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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 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 will use our core skills and
distinctive competence to save lives through
the removal of mines and ERW, and 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’s all about people’.

MAG’s Values: Our values come to life
through our actions, every day. How we act
has an impact on others. As someone who
works at MAG, you can help to create a
positive culture by demonstrating our values
through your own behaviour and actions.
Everyone has a role to play in shaping our
culture. Everyone should understand our
values and is encouraged to think how they are
relevant to their individual role.

e DETERMINED - we work with purpose.
e EXPERT through excellence and expertise we

build trust.

8 podad! g.aﬁl}a." RY gb ‘d\.ﬁ (MAG): delaiol! :Luajj
Cvo. Lagilyiy glaally ghued! Chiall Bpoiumolls
(pedsh> pliol lgd @ Olaetzme § el o
Pl o B3l (e Ay Olasl dyy>g AelySH
A0y (ERW) wpdl olalse (o Olyaially
Basdlg daasdl dodudlg 8 pauall dsdluy!

BUlandl Canislg 19 ¥l 3| (MAG): delaiell dage
Ol oo dsddl IS (0 dolbinad! duastd! (pSald g
oSk G5 clge dadllany §lpally pebuall Liiall
o0 Ay Ol &g dalySS il o el
Biraiall U3slaSy duwludl Uihlge pdsiuia Bl
oo whabially s AG) I e Zlo)Y S
Bpisall Ikl WG o dsdly oyl wilalse
L Olasixally (bl e 8as-dly daxasdl Ay
02 - @ pgs bee dueal Ja Y Sl Luld 488
o> glal ey Olaaiznadl g I plaall § Jons

"ol g

S ldladl IS o Liagd JxS (MAG): dolaiadl 0

ctboladl asT lidsay 0,3 e 56 g Wadl, a0

0o dulom) S 35§ Sucluall liSay ¢ MAGE

3% ). llladly ol UM o Liod Hlgl] I

08 el o com bl JSaS (§ deady )90

bli)l &4as § aSadl o ogrzid oy Led
(S8l e2)94

Aasl a0 Yy el J M- oper Al e

HR/TEM/011 V1 11/08/2014




e [INTEGRITY - we strive to do the right thing.

e COMPASSION people come first in
everything we do.

e INCLUSIVE we are inclusive, and we value

diversity.
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Job Purpose:

Under the supervision of the Logistics Officer, the
Logistics Assistant/ Storekeeper provides logistical
support to the Der Al-Zour Base, through the effective
implementation of procurement and assets
management activities. The position holder will ensure
that MAG Syria stores are kept well stocked in line with
agreed quantities, are well organized, and all stock
transactions recorded in a way to minimize loss.
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Job Description

This is a non-contractual document that can be varied
from time to time as circumstances dictate. This job
description is intended to summarize the main duties
and responsibilities of the post; this 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.

Procurement
* Support the Logistics Office in defining
specifications of purchased items by liaising with
requesters and suppliers.
* Assist the Logistics Officer in preparing and filing
all  documentation to comply with MAG
procurement policy.
* Liaise with suppliers and service providers to
ensure timely and accurate completion of orders.
* Assist in preparing requests for payment for all
procurement files and utilities expenses with
completed supporting documents, ensuring all
payments are processed on time.
* Update the procurement trackers daily in
coordination with the Logistics Officer.
* Assist in executing purchases in the given area or
market.
* Support in maintaining the price list and supplier
list to collect market information as per instructions
from the line manager.
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* Participate in drafting the technical specifications
of required items, services, or works.

* Facilitate the process of credit phone in
coordination with the HR and Admin department.

Asset Management
* Participate in updating the asset register and
maintaining documentation related to assets.
* Ensure all purchases of assets are recorded and
tagged before delivery to users.
* Participate in preparing documents for the
disposal of assets when necessary.
* Collaborate with the Logistics Officer to
undertake asset and vehicle registration when
required.
* Ensure that all assets are labeled and stored
appropriately in coordination with the Logistics
Officer.

Store management
* Prepare, issue, and arrange delivery of items from
the warehouse/stores promptly upon receipt of
authorized requests.
* Accurately account for all items received and
issued in the provided system.
* Ensure all necessary paperwork for the store and
warehouse is filed in an organized and easily
retrievable manner per MAG SOPs and Logistics
Officer's instructions.
* Regularly perform checks comparing store stocks
with the list and report any discrepancies
immediately.
* Monitor the quality of products during storage
and pay attention to expiration dates.
» Verify product quality upon delivery and inform
the Logistics Officer of received items for stock list
updates.
*  Support the development of the
warehouse/logistic storage system for incoming and
outgoing items under the Logistics Officer's
guidance.
* Arrange goods on shelves or palettes orderly and
maintain minimum agreed stock levels.
* Mark articles with identifying codes, figures, or
letters as required.

Fleet Management
* Collect monthly log sheets and report any fleet
issues to the Logistics Officer.
* Ensure correct entry of information (Log sheets,
job cards) in the Vehicle and Asset Costing tracker.
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* Track regular maintenance for MAG’s fleet and
submit maintenance and repair requests promptly.

Fuel Store follow up
e Control fuel store security and monitor fuel
usage.
e Issue fuel as necessary to MAG vehicles,
generators, and machines upon authorized requests.
* Receive fuel into the fuel stores, check quality
and quantity, maintain accurate fuel stock card, and
report any discrepancies immediately.
* Notify the Logistics Officer when fuel levels fall
below the minimum agreed balance.

Shipments
* Scan and upload Waybills and Handovers to the
file system.
* Arrange local hires
shipments in the warehouse.
* Forecast staff and equipment
loading/unloading.

for loading/unloading

required for

Reporting
*  Provide weekly stock and fuel reports
to the line manager.
e Draft activity and inventory reports
and forward them to the line supervisor.
* Report any process problems to the
line manager.
*  Provide daily progress reports to the
manager and report any breakages,
damages, or losses immediately.
Maintain tools and report problems to the line
manager

General Responsibilities:

e Work within the framework of MAG’s core
values.

e Represent MAG with integrity and
professionalism.

e Participate in meetings where relevant as
directed by Management.

e Apply learning from appropriate training and
development programmes.

e Perform other duties as requested and

assigned by the Line Manager.

Safeguarding
e Work in compliance with/ uphold the

organization's Safeguarding framework -
Policy on Personal Conduct, Protection of
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Children and Vulnerable Adults Policy,
Dignity at Work Policy, Reporting
Malpractice (Whistleblowing) Policy, Equal
Opportunities Policy and Policy on Modern
Slavery

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

e Ensure that all staff understand the
provisions clearly and challenge any
unacceptable behaviour

e Ensure that any concerns, reports or
complaints are taken seriously and
investigated promptly and thoroughly
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Person Specification

Essential Experience

= Excellent command of spoken and written
English and Arabic.

=  Minimum diploma degree in administration,
management, or equivalent experience.

= Previous experience in NGOs sectors for a
minimum of 1 year in logistics/procurement.

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

= Highly organized.

= Ability to work effectively in a team.

= High level of self-motivation.

Essential Aptitude, skills and Knowledge

= Strong organizational skills.
= Excellent attention to detail.

= Ability to prioritize work, meet deadlines and
work calmly under pressure.

= Excellent interpersonal skills with the ability to
build effective relationships and work with
colleagues in a cooperative way.
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Qualifications
e management, or equivalent experience.

HuD)'E YN
LﬂsTﬁ JleeYI 8y13] of )l 3 aol xS pgbadalegs e
Al sl e Lgdola Lo ol clio (83 Jlme

Desirable

A9 yall B 5ol




Signed employee:

Date:

Signed manager:

Date:
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