
Job description


Logistics Assistant

1.BACKGROUND

Due to restrictions of movement of UNICEF Iraq staff, UNICEF has engaged the services of an institutional partner (the Contractor) for the recruitment and deployment of a Warehouse Assistant to warehouse managed by UNICEF. Warehouse Assistant is hired through the Contractor and are not UNICEF staff members or Consultants. As such, UNICEF Iraq is not directly or indirectly responsible to Warehouse Assistant while undertaking their assignments.

2.PURPOSE AND SCOPE OF WORK

Warehouse Assistant is expected to carry out a range of duties, as outlined below. Warehouse Assistant is identified among Iraqi citizens.

3. MAIN RESPONSIBILITIES
(1)-Assist in monitoring implementation of WH daily activities of cargo movement in and out of the Warehouse, inventory, order inside the Warehouse, sorting items according to Warehousing aspects, monitoring the expiration dates of items inside Warehouse, keeping the Warehouse clean and preparing the related reports
(2)-Assist in labor managing, issuing WH receipts, coordinating with the transporters and maintaining the WH facilities (forklifts, generators and containers)
(3)-Maintain the filing system for WH documents ensuring that documents and correspondences are adequately archived.
(4)-Receive/send pouch (to UNICEF Offices) and mail (supervising staff) ensuring that pouches are registered before they are sent/distributed. Act as focal point and responsible for sending and receiving the pouch.
(5)-Maintain the organizational profile of the item's distribution in warehouse
(6)-Monitor the maintenance seclude for the machinery in Warehouse (forklift-Generator).
(7)-Undertake any other tasks related to monitoring and following up with governmental authorities that are related to Tax/Custom exemptions, Movement clearances and as requested by supervisor UNICEF Logistics Staff Members.



4. REQUIRED QUALIFICATIONS AND COMPETENCIES

(1)-EDUCATION
0. Minimum secondary school degree.

(2)-WORK EXPERIENCE
0. At least three to five years of progressively responsible relevant work experience in warehousing.
0. Ability to operate forklift is an asset.
0. Experience working in a humanitarian context is an asset.
0. Experience working with UN or NGO programmes/projects is an asset.

(3)-LANGUAGES
0. Fluency both verbal and written in English, Arabic and Kurdish is an asset. Local language of the area where the Warehouse Assistant is to be deployed is essential.

(4)-REQUIRED COMPETENCIES
0. Basic computer skill and good communication skill with labourer and drivers
0. Should work in a flexible schedule and reliable
0. Must work well with others
0. Multi-tasking skills











Forklift Driver

Responsibilities
0. Unload materials and merchandise from incoming vehicles and stack them to assigned places
0. Locate and move stock of products to pallets or crates for storage or shipment
0. Identify damages and report shortages or quality deficiencies
0. Transport raw materials to production workstations
0. Inspect machinery to determine the need for repairs and guarantee safety by performing regular maintenance
0. Keep updated records of inventory and activity logs
0. Comply with company policies and legal guidelines
0. Help maintain a safe and orderly environment of the facilities

Requirements
0. Proven experience as forklift operator
0. Attention to detail and familiarity with industrial equipment
0. Excellent physical condition and coordination
0. High school diploma













Labor supervisor
Responsibilities
0. Measure and report the effectiveness of warehousing activities and employees performance
0. Organize and maintain inventory and storage area
0. Ensure shipments’ and inventory transactions’ accuracy
0. Determine staffing levels and assign workload
0. Maintain items record, document necessary information and utilize reports to project warehouse status

Requirements
0. Proven work experience as a Warehouse Supervisor
0. Highly effective supervisory skills and techniques
0. Ability to input, retrieve and analyse data
0. Hands-on commitment to getting the job done
0. Excellent communication and interpersonal skills
0. Proven ability to direct and coordinate operations
0. Strong organisational and time management skills
















Warehouse Labour
 Responsibilities
0. Prepare and complete orders for delivery or pickup according to schedule (load, pack, wrap, label, ship)
0. Receive and process warehouse stock products (pick, unload, label, store)
0. Perform inventory controls and keep quality standards high for audits
0. Keep a clean and safe working environment and optimise space utilisation
0. Complete diary logs into inventory
0. Report any discrepancies
0. Communicate and cooperate with supervisors and co-workers
0. Follow quality service standards and comply with procedures, rules and regulations

Requirements
0. Proven working experience as a Warehouse Worker
0. Familiarity with modern warehousing practices and methods
0. Good organisational and time management skills
0. Ability to lift heavy objects
0. High school diploma
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