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JOB DESCRIPTION

	Job Title:
	Operations Manager

	Company:
	Gorta-Self Help Africa 

	Department:
	Finance Department

	Location:
	Dublin

	Reports to:
	Chief Finance Officer

	Contract Type:
	Full Time Two Year Fixed Term Contract / 37.5 hours per week

	Job Purpose
	Development of standard organisational logistic procedures to ensure the safekeeping, maintenance and replacement of the organisation’s assets as well as the strengthening of procurement procedures and documentation.

Ensuring that all country programmes are in possession of, and compliant with, terms and conditions of their relevant donor contracts and working with the country teams to train partner organisations in standard GSHA procedures.

	Key Responsibilities:
	Role Specific

Ensuring compliance with government, donor and GSHA logistics and administration policies, procedures and regulations:

· Support continuous improvement through monitoring mentoring and training of all logistics and procurement functions including the supply chain, fleet, assets and communications.

· Build the capacity of the GSHA and partner administrative/logistics staff and disseminate broadly GSHA logistics policies and procedures. 

· Develop minimum operating standards 
· Ensure that country specific Logistics Manuals and procedures are consistent with organisational standards and procedures, and meet GSHA’s minimum operating standards with adequate control mechanisms.

· Ensure that GSHA staff and partners understand and follow donor guidelines and requirements for all procurement and build the capacity of country teams to provide appropriate support and coaching to partner agencies.

· Travel to each country programme once per year (to be scheduled so as to support finance or internal audit visits

· Procurement-

· Oversee the development of annual procurement plans (in line with annual workplan and budget).

· Assist with budgeting for major procurements 

· Monitor annual procurement plans and advise on corrective action where required.

· Provide technical back-stopping support to in-country logistic and procurement capacity.

· Provide back-stopping support for major procurement coordination  (programme/admin coordination).

· Monitor adherence to procurement regulations (Tender documents, quotations etc. through to goods received notes)

· Advise on appropriate transportation and storage for goods procured including livestock care during transport.

· Advise and support country teams on input distribution documentation and monitor records.
· Services contracts

· Support and monitor CMT on office rental contracts in line with needs and available resources.

· Support and monitor CMT on office service contracts in line with needs and available resources.

· Fleet management

· Monitor transport requirements and annual transport plans.
· Monitor fuel and maintenance costs (budgeting).
· Update driver regulations and travel guidelines.
· Monitor accident and damage reports. 

· Asset management

· Ensure up to date asset and inventory lists are maintained on Salesforce. 

· Conduct regular asset and stock checks in-country.
· Support asset planning and budgeting.
· Monitor and advise on asset management and asset disposal ensuring donor compliance in asset handling from procurement to disposal.
· Training/ Capacity Building

· Training in GSHA Logistics Manual and preparation of templates/formats where needed.
· Training admin/logistics staff in programme countries to maintain logistics information on Salesforce. 
· Capacity building and monitoring of partner logistics operations and compliance with GSHA regulations 



	Key Performance Indicators
	· All country programmes with annual asset and procurement plans in place

· All country programmes with fleet management plans in place

· All country programmes with logistics reporting system in place (procurement, fleet, assets).
· Standard procurement filing system in place

· GSHA Logistics Manual (version 1.0) updated and circulated

· Asset registers complete, correct and monitored on Salesforce

Reporting:

Standard regular reporting format to be drafted and rolled out and to include-

· Assets: verification; summary of additions and disposals; exception reporting

· Fleet: standard fleet summary (replacement plans, vehicle inspection); fuel consumption; maintenance costs; exception reporting

· Procurement (including service contracts): planned versus actual for major procurements; adherence to procurement regulations; documentation process; exception reporting

· Country visit reports: All above; Sample testing of major procurements from purchase order through to end user; asset and stock checks; training and mentoring carried out

	Key Relationships:
	Internal

· Chief Financial Officer/Chief Operations Officer (Line Manager TBC).
· Finance Manager – Programmes
· Finance Manager – HQ
· Programme Director, Deputy Programmes Director and PSCs
· In-country Heads of Finance and Administration, Logistics, Procurement and administrative officers.
External

· Service providers.
· Contractors.

	Knowledge and Experience
	· At least five years overseas experience gained in a resource-poor setting, ideally in Africa in a similar role.
· At least five years at a senior management level.
· Experience in dealing with institutional donors such as European Union, USAID or DFID.
· Strong demonstrable previous experience in operational planning, implementation and review.
· Excellent attention to detail and ability to maintain and track large amounts of information accurately.
· Excellent interpersonal and management skills with the ability to quickly re-prioritise activities. 
· Commitment to capacity building African staff. 
· Excellent analytical and writing skills.
· Experience liaising with governmental / local authorities and other NGOs


	Qualifications/Other Requirements
	Essential

· Diploma or degree in Operations Management, finance or relevant subject.

· Excellent ICT skills and working knowledge of MS Office including MS Word, MS Excel and MS Powerpoint.

· Experience of database management (Salesforce preferable).

Desirable 

· Working knowledge of French.

	Role Competencies
	· Excellent communication skills.
· Ability to work as part of an international team across jurisdictions and cultures.

· Ability to work with minimum supervision and take initiative.

· Ability to provide effective management.

· Ability to solve problems and take corrective action.


Gorta-Self Help Africa is an equal opportunities employer.

Only candidates who are the holder of a relevant work permit may apply.

Only shortlisted candidates will be contacted
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