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Job Description Type: Specific Job Description Region: ESAR

Category: GS (General Services) Country: Burundi

Reason for Classification: Establishment of a new post Duty Station: Bujumbura[C]

Level: G-5 Office: Burundi

Title: Supply Assistant, GS-5 Section: Operations

Title Information in Parenthesis: Unit: Supply and Logistics
CCOG Code: Case Number: BRDOT1

UNICEF Code: Post Number: 132604

Classified by: Bettina Hasel Classified Date: 9/18/2025
Organizational Context: Under the supervision of the Supply&Procurement Officer, the Supply Assistant will

ensure accurate and timely processing of procurement requisitions (Sales Orders),
supports procurement and contracting processes including drafting of tender
documents, purchase orders/contracts and follows through to closure of the order, with
the overall goal of meeting the needs and requirements for UNICEF programmes.

Purpose of the Job: Under the supervision of the Supply&Procurement Officer, the Supply Assistant will
ensure accurate and timely processing of procurement requisitions (Sales Orders),
supports procurement and contracting processes including drafting of tender
documents, purchase orders/contracts and follows through to closure of the order, with
the overall goal of meeting the needs and requirements for UNICEF programmes.

Key functions, accountabilities and Key functions, accountabilities and related duties/tasks
related duties/tasks: Supply Chain Service Delivery and Response
Planning:

« Participate in the forecasting, planning, implementation, monitoring and evaluation of
the supply chain operations, including establishment of performance indicators, and
assessment of fit for purpose of products and services.

« Assist in the supply emergency preparedness and response activities including
establishment of Long-Term Arrangements (LTAs), Logistics Capacity Assessment and
Contingency Plan update, and pre-positioning of stock.

Procurement/contracting:

* Reviews incoming demand / sales orders to ensure completeness and appropriateness
of specifications/Terms of Reference. Drafts tender documents (Requests for Quotations,
Invitations to Bid, Requests for Proposals), and supports the implementation of the

tender process.

« Supports sourcing of relevant suppliers of goods and services.

« Supports evaluations of offers through e.g. preparation of tabulation sheets and assists



Impact of Results:

in analysis of offers.

« Drafts contracts and/or purchase orders, Drafts submissions to Contract Review
Committee.

* Prepares Direct Orders (Purchase Orders) against existing Long-Term Arrangements
(LTA) ensuring that the LTA has valid quantities and lead-time meets requirements.

« Act on specific procurement requisitions as might be required. Prepare and process
Request for Quotations (RFQs), Invitations to Bid (ITBs) and Requests for Proposals (RFPs),
as might be requested by the Supervisor. Organize bid openings, and conduct technical
and financial analysis of offers as might be required.

* Prepare requests for award including submissions to Contract Review Committee.
Prepare purchase orders and contracts in SAP (ERP — Enterprise Resource Planning
system), and submit for relevant approvals, ensuring completeness of documentation in
UNICEF systems.

= Keep stakeholders/partners informed on the progress. Liaise with suppliers, ensuring
timely follow-up on delivery schedules Implement appropriate vendor management
practices e.g. supply performance reviews.

« Works closely with suppliers to ensure quality assurance and timeliness of deliverables.

« Ensure appropriate filing of procurement cases and maintain up to date records for
future reference including for audit.

Alternative delivery mechanisms and procurement services:

« Participate in events/meetings that build partnerships and collaborative relations with
UN organizations to support harmonized and collaborative procurement and logistics
arrangements.

« Assist in facilitating Procurement Services (PS) transactions in collaboration with
programme sections and UNICEF Supply Division (SD). As appropriate, support CO
counterparts on forecasting and costing of PS-channel supplies. Monitor the issuance of
Purchase Orders (POs) and/or Copenhagen Warehouse Stock Transfer Orders on PS
Sales Orders. Follow up with SD and UNICEF freight forwarders as needed on timely
delivery/shipment of PS orders. Support communications and follow up with COs with
regard to partnership requests and negotiations as required.

« Maintain up-to-date files for all Procurement Service transactions, including a system
for monitoring the different stages of each transaction.

« Monitor the incoming pipeline of PS shipments. If required based on the division of
responsibilities agreed in the Memorandum of Understanding (MoU) and Cost Estimate
(CE), supervise the arrival, customs clearance, storage, packing and in-country
distribution of PS commodities to the agreed delivery point.

Other duties/responsibilities:

= Any other duties as requested by the supervisor.

The Supply Assistant’s impact directly affects the quality and timeliness of the delivery of a
range of different services for which the unit is accountable. The impact of these services
indirectly affects the timely completion of other processes for clients and reflects directly
on the overall reputation of the supply team in terms of quality and responsiveness to
client needs.

The Supply Assistants’ client interface focuses on the coordination and planning of
routine supply chain activities, including the transportation of goods and materials,
purchase orders, contracts, delivery and payments. These relationships are important to
ensure that deadlines are met and that work results adhere to regulations, rules and



guidelines.

Capabilities required: 1. Project Management (2)
« Use project management tools to organize and track tasks within a project
« Schedule and prioritize tasks to meet deadlines
« Provide project updates and report issues

2. Collaboration (2)

« Use tact and discretion in sensitive situations

« Communicate thoughtfully and diplomatically considering how words may be perceived
by others

« Write clearly and concisely in emails and reports, outlining brief summaries and
suggested actions

« Communicate key points and recommendations verbally in a clear and direct manner

« Organize, visualize and present data, tailoring visuals to highlight key insights

3. Problem Solving (2)

« Compare different sets of information to identify correlations and differences
* Analyze information to identify the root cause of problems and possible risks
« |dentify key data and patterns in reports and summaries

= Organize, visualize and present conclusions in a structured and logical way

« Consider and suggest possible solutions to resolve problems independently

« Consider available information when making decisions

4. Digital Dexterity (2)

« Use Al tools and digital platforms to collect information

« Assess Al generated tasks for accuracy and effectiveness

« Use key organizational business systems and digital platforms

= Manage and organize digital documents and files in alignment with digital workforce
policies and culture

« Safeguard documents ensuring confidentiality and manage data risks

Competencies and level of proficiency Core Competencies (For Staff without Supervisory Responsibilities) *
required:

0 Demonstrates Self Awareness and Ethical Awareness (1)

0 Works Collaboratively with others (1)

0 Builds and Maintains Partnerships (1)

O Innovates and Embraces Change (1)

O Thinks and Acts Strategically (1)

0 Drive to achieve impactful results (1)

0 Manages ambiguity and complexity (1)

Core Values

« Care

* Respect

* Integrity

* Trust

« Accountability
« Sustainability

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 5 years of relevant administrative experience in supply chain management
or a commercial context is required. Understanding of development and humanitarian



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 (OIAl)?:

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 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:

work is an advantage.

Language Requirements:

Fluency in French is required. Knowledge of another official UN language (English, Arabic,

Chinese, Russian or Spanish) or a local language is an asset.
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