JOB DESCRIPTION

POSITION   :  DISTRIBUTION COORDINATOR

1.
Job Description :

Frequently, in providing assistance to victims of a disaster, the actual distribution of support material such as food and shelter materials is a responsibility undertaken by CARE.  This is usually done in complement to commodity and materials logistics and storage and as part of camp or settlement management.  The actual movement of food or materials to a distribution point, coordination with transport to accomplish this, security arrangements and the training of distribution monitors and portion measurement staff as well as establishment and utilization of a ration or control system, is the responsibility of the Distribution Coordinator.  Accurate record keeping becomes very important as this activity becomes routine.

2.
Responsibilities :

The distribution Coordinator oversees end-point distribution of food and other relief commodities which arrive at the site of a disaster.  Setting up of inventory control and recipient control mechanisms and training national staff to effect equitable and organized distribution requires advance planning and set up.  This position will report to the Team Leader but will be in working contact with the Storage, Transport/Logistics Coordinator and the Commodities Manager, who are responsible for multi-lateral and bilateral commodities scheduling and with camp or settlement managers including UN agencies and host government agencies, where possible.

3.
Program Management :

a)  
Plan and effect distribution site preparation and infrastructure which facilitates ease of crowd staging and movement at all stages of distribution.;

b)  
Coordinate all commodity and non-food materials placement at distribution site; ensure that quantity calculations of food and non-food items meet anticipated needs.

c)  
Establish security arrangements for control of food and materials to be distributed and anticipate need for crowd control and crowd communications.

d)  
Confirm method of registration or rationing and set up control stations to ensure equitable distribution.

e)  
Establish record keeping systems for control of recipients and inventory control of incoming and outgoing food and non-food items. 

f)  
Preparation of job descriptions for the distribution team and the training of all staff in advance of distribution.

4.
Program Development :

a)  
Seek ways to utilize systems which can be adapted to meet changing numbers of beneficiaries and are compatible with donor reporting needs.

b)  
Seek coordination with other agencies to ensure equity in labor and staff compensation and equity of rations and materials distributed.

c)  
Coordinate with donor sources to reduce frequency of distributions by having adequate stocks on hand.

5.
Administrative Management :

a)  
Supervise preparation of team lists, divisions of responsibility and payroll cash requests.

b)  
Ensure that support functions such as staff identification, measuring containers, and staff transportation are foreseen and planned.

c)  
Requisition of vehicle support as needed.

d)  
Control and training in use of hand-held radios as needed and available.

6.
Staff  Management :

a)  
Ensure that staff compensation arrangements are understood by all parties and ensure timely payment as agreed.

b)  
Preparation of job descriptions and performance evaluations of key distribution team staff such as monitors, etc.

c)  
Undertake staff training as necessary; particularly in distribution techniques, asset control and report preparation.

7.
Representation :

a)  
This position must establish and maintain working relationships with commodity and non-food item supply agencies, other agencies undertaking similar work and the storage and transport officers at the site.

b) 
Visiting media and important persons will often attend distributions and accommodating these visits will be the responsibility of this office during those periods.

8.
Qualifications :

(  
Prior experience or participation in executing large scale distributions including registration and ration control.

(  
Experience  in commodity movement and security of inventory. Daily and monthly call forwards from storage facilities necessitate previous commodity logistics and management experience.

(  
Experience in the development of job descriptions, team work plans, training and team management in distribution.

(  
This position has commodity control, inventory management and inventory reconciliation responsibility.

(  
This position will be responsible for coordination of daily information in order to prepare weekly and monthly reports.

(  
Ability to give clear instructions and to closely monitor situations to ensure smooth functioning of control systems.

(  
Fluency in the English language - knowledge of an additional foreign language is considered a plus.

(  
Computer skills in word processing, especially in MS Word and MS Excel is preferred.
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