y & & 4

7

[ ] L]
Peace for Sustainable Societies

Job Description

Job Title: Logistics Officer

Department: Supply and Procurement Chain.
Reports to: Project Manager/Foundation Director.
Location: Aden

Start Day: ASAP.

Posted: November 02, 2023

Deadline: November 12, 2023

Introduction:

PASS Foundation - Peace for Sustainable Societies is a voluntary non-profit
Foundation, founded on January 15, 2020. Licensed by the Ministry of Social Affairs
and Labor No. (305).

PASS Foundation - Peace for Sustainable Societies founded by a group of young and
community activists of both sexes in Aden governorate. The Foundation works to
improve the performance and quality of services provided to beneficiaries for further
achievement of comprehensive sustainable development in Aden and Yemen in
general.

Job purpose:

In accordance with the Foundation 's Financial Regulations and Policies,
Procurement Manual and Funding Agreements, The Logistic Officer will be
responsible for ensuring the timely cost-effective and secure delivery of products,
works and services to the Foundation and the projects, in addition to assisting in the
implementation of well-coordinated procurement and logistics activities. The logistic
Officer will be reviewing the specifications received from the project and preparing
solicitations for the supply of products and services to achieve the project's
objectives. Moreover, supporting activities that include logistics, contracting,
transportation, shipping and purchase orders, and this position will be responsible
for ensuring that logistical and procurement procedures are efficiently implemented.
All procurement must adhere to operating policies and procedures and include
accurate and up-to-date information about vendors and clearance agents.
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Key Responsibilities:

- Provide effective logistics support to all projects, operations, advisory
services, field teams and others.

- Assist in the development of procurement plans in cooperation with the
related department.

- Ensure compliance with the Foundation's and donors' policies, procedures
and guidelines on procurement and records, maintain communication with
suppliers and local repair/maintenance shops, and make price comparisons
between them, in order to obtain the best services.

- Developing solutions to diverse and complex logistics problems within
regulatory policy

- Maintain an effective system tracking system.

- Any tasks requested by the Direct Officer.

- Ensure the completeness and accuracy of purchase requests, ensure that
they comply with the Foundation's procurement policies and procedures, and
contact departments or individuals requesting any missing purchase requests
information or clarification.

- Coordination and communication with all departments at Foundation and in
the field to ensure timely delivery of products and services for activities.

- Advice on the renewal, cancellation or extension the contracts of the
suppliers/contractors, etc.

- Ensure that all procurement activities are fully and transparently
documented through payment requests and purchase orders.

- Ensure that all purchases are managed, tracked and recorded.

- Ensure the integrity of the file management system for all procurement
processes.

- Follow-up with the Finance Department and vendors, as needed.

- Coordinating the Foundation's activities and projects.

- Coordinate with suppliers/vendors to ensure timely delivery of products and
services.

- Ensure compliance with the Foundation's and/or donors' policies and
procedures.

- Due to the nature of the programs and project activities, the above tasks are
only indicative and subject to change. Other additional functions can be
delegated to achieve program objectives.

- Prepare and monitor the movement of public relations and ensure that all
required documents are competed in accordance with the procedures
adopted by the foundation.
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- Organizing the logistical operations, including communications and
transportation, as well as related administrative procedures, for the
Foundation's operations in accordance with policies and procedures.

- Ensure that all payments are made to vendors on time and without delay.

Qualifications and Experiences:

- Bachelor's degree in business administration or relevant fields

- An experience in logistics and procurement field

- Very good knowledge in Microsoft Office applications (Excel) is required.

- Personal skills to establish and maintain effective working relationships.

- Proficiency in English, written and spoken.

- Problem solving skills.

- Ability to operate independently and initiative.

- detail oriented and high precision.

- Knowledge of automated procurement management systems is an additional
advantage.

- Ability to conduct extensive research on products and suppliers with
specialized knowledge of materials for use in specific projects.

How to Apply:

Please send your CV and National ID or Passport to hr@pass-ye.org before

November 12, 2023, make sure you mention the job title (Logistic Officer) in
the “Subject” field of your email.
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