	
	


JOB DESCRIPTION

Position: 


STOREKEEPER
Department:

Logistic Department

Place of work: 




Working schedule:

Standard hours

Grade on salary scale:



Supervised by: 


 Logistics Officer
Responsible of:


 Loaders

OBJECTIVES


Objective 1: Responsible for all aspects of warehouse management.


Objective 2: Responsible for preparation of cargo and dispatch.

Objective 3: Responsible for stock reporting.


Objective 4: Miscellaneous duties

TASK & RESPONSABILITIES

Objective 1:
WAREHOUSE MANAGEMENT
The Storekeeper must:

· Respect stock management procedures (records, filling, identification).

· Ensure proper identification of all arrival/departure material (quantity, quality, and delivery).

· Ensure correct preparation of deliveries

· Respect physical stock management requirements (organisation, cleaning, ventilation) 

· Follow-up with special attention expiry date of drugs & food, and warns the concerned department two months before expiry date.

· Conduct monthly inventory of stock and ensure that stack cards are created, up-to-date, and accurate.

· Compile monthly inventory/stock report for the Logistics Officer.

· Assist in equipment and stock inventory when needed

Objective 2: CARGO AND DISPATCH MANAGEMENT 

The Storekeeper will work in collaboration with, and under the guidance of, the Logistics Officer to:

· Prepare all cargo and shipping documents (Delivery Note, waybill etc) to be transported to the programmes

· Ensure safe preparation and loading of cargo onto transportation vehicles 

Objective 3: REPORTING 
The Storekeeper will provide the Logistics Officer with the monthly stock report.

Objective 4: MISCELLANEOUS DUTIES
To support the general logistics, the Storekeeper will give hand to any various duties including, but not limited to:

· Warehouse maintenance support

· Responsible for the management of daily and temporary workers (if applicable)

SPECIFICITIES OF THE POSITION

The non-respect of the terms of this job description will be sanctioned by disciplinary measures as foreseen in the Staff Regulations.

I, _____________________________________, certify having read and understood this job description. I pledge to respect the above stated task and responsibilities and the conditions of employment stated in the Staff Regulations.


Date and place

Signature of the employee: _________________________
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