
712 The Fairmont, Sheikh Zayed Road, PO Box 65886, Dubai, United Arab Emirates
Licence No. 0840

T: +971 (4) 312 4482 | F: +971 (4) 312 4483

www.ctgglobal.com

LOGISTICS COORDINATOR

JOB DESCRIPTION

Country of Operation: Sudan; Sri Lanka; Afghanistan; Iraq; or the West Bank and Gaza.

General: Working with the Project Manager, Security Coordinators and Regional Engineers, the Logistics Coordinator (LC) will oversee and

manage the logistics operations activities of the Project with regard to requirements of the programme or project for premises (contracting,

rehabilitating and maintaining), ground and air transportation, inventory, record keeping, POL (fuel) issues accounting, movement of

equipment and stores, and disbursements.

Related specific responsibilities:

 Preparation of logistics plans to support all relevant operations within the programme or project;

 Establish and maintain project offices sufficient to support their needs and in full compliance with security and other regulations;

 Oversee recruitment of stores handling staff and office support staff members as required in respective regions;

 Coordination of the payment of all logistics staff under direct supervision;

 Assistance in provision of logistics support to other staff by arranging land and air-travel including arrangement of security clearance

for daily/weekly missions;

 Maintenance of equipments’ inventory;

 Management of programme and project transport requirements; assign duties to drivers ensuring timely services, issuing fuel,

recording log-books and maintenance and repair/recovery of vehicles;

 Ensure regular radio reporting procedures are maintained consistent with regulations and any local security measures;

 Maintenance of accurate stores records and accounts through sound audit and stock-take procedures;

 Performance of any other duties as required by the Program or Project Manager.

Reporting: The Logistics Coordinator will report directly to Program and/or Project Manager and will be providing regular progress Situation
Reports and will prepare information notes and updates as required by the Program and/or Project Managers.

Qualifications:

 Bachelor’s Degree in management, administration or related field;

 Master’s Degree a definite advantage;

 Military experience a definite advantage;

 Minimum 10 years of experience in the field operations and logistics preferably with a humanitarian aid or military organization;

 Excellent knowledge of computer applications especially the Microsoft suite of programs;

 Excellent interpersonal skills and ability to work in a multi-stakeholder environment;

 Fluency in oral/written English;

 Knowledge of a second language as an asset.


