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Job Description Type: Specific Job Description 

Category: NO (National Officers) 

Reason for Classification: Establishment of a new post 

Level: NOB 

Title: 
Supply & Procurement 

Officer 

Title Information in 

Parenthesis: 

CCOG Code: 1A09 

UNICEF Code: SUP 

Classified by: Natalia Paquin 

 

Region: ESAR 

Country: Malawi 

Duty Station: Lilongwe 

Office: Lilongwe 

Section: Operations 

Unit: Supply and Logistics 

Case Number: MLW27002 

Post Number: 

Classified Date: 5/28/2026 

Organizational Context: The UNICEF Malawi Country Programme (2024-2028) works through a One-UN approach based on the 

new United Nations Sustainable Development Cooperation Framework (UNSCDF) Strategic Priorities 

2024-2028). All four strategic priorities of the UNSCDF 2024-2028 hold significance to UNICEF and the 

priorities identified for children: i) Economic Development, ii) Governance, iii) Human Capital 

Development, and iv) Climate Change. UNICEF co-leads the further elaboration and results in 

developing the Human Capital Development strategic priority. The intent of the UNICEF CPD 2024-2028 

is fully aligned with these priorities, which are also directly linked to the pillars of Malawi Vision 2063, 

and the Malawi Implementation Plan (MIP, 2030). To this extent, UNICEF’s strategy for the CPD includes 

Child Survival and Development (Health, Nutrition and WASH), Education, Learning and Child 

Protection, Social Policy (Social Protection and Public Finance for Children), Gender Equality, Inclusion 

and Innovation within a robust evidence-informed environment. These are focus areas under the 

Human Capital Development Enabler of the MIP (2030). The Country Programme envisages the 

progressive fulfilment of the rights to survival, development, education, protection and participation of 

all children, including adolescents, especially the most vulnerable and those at risk of being left behind, 

in an inclusive, resilient and protective environment. All components are supported by the programme 

and operational effectiveness and efficiency imperatives. Risk-informed programming across the 

humanitarian and development nexus in all three outcome areas will strengthen disaster preparedness, 

enhance climate adaptation/mitigation and response, and increase the resilience capacity of institutions, 

communities and young people. 

Purpose of the Job: Under the direct supervision of the Supply & Logistics Specialist, the Supply & Procurement Officer in 

the Malawi Country Office is responsible to support timely procurement of goods and services (in- 

country and offshore) and provide adequate guidance and support to government partners in the area 

of procurement services. 

 

The Supply & Procurement Officer plays an instrumental role in the procurement of goods and services, 

integrity and quality assurance of the process, value for money, and supply and procurement risk 

management. The Supply & Procurement Officer role along with the supply and logistics team, will 

ensure that adequate procedures and controls are in place for strengthening transparency and 

competition, compliance with procurement rules and regulations, compliance with donor conditions, 

timely solicitation of goods and services, and partnership with other UN agencies all of which has a 

direct impact on programme delivery and achievement of results for children of Malawi. The Supply & 
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Key functions, 

accountabilities and 

related duties/tasks: 

Procurement Officer will be at the forefront of making sure that UNICEF policies and procedures are 

adhered to, compliance with procurement standards and timely solicitation of goods and services is 

achieved, financial risks are managed proactively, and internal controls are functioning well for efficient, 

equitable, competitive and cost-effective utilization of scarce resources. 

Summary of key functions/accountabilities: 

 

1. Supply Planning and Implementation Support 

2. Procurement and Market Research Support 

3. Programme and Partner Coordination 

4. Procurement Services Support to Government Partners 

 

1. Supply Planning and Implementation Support 

- Support the preparation and monitoring of supply plans in coordination with programme sections and 

supervisor, ensuring alignment with country programme requirements. 

- Assist in tracking supply pipeline activities and monitoring implementation progress against agreed 

timelines. 

- Contribute to the collection and analysis of supply-related data to support planning and decision-

making. 

- Provide administrative and technical support to ensure smooth execution of supply and logistics 

activities. 

- Support capacity building efforts through participation in knowledge-sharing activities with internal 

teams and partners. 

 

2. Procurement and Market Research Support 

- Assist in procurement processes including preparation of documentation, solicitation of quotations, 

bid evaluations, and contract administration in line with UNICEF procedures. 

- Support market research activities by collecting and analysing supplier and product information to 

inform procurement decisions. 

- Maintain supplier information and support vendor performance monitoring through data collection 

and reporting. 

- Track procurement activities and follow up on offshore and local procurement to support timely 

delivery of supplies. 

- Contribute to the preparation of documentation for internal review processes, including Contract 

Review Committee (CRC) submissions. 

- Ensure compliance with applicable rules, regulations, and ethical standards in procurement activities. 

 

3. Programme and Partner Coordination 

- Liaise with programme sections to support the implementation and monitoring of supply components 

of programmes. 

- Assist in the preparation of supply inputs for programme documents, donor reports, and budgets. 

- Support coordination with implementing partners, including preparation of basic documentation and 

monitoring of supply-related activities under Programme Cooperation Agreements (PCAs). 

- Participate in meetings with internal and external stakeholders and maintain effective working 

relationships. 

 

4. Procurement Services Support to Government Partners 

- Provide administrative and technical support in the processing of Procurement Services requests in 

line with established procedures. 

- Assist in reviewing documentation and ensuring completeness prior to submission for further 

processing. 

- Support follow-up with partners and relevant authorities on shipments, customs clearance, and 

delivery status. 

- Maintain records and track Procurement Services transactions, including payments and reporting 

requirements. 

- Contribute to monitoring supply delivery status and sharing updates with partners and internal 

stakeholders. 

Impact of Results: Professional and accountable performance of the Supply & Procurement Officer directly contributes to 

achieving compliance with procurement rules and regulations, strengthening internal controls and due 

diligence, and equipping budget managers with information for responsible procurement and supply 



 

 

 

 

 

 

Competencies and level 

of proficiency required: 
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Is this role a 

Representative, Deputy 

Representative, Chief of 

Field Office, the most 

senior Child Protection 

role in the office, Child 

Safeguarding Focal 

Point, or Investigator 

(OIAI)?: 

Is this post a Direct 

contact role in which 

incumbent will be in 

contact with children 

either face-to-face, or 

by remote 

communication, but the 

communication will not 

be moderated and 

relayed by another 

person?: 

Is this post a Child Data 

role in which incumbent 

management decisions which has direct connection with operationally effective and efficient delivery of 

results for children in Malawi. Sound supply and procurement function contributes significantly to 

maintaining integrity of the procurement process, transparency, competition, and value for money 

which assist in building and maintaining confidence of the development parters and resource 

mobilization for affected population. 

Care 

Respect 

Integrity 

Trust 

Accountability 

Sustainability 

 

Core Competencies: 

Nurtures, Leads and Manages People (1) 

Demonstrates Self Awareness and Ethical Awareness (2) 

Works Collaboratively with others (2) 

Builds and Maintains Partnerships (2) 

Innovates and Embraces Change (2) 

Thinks and Acts Strategically (2) 

Drive to achieve impactful results (2) 

Manages ambiguity and complexity (2) 

Education requirement: A university degree in Business Administration, Management, Economics, 

Supply Chain Management, Logistics, Procurement, Contract/Commercial Law, International 

Development, Health or related social science field is required. 

 

Experience required: A minimum of two (2) years of relevant experience, at the national or international 

levels, in supply, logistics, procurement, contracting, administration and/or other directly-related 

technical fields is required. 

 

Understanding of development and humanitarian work is an asset. 

Experience of an emergency context is an asset. 

Health supply chain management experience is an asset. 

 

Language requirements: Fluency in local language and English is required. Knowledge of another official 

UN language (Arabic, Chinese, French, Russian or Spanish) is an asset. 
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will be manipulating or 

transmitting personal-

identifiable information 

on children such as 

names, national ID, 

location data, or 

photos)?: 

The selected candidate 

for this position will be 

required to engage with 

vulnerable children: 

Competencies and level 

of proficiency required: 

Recruitment 

Qualifications: 

No 
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