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	UNITED NATIONS CHILDREN’S FUND

SPECIFIC JOB DESCRIPTION



	I. Post Information



	Job Title: Warehouse Associate
Supervisor Title/ Level: Logistics Officer, NO2 level
Organizational Unit: Supply and Logistics
Post Location : Harare, Zimbabwe

	Job Level: G-6
Job Profile No.: 

CCOG Code: 2A09
Functional Code: SUP 
Job Classification Level: G-6



	II. Organizational Context and Purpose for the job



	The fundamental mission of UNICEF is to promote the rights of every child, everywhere, in everything the organization does — in programs, in advocacy and in operations. The equity strategy, emphasizing the most disadvantaged and excluded children and families, translates this commitment to children’s rights into action. For UNICEF, equity means that all children have an opportunity to survive, develop and reach their full potential, without discrimination, bias or favoritism. To the degree that any child has an unequal chance in life — in its social, political, economic, civic and cultural dimensions — her or his rights are violated. There is growing evidence that investing in the health, education and protection of a society’s most disadvantaged citizens — addressing inequity — not only will give all children the opportunity to fulfill their potential but also will lead to sustained growth and stability of countries. This is why the focus on equity is so vital. It accelerates progress towards realizing the human rights of all children, which is the universal mandate of UNICEF, as outlined by the Convention on the Rights of the Child, while also supporting the equitable development of nations.

Job Organizational Context & Purpose for the job
This specific job description focuses on warehouse management duties, tasks and accountabilities in pursuance of country program.  The incumbent will be based under the Supply and Logistics Section while work activities will be guided by team work plans, priorities and individual performance plans.
Job purpose

Under the direct supervision of the Logistics Officer (NO2 level), the Warehouse Associate performs highly skilled work on UNICEF supply chains and manages the UNICEF warehouse through receipt of supplies, monitoring of in/out supplies, organize and supervise kit packing and consolidation of supplies for in country distribution. Furthermore, the Warehouse Associate is responsible for proper stock keeping of goods, guiding and supervising casual labor workers, provides periodic inventory lists with flag indication on perishable goods. The incumbent will also assist on ordering, packing and delivery of supplies for the country program and emergencies. 


	III. Key functions, accountabilities and related duties/tasks 


	Warehousing and inventory management:
· Manage UNICEF warehouse facilities and operations in line with UNICEF policies and procedures. Assess warehousing capacity including facilities, conditions of equipment, manpower, and processes. Propose corrective actions to supervisor. 
· Receiving supplies and putting them away in rightful locations, picking and releasing supplies as per release orders and conducting periodic stock verifications. Maintain the VISION records on receipts, releases and dispatches.  Supervise the casual labor workers.
· Organize and supervise picking, kit packing or repackaging that may be required for in country end user distributions.
· Assist on deliveries of supplies for Regular and Emergency programs requested by written delivery request from program officers.
· Maintain appropriate warehousing and inventory management processes in support of the country programme implementation. Ensure accurate and complete accounting, reporting and internal control systems are in place, and relevant records are properly maintained. 
· Assess availability of space and prepare stacking and storage plans to ensure appropriate storage and optimize use of space. 
· Prepare stock reports. Monitor inventory to track trends and account for the inventory status from source to beneficiary. Carry out regular physical counts of inventory in the warehouse. Prepare documentation for commodity disposal through Property Survey Board committee.
· Monitor stock aging and grant financial closure dates to ensure that no stocks go past 24 months in the warehouse and that no grant goes beyond financial closure date before stocks are dispatched.
· Undertake visits to government and other counterparts’ warehouses to verify the proper storage of supplies and provide guidance on warehouse management.
· Ensure VISION records tally with physical Inventory through constant updating receipts and dispatches. Organize distribution of all supplies by consolidation of loads, organizing transport issuing all documentation & physically verifying dispatch.
· Follow up with transporters and recipients of supplies to obtain acknowledgement of receipt and process the acknowledgement in VISION.
Other duties/responsibilities:

· In cases where the incumbent has managerial responsibility of lower level GS staff, the incumbent will ensure timely and effective performance management of staff, providing practical advice and guidance to ensure individual and team objectives are met. 
· In collaboration with supervisor, Supply Division, Regional Office and the global supply community, provide input to help ensure knowledge exchange and learning is prioritized to continuously build capacity of individuals and the team. Develop and facilitate training of newcomers, establish processes or manuals to support effective workflows.


	IV. Impact of Results 

	The Warehouse Associate’s impact is founded on the provision of input into the design and development of improved services, systems and delivery processes. The impact directly affects the quality and timeliness of the delivery of a range of different warehousing and logistics services.
The efficient management of stock in the UNICEF warehouse will have positive program impact through proper storage of supplies, timely packing and kitting of supplies, timely release of emergency and regular supplies and distribution of supplies. 


	V. Competencies and level of proficiency required (based on UNICEF Professional Competency Profiles)


	Core Values 

· Care 
· Respect
· Integrity
· Trust

· Accountability

	Functional Competencies:

· Builds and maintains partnerships (I)
· Demonstrates self-awareness and ethical awareness (I)
· Drive to achieve results for impact(I)
· Innovates and embraces change (I)
· Manages ambiguity and complexity (I)
· Thinks and acts strategically (I)
· Works collaboratively with others (I)


	VI. Skills


	· Thorough knowledge of a range of specialized topics, including the relevant supply chain policies, partnership mechanisms, rules and regulations.
· High level of proficiency or skill is required in the interpretation and application of specialized rules and regulations to the particular circumstances of complex individual cases. 
· Experience using MS Word, Excel, PowerPoint and other UNICEF office tools.
· Demonstrated understanding of the relevant supply chain processes and ability to consistently apply relevant policies, procedures and good practices in the daily work. Good judgement in order to handle complex cases including considerations for exceptions.
· Ability to develop and maintain effective working relationships with clients, suppliers and colleagues and gain the assistance and cooperation of others in a team endeavor.
· Ability to use supply related modules within UNICEF ERP system.
· Ability to establish priorities and plan his/her own work and plan, coordinate and monitor the work of those under his/her supervision.
· Ability to draft clear and concise reports or rationale for supply related decisions on key issues.



	VII. Recruitment Qualifications



	Education:
	· Completion of secondary education is required, preferably supplemented by technical or university courses related to warehouse management, supply chain, logistics, business administration, or another relevant technical field. 
· A degree in warehouse management, supply chain, logistics or business administration will be an added advantage. 



	Experience:
	· A minimum of 6 years of relevant administrative experience in warehousing, logistics or supply chain management is required. Understanding of development and humanitarian work is an advantage. 



	Language Requirements:
	· Fluency in English and local language of the duty station is required. Knowledge of another UN language is considered as an asset.
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Name: Progress Hadzirabwi Signature Date: 14/05/2020
Title: Logistics Officer (Supervisor)
Name: Laylee Moshiri Signature Date: 14/5/2020

Title: Representative





