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Procurement and Logistics Officer, Syria Family Planning (SFPA)

Position Title: Procurement and Logistics Officer
Location: Damascus, Syria
Reporting to: Operations Manager

Duration: One year
Contract Type: Full-time

Position Description

The Procurement and Logistics Officer is a key member of the SFPA team in Syria and reports
directly to the Operations Manager. The Officer provides comprehensive logistical support for
project implementation and oversees all procurement activities.

Under the direct supervision of the Operations Manager, she/he is responsible for effective
planning and follow-up of procurement processes for SFPA projects, as well as contract
management, distribution, and inventory control of programme supplies.

The role also includes processing payments, coordinating with programme stakeholders, issuing
programme requisitions, and tracking and reporting grant expenditures to support the
achievement of the work plan’s objectives, in alighment with programme goals, strategy, and
emergency preparedness and response plans.

Duties and Responsibilities:
1. Procurement
Procurement Strategy and Planning

* Develop and execute procurement plans, objectives, and activities in cooperation and
consultation with the relevant team and as per organizational needs, and planned results are
timely delivered.

e Conduct market research to identify reliable suppliers and competitive pricing.

* Accurate information, data analysis (including financial analysis), and documentation are
timely and made available to support situation analysis, sectoral input, and reporting.

Supplier and Vendor Management

e Source and evaluate suppliers based on criteria such as quality, cost, and reliability.
* Negotiate contracts, terms, and conditions to secure favorable agreements.

e Establish and maintain long-term relationships with key suppliers.

* Monitor supplier performance and resolve any issues promptly.



Procurement Operations

e Oversee the procurement cycle, including tenders, evaluations, and contract awards.
e Ensure the timely acquisition of goods and services to support operations.

e Maintain optimal inventory levels, balancing supply and demand effectively.

e Issuing SFPA programmes requisitions (SOs, PRs, & ROs) and monitoring the goods and
services delivery process.

Compliance and Risk Management

e Ensure all procurement activities adhere to legal, organizational, and donor standards.
e Maintain accurate records and documentation for auditing purposes.

e |[dentify and mitigate risks associated with procurement practices.

Other assigned duties and responsibilities are effectively accomplished.

2. Logistics

» Responsible for ensuring that SFPA travel policies and procedures are well understood and
followed.

e Ensure maximum availability and implementation of controls and monitoring mechanisms for
all logistics assets such as vehicles, generators, computers, and all other technical items to
maximize efficiency and ensure regular maintenance;

e Managing all staff transport, ensuring coordination with colleagues, partners, and transport
contractors as necessary;

* Prepare logistics reports and provide regular update to finance and program staff.

* Maintain and update an inventory of all assets across the Syria branch offices and the centers
in Syria.

* Monitoring the shipments and the commodities in stock and providing the needed support to
receive/ deliver these commodities on time and of the required quality.

e Maintain Emergency preparedness, and in emergencies, emergency responses with Effective
coordination are provided in line with the Core Commitments in Humanitarian Action.

e Support the Facilitation, tracking, and following-up all correspondence (such as Donation
letters) and a smooth communication workflow and implementation.



e Support in developing training materials and support in monitoring the Operations process,
including the supply, logistics, admin, and finance.

e Other assigned duties and responsibilities are effectively accomplished.

Qualifications and Requirements:

* A bachelor’s degree in supply chain management, Business Administration, or a related field.
* A minimum of 3 years of experience in procurement, logistics, or supply chain management.
And/or other related fields.

e Strong analytical and problem-solving skills.

e Excellent negotiation and communication abilities.4

e Comprehensive knowledge of procurement regulations and best practices.

* Fluency in English is preferred.

Experience with government procurement regulations, as well as familiarity with other public or
private donors, is an asset.

To apply: Please apply by submitting the following documents:

1. Cover letter outlining relevant experience and skills based on the requirements outlined
above

2. Curriculum Vitae
3. List of three references (including one from current, or most recent, employer)

Please note that only shortlisted candidates will be contacted. Female candidates are strongly
encouraged to apply.



