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Terms of Reference (TOR) Inventory and Logistics Officer

Position Title:  Inventory and Logistics Officer
Duty Station:   Mogadishu, Somalia
Reports To:      Director of Administration and Finance
Contract Duration: 6 Months (with possibility of extension subject to performance and availability of funds)
1. Background
The National Identification and Registration Authority (NIRA) is mandated to oversee and manage the national identification processes in Somalia. In line with its operational needs, NIRA seeks to recruit an experienced and qualified Inventory and Logistics Officer to strengthen its supply chain management and ensure efficient support for its administrative and field operations.
2. Purpose of the Position
The Inventory and Logistics Officer will be responsible for overseeing all aspects of inventory control, warehousing, asset management, and logistics coordination to ensure the timely and efficient delivery of supplies and services. The role is critical in supporting NIRA’s operations through effective resource tracking, compliance, and logistical planning.
3. Duties and Responsibilities
Inventory Management
Maintain an accurate, real-time inventory management system.
Ensure timely receipt, inspection, recording, and safe storage of goods and supplies.
Conduct routine physical stock verifications and resolve discrepancies.
Implement best practices in inventory control and warehousing.
Logistics and Transport Coordination
Manage the dispatch and delivery of supplies to field offices and project sites.
Track vehicle utilization, fuel usage, and maintenance schedules.
Engage with service providers (e.g., couriers, transport companies) to ensure value-for-money logistics solutions.
Support logistics preparedness for emergencies or rapid response operations.
Asset Management
Maintain and update the fixed asset register, ensuring all items are tagged and tracked.
Monitor asset usage, transfers, and conditions across NIRA offices.
Participate in periodic asset verification and disposal exercises in accordance with NIRA policies.
Compliance and Reporting
Ensure that all logistics and inventory documentation is accurate, complete, and auditable.
Prepare monthly and quarterly reports on inventory status, logistics activities, and asset performance.
Ensure adherence to internal policies and donor compliance requirements in all procurement and logistics operations.
Interdepartmental Coordination
Liaise with procurement, finance, and program teams to align logistics plans with operational needs.
Participate in supply chain planning and coordination meetings.
Provide logistics support during special projects or high-priority initiatives.
4. Qualifications and Experience
Bachelor’s degree in Logistics, Procurement & Supply Chain Management, Business Administration, or a related field.
Minimum of Five (5) years of professional experience in logistics, inventory, procurement and supply chain Management, preferably within governmental or international development sectors.
Proficiency in using inventory and asset management software (e.g., Excel, ERP systems).
Strong knowledge of logistics best practices and donor compliance requirements.
Fluency in both English and Somali (written and verbal).
5. Core Competencies
High attention to detail and analytical ability.
Strong organizational and multitasking capabilities.
Excellent interpersonal and communication skills.
Ability to work independently and collaboratively in a dynamic environment.
Demonstrated integrity, reliability, and professionalism.

6. Key Deliverables
Accurate and up-to-date inventory and asset registers.
Timely monthly logistics and stock reports.
Validated stock count reports and audit documents.
Documented evidence of goods receipt and dispatch.
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