing inequality, helps all children realize their
potential and contributes to the sustained growth and stability of nations. This is why prioritizing equity
is essential: it not only promotes the fulfillment of human rights for all children, as outlined in the
Convention on the Rights of the Child, but also supports equitable national development.

Purpose of the Assignment

Under the direct supervision of the Supply and Logistics Specialist, the Logistics Associate is
responsible for supporting the continuous provision of affordable and high-quality supplies and
services. This support is tailored to the specific context and is carried out in strict compliance with
UNICEF’s policies, procedures, and ethical standards.

Key Functions, Accountabilities, and Related Duties/Tasks

Summary of Key Functions/Accountabilities

Clearance of incoming goods

In-country logistics

Support for warehouse and inventory management activities
Reporting

Planning
e Liaise with Programme Section and Procurement Services Team to prepare all required import
regulatory submissions to the appropriate agency.
e Liaise with Programme Section and Procurement Services Team to ensure supply plan
incorporate a distribution plan and required funding source.
e Prepare in consultation with Supervisor estimate logistics commitments and allocation to
vendors.

e Monitor logistics spend and on a quarterly basis review adequacy of the outstanding logics
commitments.

Clearance and Forwarding of Incoming Goods
o Verify that all necessary documentation complies with export and import regulations.
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e Issue letters of Authority (LoA) in a timely manner to relevant state ministries, clearing agents,
and customs or regulatory bodies before shipments arrive in the country.

o Closely monitor the clearance process, promptly address any issues or queries, and ensure
adherence to all customs regulations and tariffs.

e Ensure the Unit’s monitoring tools are timely update to ensure accurate visibility of LoAs
against the commitments raised to vendors.

In-Country Logistics
o Initiate requests to select reliable freight forwarders or shipping companies from approved
transport vendors for the movement of goods.
e Coordinate with the selected carrier to arrange for timely pick-up and delivery of goods.
e Track shipments in real time and proactively address any delays or issues that arise.
¢ Confirm that all goods are delivered safely and on time to their intended destinations.

Support for Warehouse and Inventory Management Activities

e Ensure all movement of goods is accurately recorded in Vision, in line with UNICEF guidelines.

o Promote good warehouse management practices and ensure that third parties are trained
accordingly.

e Supervise the receipt and dispatch of consignments and supplies.

e Prepare stock reports, monitor inventory to identify trends, and track inventory status from
source to beneficiary.

e Conduct regular physical inventory counts in the warehouses.

e Prepare documentation for the disposal of commodities through the Property Survey Board
committee.

e Track supplies near expiration and ensure compliance with FIFO (First In, First Out) and FEFO
(First Expired, First Out) approaches.

Reporting and Monitoring
e Ensure all logistics movements of goods are reported according to UNICEF guidelines.
¢ Monitor the performance of contractors to track Key Performance Indicators and identify any
bottlenecks in logistics processes.
¢ Maintain and develop further Unit's monitoring tools to ensure real-time monitoring, tracking
and regular reports to management and Programme Section of the status of UNICEF and PS
shipments.

Impacts of Results

The work of the Logistics Associate has a direct impact on the quality and timeliness of a variety of
services for which the unit is responsible. The effectiveness of these services influences the timely
completion of other processes for clients and has a direct bearing on the reputation of the supply team,
especially in terms of quality and responsiveness. The Logistics Associate acts as a key point of
contact for the coordination and planning of routine supply chain activities—such as the transportation
of goods and materials, purchase orders, contracts, delivery, and payments. These relationships are
crucial for meeting deadlines and ensuring that work results comply with regulations, rules, and
guidelines.

Competencies and Level of Proficiency Required

For every child, the incumbent must demonstrate UNICEF’s values of Care, Respect, Integrity, Trust,
Accountability, and Sustainability (CRITAS), as well as core competencies in Communication, Working
with People, and a Drive for Results.

Core Competencies
o Demonstrates self-awareness and ethical awareness (l)
e Works collaboratively with others (I)
¢ Builds and maintains partnerships (I)
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Innovates and embraces change (1)
Drives to achieve impactful results ()
Thinks and acts strategically (I)
Manages ambiguity and complexity (I)
Functional Competencies

e Analyzing (Il)

e Applying technical expertise (ll)

e Planning and Organizing (Il)

¢ Relating and networking (II)

e Coping with setbacks and pressure (ll)
Skills

o Comprehensive knowledge of specialized topics, including relevant supply chain processes,
partnership mechanisms, and public sector procurement rules and regulations.

o Ability to interpret and apply specialized rules and regulations to individual cases.

e Proficiency in MS Word, Excel, PowerPoint, SAP, and the ability to learn other UNICEF office
tools.

e Understanding supply chain processes and consistent application of relevant policies,
procedures, and good practices in daily work.

o Ability to build and maintain effective working relationships with stakeholders, and to cooperate
with others within a team setting.

o Ability to use supply-related modules within UNICEF’s ERP system (SAP).

e Capacity to prioritize and plan personal work, as well as coordinate and monitor the work of
subordinates.

e Skill in drafting clear, concise reports or rationales for supply-related decisions on key issues.

Recruitment Qualifications

Education

Completion of secondary education is required, preferably supplemented by technical or university
courses related to supply chain, business administration, contract/commercial law, or another relevant
technical field.

Experience
A minimum of six years of relevant administrative experience in supply chain management or a
commercial context is required. Familiarity with development and humanitarian work is an advantage.

Language Requirements
Fluency in English is required. Knowledge of another official UN language (Arabic, Chinese, French,
Russian, or Spanish) or a local language is considered an asset.

Signatures
... Wancia Fredas Stlanan | (o 1407200
Marcia Attaran David Kiambi Mutuerandu
Procurement Services Manager (OIC for Chief of Supply and Logistics
Logistics Specialist); UNICEF Nigeria CO UNICEF Nigeria CO
Arthur Adje Wafaa Saeed
Chief People and Culture Country Representative
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