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	Job Title:
	
Operations Coordinator  

	Department:
	
Operations 

	Location:
	Mogadishu - Somalia


	Reports to: 
	Country Director


	Line Management responsibility: 
	Logistic staff/HR/Admin Staff and Security

	Budgetary Responsibility: 

	N/A

	Child Safeguarding level: 
	We are committed to the safeguarding and protection of children and vulnerable people in our work. We will do everything possible to ensure that only those who are suitable to work with children and vulnerable people are recruited to work for us. 
Therefore, this post is subject to a range of vetting checks including a criminal records disclosure, DBS, or in the event that the employee is not a UK resident, a check to its equivalent in the current residing country will be required.

	Job Purpose: 
The purpose of the Operation’s Coordinator is to be involved in a wide variety of activities involving coordination, logistics (transport, warehousing, and procurement), security, and staff supervision. This provides valuable support to the program staff, enabling them to focus on their core activities.


	Key Accountabilities:

01: Logistics
· [bookmark: _Hlk61345743]Support logistical activities such as procurement (including procurement planning), supply chain, stock management, warehousing, transport booking and tracking, utilities in field locations, communication equipment, vehicle hire, and asset tracking.
· Liaise with Project Managers to provide effective logistical support to projects and field teams.
· Be the point of contact between all field teams and Mogadishu-based logistics positions. 
· Ensure all activities are carried out in line with Muslim Aid guidelines and procedures and according to donor requirements.
· Work with relevant team members and field management to ensure the security of the Muslim Aid field base(s) and of all Muslim Aid property and equipment.
Staff Management
· Manage and work with staff with an emphasis on developing individual and team capacity to handle a variety of logistical tasks as efficiently and effectively as possible.
· In the field, work with casual labour (including hiring, coordinating, and payments) to achieve specific, time-bound tasks.

Administration
· In close collaboration with the Muslim Aid Logistics Team, meet the related administrative requirements of Muslim Aid donors, local legislation, suppliers, contractors, and any other stakeholders, so that the logistical aspects of the program function efficiently, effectively, and with integrity.
· Ensure a clear and transparent paper trail is in place for all logistical transactions (purchase requests, waybills, stock control, etc.), that records are kept in an orderly and timely fashion and that the filing and archive system is in line with Muslim Aid and donor requirements.
· Contribute, as required, to the accurate and timely reporting of activities, e.g., through weekly and monthly reports.
Communication
· Develop and maintain a transparent, honest, and supportive communication structure with colleagues to ensure they are kept informed of activities and requirements.
· Provide training, advice, mentoring, and coaching as required to all relevant staff on logistical procedures, internal controls, and the logistical requirements of donors.
· Develop and maintain positive relationships with suppliers, local authorities, the Logistics Cluster, other NGOs, and any other stakeholders, representing Muslim Aid and ensuring good co-operation and partnerships.

Quality Management
· Use and promote the use of documents in the Muslim Aid policies and other operating procedures, ensuring that all standardized formats are used, and guidelines are followed.
· Be aware of the potential for loss or fraud in logistical activities and procedures. Proactively work to prevent such occurrences by working with the team to improve transparency and to ensure the best use of Muslim Aid assets and resources.

06: Human Resource Management
· Lead and manage program team to achieve its mandated targets in accordance with annual operational plans  
· Ensure an empowering work environment and team building in compliance to Muslim Aid International and Country ‘s values, principles and attitude 
· Ensure an enabling environment for staff performance, recognition, and reward of the program team to encourage staff productivity, innovation, and performance (e.g., facilities, equipment, duty facilitation, team building etc.) 
· Participate in the review of staff job descriptions and setting of performance standards 
· Involves in recruitment of staff under supervision of HR.  
· Assigns performance objectives to supervised staff, conducts comprehensive performance appraisal of supervised staff and provides / obtains feedback when necessary 
· Ensure that performance records of staff under supervision are submitted to HR on time 
· Provides induction, training, coaching, mentoring and advice to supervised staff to ensure that they understand and carry out their responsibilities effectively
07: Policy Management and Compliance
· Lead the development and implementation of country-specific guidelines for the management of partnerships in line with the CSP and other relevant organizational policies 
· Participate in the review and update of Muslim Aid policies and procedures at country level and advise the SMT on the potential implications of the new system, policies, and procedures 
· Implement all necessary policies and procedures to ensure that correct procedures are followed by staff under supervision 
· Adhere/ Comply with approved organizational policies and procedures

Other
· To ensure all records are maintained and stored appropriately in line with MA document management and IT policies.
· To comply with all policies, procedures, legal and regulatory requirements.
· Any other duties commensurate with the accountabilities of the post.
· Plus, any other, e.g., Travel requirements






	Person Specification 


	
	Essential / Desirable
	Assessment Stage

	Qualifications: 


	Educated to bachelor’s degree level. 
	Essential
	Application

	[bookmark: _Hlk61345903]Postgraduate degree in international development, Supplies chain management, humanitarianism, programme management, or equivalent. 
	Desirable
	Application

	Experience & Knowledge: 


	[bookmark: _Hlk61346006]Significant prior NGO experience in logistics management, within a complex/large scale country program and in emergency response/humanitarian environments 

	Essential
	Application and Interview

	[bookmark: _Hlk61346065]Substantial experience in all technical areas of logistics operations including procurement, transport/distribution, warehousing and stock management, fleet management, asset management, communications, and security 
	Essential
	Application and Interview

	Experience of developing / implementing a complex international supply chain to support different types of program and coordinating resources to meet the program objectives 
	Essential
	Application and Interview

	Proven track-record in managing and supervising others in logistics, including training and capacity building 
	Essential
	Application and Interview

	Ability to synthesize and analyse complex information, and make clear, informed decisions 
	Essential
	Application and Interview

	Experience of advising and supporting others at all levels with logistics aspects of a program, including strategic thinking and planning 
	Desirable
	Application and Interview

	Strong communication (written and spoken), and interpersonal skills in English and with experience in managing multicultural teams 
	Desirable
	Application and Interview

	Technical experience/knowledge in specific types of humanitarian intervention e.g., Health, Nutrition, WASH, Food Security 
	Desirable
	Application and Interview

	Skills & Abilities:


	Good interpersonal and communication skills and ability to liaise effectively with people at various levels. 

	Essential
	Application and Interview

	Good teamwork skills with the ability to work with different and sometime conflicting agendas.

	Essential
	Application and Interview

	Good organisation, coordination, and project management skills. 

	Essential
	Application and Interview

	Strong and well-developed analytical skills coupled with experience of writing quality proposals and reports Strong analytical abilities.

	Essential
	Application and Interview

	IT literate with knowledge of Microsoft Office applications and the ability to learn and use any software adopted by Muslim Aid. 

	Essential
	Application and Interview

	Ability to adapt to changing deadlines and priorities.

	Essential
	Application and Interview


	Ability to work in and with a diverse team.

	Essential
	Application and Interview


	Ability to work under pressure and on own initiative. 

	Essential
	Application and Interview


	Ability to analyse and assess complex situations and develop policies.

	Desirable
	Application and Interview

	Willingness to travel at very short notice.
	Essential
	Application and Interview


	Commitments:


	Commitment to Muslim Aid’s Mission, Visions, and Values

	Essential
	

	Commitment to Muslim Aid’s ethos

	Essential
	

	Commitment to equality of opportunity and diversity

	Essential
	

	Commitment to Muslim Aid’s Child and Vulnerable Adults Policy and Procedure

	Essential
	


	

	
	

	You will display the competencies below :

	Competencies
	Definition

	Team working
	Co-operates with and respect colleagues to exceed up and beyond individual efforts.


	Communication 
	The ability to listen, express and communicate information effectively.
 

	Performance Management 
	Delivery of organisation objectives through effective setting of SMART personal goals and team goals.


	Results Focused 
	Getting the job done in an efficient way through effective time, task and financial management.


	Leadership 
	Inspiring, supporting and developing others to achieve outstanding levels of performance.


	Innovation & Continuous Improvement 
	Constantly seeking to improve the way business is done through analysis, creativity, problem solving and change initiatives.




	Please signify your acceptance of this job description by signing below and returning a copy to HR

	Employee signature: 
	
	Employee Name: 
	
	Date: 
	

	Line Manager signature:
	
	Line Manager Name: 
	
	Date:
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