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JOB DESCRIPTION

	JD Unique ID
	85393

	Job Title
	Procurement & Logistics Officer 

	Company/Employer
	Self Help Africa

	Location
	Kano State

	Contract type
	Fixed term contract, full-time (local recruitment)

	Period
	18 months subject to renewal

	Remuneration
	₦7.5m to ₦10m annual gross

	Reports to
	Senior Officer, Procurement and Logistics

	Organisation Overview


	About Self Help Africa 

Established in 1984, Self Help Africa is an international development organisation that works through agriculture and agri-enterprise development to address hunger,  poverty, social inequality and the impacts of climate change. We believe that equitable economic development is key to lifting communities out of long-term poverty, empowering them to take control of their futures and improving their quality of life. 
 
In early 2023 we launched a new five-year organisation strategy, which defines shared mission as the alleviation of hunger, poverty, social inequality and the impact of climate change through community-led, market-based and enterprise- focused approaches, so that people can have access to nutritious food, clean water, decent employment and incomes, while sustaining natural resources.

Our wider organisation also includes social enterprise subsidiaries Partner Africa, which provides ethical auditing and consultancy services, and CUMO, Malawi’s largest micro-finance provider.

Our three core values are:
▪ Impact: We are accountable, ambitious and committed to systemic change.
▪ Innovation: We are agile, creative and enterprising in an ever-changing
World.
▪ Community: We are inclusive, honest and have integrity in our relationships.


	Project Description
	Self Help Africa (SHA) is proposing a pilot to introduce chlorine dispensers in rural Kano State, Nigeria. The Dispensers for Sustainable Rural Water in Nigeria DiSuRWIN programme aims to improve access to safe water and reduce the prevalence of water-borne diseases. The pilot will reach an estimated 110,000 people through the installation of 550 chlorine dispensers across communal water points. 
The project seeks to integrate chlorination within health functions, and within water supply service delivery and financing models in Kano State.

	Job Purpose

	Self Help Africa (SHA) is seeking a competent and proactive Procurement & Logistics Officer to support effective procurement and logistics processes across the project.

The role will support the end-to-end procurement cycle, from the initiation of purchase requests to the final receipt and approval of goods and services, ensuring timely and cost-effective project delivery. The role will also provide logistics support to programme teams and the country office, including coordination of events, trainings, workshops, travel and transport arrangements, hotel bookings, and vehicle/driver management, in line with donor and SHA policies.

The Procurement & Logistics Officer will manage supplier relationships to ensure contract compliance and timely resolution of issues, collaborate with internal stakeholders to forecast needs, and manage procurement plans while ensuring all required documentation is complete and accurate.

	Key Responsibilities


	Procurement planning and facilitate execution of procurement plans 
· Source suppliers and vendors for goods and services, obtain quotes, and negotiate terms and pricing.
· Coordinate with internal stakeholders to understand procurement needs and specifications.
· Prepare and process purchase orders, contracts, and related documents accurately and efficiently.
· Track and monitor purchase orders to ensure timely delivery and fulfilment.
· Maintain accurate and up-to-date procurement records, databases, and documentation.
· Conduct vendor evaluations and performance assessments, incorporating feedback and supplier capability analysis.
· Conduct market research to identify potential suppliers, products, and cost-saving opportunities.
· Manage inventory and stock levels, ensuring timely replenishment of supplies.
· Support resolution of procurement-related issues, discrepancies, and disputes with suppliers.
· Provide administrative support to procurement activities, including meeting coordination, presentations, and correspondence.
· Support the development and implementation of procurement policies, procedures, and best practices.
· Collaborate with cross-functional teams to align procurement activities with organisational objectives.
· Stay updated on industry trends, regulations, and best practices in procurement and supply chain management.
· Responsible for special projects and initiatives as assigned by the procurement manager or senior leadership.
· Contribute to continuous improvement of procurement systems, processes, and workflows.

Travel, Logistics & Events Coordination
· Coordinate travel and accommodation for visitors, consultants, and staff on official business, ensuring timely and cost-effective arrangements.
· Ensure that meetings and conferences are effectively managed in the project offices ensuring value for money and transparency in all the processes.

Transparency, Compliance and safeguarding
· Employ the highest standards of openness, transparency and accountability to ensure good financial management in line with SHA’s zero-tolerance approach to fraud, bribery and corruption.
· Demonstrate commitment to safeguarding, protection, gender mainstreaming and inclusion of vulnerable population including people with disabilities.
· Provide support to establish feedback, complaints and response mechanism across communities of implementation to ensure programmatic and operational decisions are informed by local perspectives and priorities and contribute to the protection of programme participants at the LGA level.
Accountability 
In line with Self Help Africa’s commitments under the Core Humanitarian Standard (CHS), the job holder will: 
· actively promote meaningful community participation and consultation at all stages of the project cycle (planning, implementation, M&E); 
· work with relevant colleagues to ensure that the Community Feedback and Response Mechanism (CFRM) is functional and accessible, that feedback and complaints are welcomed and addressed. 
· work with relevant colleagues to ensure that information about CFRM, safeguarding and expected staff behaviour is disseminated among programme participants and communities. 

	Key Relationships
	Internal: Procurement, Programme, Monitoring, Evaluation & Learning, Finance & Admin, Human Resources, Security and Communications teams.

External: Suppliers/Vendors, Consultants, Service Providers and other external stakeholders. 

	Knowledge, Experience and Other Requirements
	Educational qualifications and requirements
· University Degree in Business Administration, Operations, Supply chain management or equivalent in a relevant field. 
· Minimum of four years’ work of experience in an Operations or Procurement/Logistics role, preferably in an INGO.
· Demonstrated knowledge of procurement processes and relevant software systems.
Experience and Skills
· Experience maintaining and tracking procurement plans.
· Strong negotiation and supplier management skills, with the ability to provide high-level operational support to programme teams.
· Ability to plan and organise a substantial workload that including complex, diverse tasks and responsibilities. 
· Deep understanding of supply chain and inventory management systems.
· Excellent organisational skills, with a track record of consistently prioritising delivering on time.
· Ability to work under pressure and adapt to dynamic environments.
· Strong attention to detail and a commitment to achieving operational efficiency and ensuring value for money.
· Honest, encourages openness and transparency; demonstrates highest levels of integrity.
· Commitment to SHA’s mission and values.
· Commitment to safeguarding, including child protection, PSEA, and GBV prevention and response.

Desirable 
•    Women are strongly advised to apply.
•    Gender and intercultural sensitivity 
•  Ability to work collaboratively and contribute to a positive team environment.
•   Adaptable and responsive disposition relative to the demands of the task.

Language Requirements: 
Excellent written and verbal communication skills in English and relevant local language(s)



[bookmark: _Hlk215580442]Application Procedure:  
Fill and send the attached Self Help Africa form and send your cover letter and CV in a single document (of not more than 6 pages) to the link provided on the website. 
The deadline for this application is 19th December 2025. You are advised to apply early, as applications will be treated on roll-in basis. Only shortlisted candidates will be contacted.

Self Help Africa is an international development charity, and is committed to the safeguarding of all those who we come into contact with or through our work. We are committed to preventing any type of unwanted behaviour relating to our work including sexual harassment, exploitation and abuse, lack of integrity and financial misconduct; and we are committed to promoting the welfare of children and the people we aim to assist with whom Self Help Africa engages. Self Help Africa expects all staff and volunteers to share this commitment and uphold the values and behaviours outlined in the Code of Conduct and Child and Adult Safeguarding Policy, inside and outside of work hours. We place a high priority on ensuring that only those who share and demonstrate our values are recruited to work for us. Recruitment to all roles in Self Help Africa may include, and be subject to, a criminal records self-declaration, references, and other pre-employment checks, which may include police and qualifications checking. Self Help Africa is committed to the principles of the Misconduct Disclosure Scheme and will request information from previous employers about any findings of sexual exploitation, sexual abuse or sexual harassment during employment. By submitting an application, the applicant confirms her/his understanding of these recruitment procedures. 

Research shows that women and those from marginalised ethnic groups are less likely to apply to jobs unless they meet every single requirement. If you’re excited about this role but your experience doesn’t align with every criteria described, we encourage you to apply anyway, you could be exactly what we need!
Self Help Africa strives to be an equal opportunities employer
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