

JOB DESCRIPTION
	Program
	[bookmark: _GoBack]Child Health Program, Central Region, Malawi

	Job Title
	Logistician

	Reports To
	Program Manager

	Location
	Office

	Subordinates
	· Stores Clerk
· Cleaner
· Security Department Head
· Security Guards

	Responsibilities
	· Coordinate all program logistics, including procurement, deliveries, vehicle maintenance, fuel management, and paying insurance and tax.
· Drive the program car.
· Prepare regular reports for the Program Manager.
· Administrative management of the support team, including approving requests and conducting performance appraisals.
· Ensuring all support team members follow the Procedure Manual and implement their respective responsibilities.
· Regularly supervise and audit the activities of the support team.
· Prepare monthly budgets and funds requisitions for logistics.
· Assist with the development of the strategic plan, annual work plan and annual budget.
· Manage a cash box following the accounting procedures.
· Follow all procedures in the Procedure Manual.
· Manage day-to-day activities jointly with the Health Coordinator when the Program Manager is on leave.
· Any other tasks requested by the line manager.
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