

JOB DESCRIPTION
	Program
	Child Health Program, Central Region, Malawi

	Job Title
	Stores Clerk

	Reports To
	Office Manager

	Location
	Office

	Subordinates
	None

	Responsibilities
	· Keep the keys for the stores.
· Control all items coming in and out of the stores.
· Update the store registry and ensure files are kept in good condition and in alphabetical order.
· Manage the fuel stores, including recording the fuel going in and out and weekly auditing.
· Ensure the stores are kept tidy and goods are not damaged.
· Prepare monthly stores reports.
· Conduct regular inventories of stores and office equipment.
· Prepare orders and deliveries of items.
· Follow all procedures in the Procedure Manual.
· [bookmark: _GoBack]Any other tasks requested by the line manager.
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