saves lives builds futures

JOB DESCRIPTION |

Job Title: Logistics Officer

Department: Support

Grade: 7

Line managed by: Logistics Coordinator

Responsible for line managing: Logistics
Assistant / Storekeeper; Maintenance Assistant

Location: Hama / Roving

MAG's Vision

MAG's vision is a world in which everyone can live
free from the enduring and devastating
consequences of armed violence, conflict and their
legacy. People will live in communities where their
rights are upheld, with dignity and choice and free
from fear from mines, explosive remnants of war
(ERW) and the impact of small arms and light
weapons and ammunition.

MAG's Mission

MAG's mission is to save lives, ease suffering and
enable sustainable development by limiting the
causes and addressing the consequences of
armed violence and conflict so people can live with
dignity and choice, free from fear. We use our core
skills and distinctive competence to save lives
through the removal of mines and ERW, and to
reduce the impact of small arms, light weapons and
ammunition on people and communities. How we
do this is as important as what we do — we work
primarily with and for communities; for us, it is all
about people.

MAG's Values

Our values come to life through our actions, every
day. Everyone at MAG has a role to play in shaping
our culture and is encouraged to consider how
these values apply to their own role.

+ DETERMINED - we work with purpose.

+ EXPERT - through excellence and expertise
we build trust.

* INTEGRITY — we strive to do the right thing.

+ COMPASSION - people come first in
everything we do.

* INCLUSIVE - we are inclusive, and we value
diversity.

MAG Syria | Job Description — Logistics Officer, Hama / Homs | Bilingual EN / AR

i o) J gipa 1Al ol
(Bbacal) cilasill) acal) ;andl)

7 Adbagl Ay ol

Cliaa sl Fuda 10 Y Gl EY)

£8 3 gleall Cpaal [ ea sl dolual) 1 e il Y Ge Jgipaa
MQ»AH acla

Jiiia [ laa dand) (lSa

MAG 4.

3 el JBY) e sliar paaal) 4 un alle 3 MAG 43 Jias
b ol 4 G dlle 4dlis Loy cile) 315 elusall Catall il
On Cisa (535 RN A a s Al S cagl ia g (sl Clading
Al 5 3 ppall Aalul) BT el s jaiial clalaal 2y
Al

MAG 4w,

Al (et slilaall il )5, Y1 A8 & MAG Al Jiats
dallas 5 e 31 5 pelusall Catall s (e 2al OISRy Aaltinsall
PRI 5 A (525 LR Ay g el Sy Gl e cla U
AV ) e 21,V Y 5 Saaiall LieliS o Apulul) Wl jlea
38830 55l Aalul1 i e aally o pall s jadiall culaliall
O el 85 Y Ulee 8y 5l cilainall g 218 e a3
sl 5 clelal o5 claainal) pe Lulal Jass aid 4 Jasl)
AestiladS Hsmae

MAG

& 0 MAG & 208 S5 o JS Lilladl DA (e Lia s
o3 (Slakail A4S (8 Sl o maadl ai g A el LS JS35
il o 5 e adll

Qully gy Jard — dagall e

Yy il A e A S — B Al .

el saal) Jad ) Ladls ad — 4215 .

A asii L 08 B Y ) — Gilasl) .

£sil 3l g Alald dalila i — Jgadd) o

Page 1 of 7



saves lives builds futures

Job Purpose

Responsible for supply chain and logistics activities
for the Hama / Homs Base, including procurement,
stock and store management, asset management,
and facilities and base set-up. The postholder line
manages the Logistics Assistant / Storekeeper and
the Maintenance Assistant, and plays a lead role in
establishing and running logistics systems at a
newly expanding base.

Job Description |

Supply Chain Management and Procurement

» Ensure all procurements for the Hama / Homs
base are conducted transparently, competitively
and professionally, in accordance with MAG's
procedures and donor requirements.

» Assist the Logistics Coordinator in planning
procurements in coordination with the
programme team.

» Qversee the definition of technical
specifications for required items, services or
works, liaising with requesters and suppliers.

* Review and approve procurement
documentation prepared by the Logistics
Assistant, ensuring full compliance with MAG
procurement policy and audit requirements.

* Follow up on all field teams' pending PRFs
(Purchase / Procurement Request Forms)
and ensure they are processed within
agreed timeframes.

+ Collaborate with the Logistics Assistant,
storekeepers and suppliers to minimise delivery
delays, and communicate any delays to the
requester promptly.

+ Develop and manage supplier relationships,
aiming to establish qualified supplier contracts
on optimal terms for MAG.

* Maintain and approve the base price list and
supplier list, and conduct regular market
assessments and supplier reviews to stay
informed about market changes.

» Ensure timely processing of supplier payments
and utilities expenses, with complete supporting
documentation.

» Collaborate with procurement teams at other
MAG bases to ensure timely supply and
delivery of goods when necessary.

» Coordinate with other departments on
procurement issues.
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+ Liaise with the Finance department on payment

saves lives builds futures

and tax matters.

Responsible for the preparation, execution and
follow-up of procurement contracts and
agreements, with support from the Logistics
Coordinator.

Coordinate the provision of credit phones with
the HR and Admin department.

Stock and Store Management

Ensure stocks are managed in accordance with
MAG procedures and that the safety and
security of stocks is maintained.

Plan reception and issuance on the basis of
Purchase Orders (POs) and Stores Requisition
Forms (SRFs) received.

Ensure items are prepared, issued and
delivered promptly upon receipt of authorised
requests.

Ensure all items received and issued are
accurately accounted for in the stock
management system.

Maintain updated stock documentation (Goods
Received Notes, SRFs, Stock Cards, Waybills),
filed in an organised and easily retrievable
manner in line with MAG SOPs.

Conduct physical stock checks and
reconciliations every three months, and
investigate and resolve any discrepancies
reported by the storekeeper.

Ensure First In, First Out (FIFO) and other
agreed inventory control policies are
applied, and support quality control
processes, to ensure efficient and accurate
stock rotation.

Oversee warehouse organisation, minimum
agreed stock levels, product quality during
storage and monitoring of expiry dates.

Develop the warehouse and logistics storage
system for incoming and outgoing items,
working closely with the Logistics Assistant /
Storekeeper and the Maintenance Assistant to
maintain an efficient inventory system in line
with operational demand.

Manage In-Kind Donations in accordance with
MAG procedures, where applicable.

Shipment Management
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+ Update the shipment tracker promptly and illaadle gf e § Y5 Lpand s clliatll WSl o

report any issues. Alsi ) Leliant s alodill G55 ol all 52 rase (o o
* Receive and inspect shipment items, reporting Lol

any issues. illaad Lo 30 Culanall s Llaall el g 50 U cpaliy s o
+ Ensure Waybills and Handovers are scanned gl A g sl g Jpeaill

and uploaded to the filing system.

» Forecast and arrange the staff, local hires and
equipment required for loading and unloading in
the warehouse.

Asset Management / IT Infrastructure A Al g J g B0
* Manage assets and equipment in accordance MAG @lel a) Gis Clarally Jsa¥l 5l @
with MAG procedures. Sy ¢ yaione JS& lanall g Jgeall] 2l Cuaad e Llial) o
+ Keep the Assets and Equipment lists constantly = .cueadivall ) Leatls U8 Lean s s Jsal) aan danass
updated, and ensure all assets are recorded Jay el A JS Clamall 5 J gD ndll 3 jall o) a) e
and tagged before delivery to users. Jsal Jal (g 5 ) ‘
+ Conduct physical checks of assets and oeadinaall 5 @l sl (o Clsnall s pua¥) 38 ja dadia o

equipment every three months and a full

physical asset check annually. alatial s Lo 5335 Lomm g5 il y Jpoal pon Glaa

oulaall 38

» Track asset and equipment movements i . . .
p)})..al\mcd}.a‘)(\wuéld\wqu\x_;\ .

between locations and users.

» Ensure assets and equipment are maintained,
labelled, stored and used in accordance with
standards.

* Prepare documentation for the disposal of
assets when necessary.

Facilities, Premises and Operations Base Set- Aaladal) Bac 8l jagady Alally (381 sal)

up s JLER1 5 Gmen / Blen 320l e o Caadl A LA o

. Partigipate in the search for and selection of s dallae Al B Lay ALl 50l agad JLaind pod o
premises for the Hama / Homs base. g ARleial i) eyl

* Support the finalisation of the Operations Base ...z Z8Ual) Ll @t 8 Lay ¢ 381l a5 GGauls o
setup, including the processing of all related Jalial) ol <l g obual) Slaal Gl LA g dalall ASuil a5
PRFs. .GJ&‘\J\

+ Coordinate the installation of utilities, including Lbac LAl A ) il 3 3 g cilimall g LiSall GUYY Guals o
solar systems, city network connections and )
other available water and electricity supply
options. Gl el Jae dadla g ddUail) 3 g0 g dpulda jall 341 e Cal paY) e

Adball g Sliia sl gaclue (e pedy claxall

gl Al Gy lalia) daglie o

+ Arrange the necessary office furniture,

equipment and air conditioning units for the Alpall 340 5 Dlpall clalisl 1aa3) HEal) (asd laa o
base. PR
+ Track and fulfil Guest House requirements. L8e )5 2o sl AL S acluadl e

+ Supervise the availability of office and hygiene
supplies and the functionality of utilities and
equipment, with support from the logistics and
maintenance assistants.

» Ensure premises are checked for maintenance
needs and that preventive maintenance is
carried out.

 Assist in the opening and closing of bases.
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People Management Comdla gal) 3
* Manage the day-to-day activities of reporting Ol [ i sl aclisall) gl (pils gall Aga sall AdaisV) 5 00
staff (Logistics Assistant / Storekeeper and (Bl el 5 &2 sl
Maintenance Assistant). Gl sl g (et Ly litoon g o5l et bk Slae)

+ Create monthly logistics team plans in line with Aadaidl
organisational priorities. e Al e oy sias aloa] gy b ) (il gl el o

« Assist line-managed staff in setting annual oY) o Aadaiie daal ) A0 a5 el ) 5 Aedaiall iyl
objectives aligned with organisational and Alall il jlae IR (e ) pila sall il skl aes
programme priorities, providing regular L8 Al ol sl 3 e (35 Jasly ¢y skaill 5
performance feedback. S i ) . )

)l sall (338 e s pey Gl gall o slaal AELELY) Aalladl e

« Support the professional development of line- A a4
managed staff through learning and )
development initiatives, working closely with the
country HR team.

* Proactively address employee concerns with
timely support from the country HR team.

Reporting and Archiving aad g e
« Weekly procurement tracker. (g smY) Gl kel dajie Jgan e
» Weekly stock report to the Logistics (g gl (3ie ) @b Osoaall e oo sl a8 e

Coordinator. el aall s Al e goeh B e

* Monthly stock report and inventory stock report. ., 4, % el Jadl) 3 el i

* Quarterly physical check of assets and I3l (g il aill 3 jad)
equipment report. o . .
. daadl a4 S ) oo Slina Sl Bliad )8l EOLY) .
+ Annual physical check of assets. O Gl s
» Report any process problems, breakages, ey Alule 3l 5 poaad daad )5 A ol A8V o o
damages or losses to the Logistics Coordinator ™l s oyl il 2 3ai g cel L clila) i Sl
immediately. (s ot 3 55 60y 3l
» Ensure the physical and digital archiving of all
supply chain and logistics documents (purchase
dossiers, SRFs, stock records, Asset
Handovers).
Safeguarding Llaad)
« Work in compliance with, and uphold, MAG's Jadin g ez ol 3N s MAG (A Alasdl ) ae (38155 Loy Jandl o
Safeguarding framework - Policy on Personal Ol s JELY) Alas Al ¢ uadl) o glal) b

Conduct, Protection of Children and Vulnerable = o §3u¥) dubin s cdanll 8 Al S Al 5 ¢ pladll (i ol
Adults Policy, Dignity at Work Policy, Reporting | .Ahasll £ pall 3888 dlpu 5 e jall 58805 dulpns 5 cculallaal)

Malpractice (Whistleblowing) Policy, Equal Ja13 g Alam B 3 Ja Gilidhy eitie e sbd i o
Opportunities Policy and Policy on Modern i L 3l ¢
Slavery.

» Encourage an open and transparent way of
working that facilitates a strong safeguarding
culture within and between teams.

General Responsibilities Aalal) il g penall
* Operate within MAG's core values. MAG Aakaial L) 2l Gaa Jasll o
» Represent MAG with integrity and Adigasdal u MAG Jdiad e
professionalism. By Gl 5 by ALl il clelia¥l jpma
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+ Attend relevant meetings as directed by
Management.

* Apply knowledge gained from training and
development programmes.

* Undertake any other duties as may be required
and assigned by the Line Manager.

This is a non-contractual document that can be
varied from time to time as circumstances dictate.
This job description is intended to summarise the
main duties and responsibilities of the post; it is not
intended to be a full and exhaustive list of tasks. All
MAG staff are expected to demonstrate flexibility
and willingness to perform appropriate tasks when
the need arises.

Some Job Descriptions may be supplemented by
specific Terms of Reference.

Person Specification |

Essential Experience

» Strong command of spoken and written English
and Arabic, with proficiency in other local
languages preferred.

* Minimum of 2 years of experience in logistics /
procurement within the non-profit or
humanitarian sector.

» Demonstrable experience of stock and
warehouse management, including inventory
control and stock reconciliation.

» Sound knowledge of the local market in Hama /
Homs and the wider area of operation.

» Excellent internet and computer skills,
specifically in MS Word and Excel.

« Ability to work effectively under pressure.

+ Capacity to lead and manage a diverse team.
» High level of organisational skills.

+ Strong self-motivation.

Qualifications

» Bachelor's degree in business administration,
economics, management, CHL, CIPS, or
equivalent experience.

Desirable

» Experience of establishing a new base or office,
including utilities, facilities and guest house set-

up.
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+ Knowledge of institutional donor procurement Cleall dalall JieY) cildlaia g <y yidiall ac) 5848 2 @
rules and compliance requirements. Ao gall Al

 Experience of working in humanitarian mine ol ALV daleiall ALYl Jlae V) ol s ana Jarl) 8558
action or explosive ordnance disposal Boadial Al e aladl)
programmes.

(Janll Aalaia paam 8aLaN 8358 g Al salddiad ) e
» Valid driving licence and experience of driving
in the area of operation.

Signed employee: Date: 1l gall a5 o
Signed manager: Date: 1ol gl g H

MAG Syria | Job Description — Logistics Officer, Hama / Homs | Bilingual EN / AR Page 7 of 7



