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U N I T E D N A T I O N S  C H I L D R E N ' S  F U N D

GENERIC JOB DESCRIPTION

PROFESSIONAL POST
	IMIS POST NUMBER:

CASE NUMBER: 18028
POST TITLE: Supply & Logistics Manager

	Generic JD Code:    1SUP4
IMIS JD Number:


ICSC CCOG Code:     1A09
UNICEF Code:

     OS
CLASSIFIED LEVEL:


DATE CLASSIFIED:

	POST LEVEL: P-5

	


SECTION/DIVISION :




DUTY STATION :

OPERATIONS









Sana’a, Yemen
 _______________________        

_______________________


1.
ORGANIZATIONAL SETTING

a)
REPORTS TO: (Indicate post, by job title and level, to which this position reports.)
Deputy Representative Operations, P-5, 
b)
RESPONSIBILITY FOR WORK OF OTHERS (Indicate the title, level and number for whose work the post is responsible.)
c)
ORGANIZATION CHART (Show the IMMEDIATE SECTION where the post is located, as well as the supervisor, subordinates and all other related posts. Only the officially approved organization chart should be used.) 


Attached

2.
PURPOSE OF THE POST (Statement of overall post accountability.)
Under the direct supervision of the Deputy Representative - Operations, manages the supply operations of a large-sized country office. Responsible for planning, procurement, distribution and monitoring of UNICEF's supplies, in support of the Country Programmes.  Advises on matters of contracting.
3. MAJOR DUTIES AND RESPONSIBILITIES (Describe in order of importance what incumbent does and how. Do not exceed more than 10-12 major duties. Indicate the percentage of time devoted to each duty or responsibility. Do not include duties of less than 5%.)

Percentage
	15%

	1. Participates in the Country Programme strategy planning preview and reviews meetings and in the preparation of Plan of Operations and Plans of Action to advise on supply requirements. Develops Supply component of the Country Programme, including systems for storage and distribution of supplies to all project sites.



	15%

	2. Responsible for logistics/supply planning through coordination with Operations/Programme Sections.  Provides technical advice on specifications supply and logistics arrangements facilitating efficient procurement, clearance, storage and distribution of supplies and equipment, in support of the country programme implementation.



	10%

	3. Facilitate the establishment and maintenance of contacts with the Supply Division, Copenhagen on supply procurement and shipping policies.  Interprets and advises the country office on policies and procedures impacting on offshore and local procurement and delivery.  Maintains links with Copenhagen on transactional shipments, deliveries, claims and appropriateness of supplies.



	10%

	4. Conducts market research, identifies and recommends potential local suppliers.  Maintains data on and evaluates local supply sources' overall performance, (competitive pricing, product quality and timely delivery).  Assesses supply operations and control mechanisms and advises on appropriate actions.



	10%

	5. Manages the Supply Section, supervises staff in the preparation and implementation of the Section's workplan.



	10%
	6. Oversees the overall preparation of appropriate documentation: CCFs, SLs, SCFs, and purchase orders, etc.



	10%

	7. Facilitates the establishment and maintenance of a system of contact with customs and immigration authorities at national ports of entry on the clearance of UNICEF supplies, in keeping with established protocol.


3.
MAJOR DUTIES AND RESPONSIBILITIES (continued)

Percentage
	10%
	8. Undertakes field visits to outposted project sites and sub-offices, to monitor supply inputs and proposes actions on improving logistical procedures.  Prepares trip reports for the head-of-office.



	5%
	9. Designs and conducts training for UNICEF's staff/consultants and counterparts in supply management, in order to improve supply delivery.



	5%
	10. Ensures preparation of the VISION-generated supply status reports required for donor reports, budget reviews, programme analysis, annual reports, appeals, etc.




4.
WORKING CONDITIONS (Do the duties of this post involve frequent travelling or unusual conditions, or is it an office-based post?)
Post is office-based, with occasional travel to project sites.

5.
IMPACT AND CONSEQUENCE OF ERROR

(a)
Describe the type of decisions regularly made and the impact of those decisions.
Makes decisions on supplies/logistics management: specification of supplies and mode of shipment, to ensure projects supply deliveries meet targeted goals.

Makes major purchasing decisions which directly impact on programme implementation and UNICEF's credibility with the government.
(b)
Describe the type of recommendations regularly made and why they are important.
Makes recommendations of a technical nature on supply specifications, delivery and methods of transport (land, sea or air).  These decisions strongly impact on the quantity, quality and timing of supplies delivered in support of UNICEF's assistance to the government and NGO’s partners.

Makes recommendations on supply clearance, distribution and storage to ensure efficiency in the supply management system, in support of relief supplies delivery to targeted groups.

Makes recommendations to the Representative on contract matters.

(c)
Describe the most damaging error(s) that could be made in the performance of the job, and their consequences. 
Errors in judgment in specifying supplies inputs, and incorrect procurement decisions directly affect programme development, delay programme implementation, and result in loss of credibility and funds.

6.
INDEPENDENCE (Describe the degree of direction or management guidance the incumbent receives from the immediate supervisor, (e.g., incumbent exercises judgment, takes initiative, etc., under minimal supervision.)
Works only under general supervision.

Incumbent is expected to take the initiative and exercise judgment in interpreting existing policies and procedures, as well as advising and resolving supply-related issues.

Work-in-progress is generally reviewed with the supervisor when incumbent feels it is necessary.  The end product is usually reviewed for the attainment of objectives.

7.
GUIDELINES

(a) Indicate which guidelines are required for performing the duties of the post (rules, regulations, policies, procedures, practices, precedents, manuals, instructions, etc.)
UNICEF Supply Field Manual

UNICEF Programme, Policy and Procedures Manual

UNICEF Supply Division Newsletters, SUPDIRs, PROs, Executive Directive, etc.

CPMP Documents

UNICEF Personnel, Financial, Supply and Administrative Rules & Manuals.
(b)
Describe the degrees to which interpretation of, and deviation from, existing guidelines are permitted, and the authority to propose or establish new guidelines.
Post requires interpretation and application of guidelines, and requires recommendations when deviations from the guidelines are necessary, in order to achieve programme efficiency and effectiveness.

Procedures may not always be standardized and specific, applicable guidelines are not always available as, for instance, in emergency situations.

8.
WORK RELATIONSHIPS

Indicate both the purpose and level of contacts within and outside UNICEF, in order to perform the work effectively.

CONTACT                     

PURPOSE & FREQUENCY                       

a)
Internal
Representative/Deputy

(F)
Exchanges ideas on policy directions

Representatives



and provides technical advice.

Section/Programme Chiefs
(F)
Information sharing on inter-

sectoral co-operation.


Programme/Supply Staff

(F)
Information exchange/advisory.

Operations Manager

(F)
Financial and supply management.

Copenhagen Officer

(F)
Overall co-ordination and information exchange.

b)
External
Government officials of 
(F)
Intersectoral co-operation

relevant ministries and


advocacy, technical support.

regional/sectoral and

provincial government

counterparts/community

UN Agencies and NGOs

(F)
Co-ordination/information exchange.
9.
QUALIFICATIONS AND COMPETENCIES required to perform the duties of the post:

a)
EDUCATION (Indicate the level of formal education and/or training and field of specialization required.)
Advanced university degree in Business Administration, Management or a related technical field.

b)
WORK EXPERIENCE (Indicate the length and type of practical experience required, at the national and international levels.)
Ten years of progressively responsible professional work experience at the national and international levels in supply/logistics management, four years of which should be in developing countries.

c)
LANGUAGES (Indicate the language requirements.)
Fluency in English. Knowledge of local language and another UN languages is an asset.

d) 
Competency Profile (For details on competencies please refer to the UNICEF Professional Competency Profiles.)  
i) Core Values (Required)


•
Commitment


•

Diversity and Inclusion


•

Integrity

ii)  Core Competencies (Required)


•
Communication [II]


•
Drive for Result [II]


•
Working with People [II]

iii)  Functional Competencies (Required)


•
Applying Technical Expertise [II 


•
Adapting and Responding to Change [II]


•
Deciding and Initiating Actions [II]


•
Following Instructions and Procedures [II] 


•
Leading and Supervising [II]


•
Planning and Organizing [II]

iv)  Technical Knowledge   

a) Specific Technical Knowledge Required (for the job)  

(Technical knowledge requirements specific to the job can be added here as required.)  

• Knowledge of Supply Chain Management preferably in a developing country context

• 
Mastery of technical knowledge (product knowledge, market research/analysis) required for Supply Management/Purchasing/Contracting (e.g., vaccine, equipment, medical supplies, contracts, customs function, taxation, insurance, etc.)

• 
Knowledge of relevant Information Technology software

b) Common Technical Knowledge Required (for the job group) 

• Knowledge of managing inventory, transport, and diverse logistics operations (e.g., programme supply & logistics) in the international environment 

• Knowledge of supply/contracting/logistics policies, goals, strategies, and approaches 

• Knowledge of public procurement principles and processes 
• Knowledge of procurement process from procurement planning, to execution to contract management and administration, including procurement methods and tools of good procurement practice 
• Knowledge of establishing strategic, long term and sustainable procurement arrangements
• Knowledge of general principles and processes involved in risk management in procurement, including risk analysis and evaluation techniques

• Knowledge of financial and legal implications in procurement process- 

• Knowledge of category management. 

c) Technical Knowledge to be Acquired/Enhanced (for the Job) 

.

• UNICEF Supply Function goals, visions, positions, policies and strategies. (E.g., SUPDIRs, PROs, Executive Directives,) 

• Rules and regulations of supply and programme manuals and instructions. (E.g., Supply Field Manual, Programme, Policy and Procedures Manual)

• Financial circulars and rules, regulations and manual.

• Administrative and Human Resources Rules and Manuals.

• Information and Communication Technology administration

• UNICEF emergency programme and operations policies, strategies, procedures and approaches.

• Rights-based and Results-based management and programming approach in UNICEF. 

• Mid-Term Strategic Plan (MTSP); Country Programme Management Plan (CPMP)
• International Code of Conduct 

• UN and UNICEF policies and approaches on supply issues involved in harmonization of operations in the common system.
• UN and UNICEF security operations and guidelines. 

• Government regulations and laws in the locality (e.g., customs clearance, VAT and other taxation systems).
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