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In support of MDM program “Healing the wounds of domestic  violence”, we seek:
Logistics Assistant  

FULL TIME POSITION, Lahore 

Start period per direct 

JOB DESCRIPTION

Position: 


Logistics Assistant
Place: 


MDM Office in Lahore
Hierarchy reference:
Logistics & Security Officer-Lahore



General Conditions:

Médecins du Monde France is a French humanitarian organisation, involved in an emergency & Long term programs. The employee shall respect Médecins du Monde France schedule and regulation, as described in the employment contract. 

Objective of the program: 

Since 2004 MDM is implementing the program” Healing the wound of domestic violence” in partnership with the government of Social Welfare Department of Punjab. This program aims to establish and integrate medical, psychological, legal and social services in 34 government run shelter homes - Dar-ul-Aman in Punjab province. Each year 8,000 women and children are admitted to these shelter homes to seek shelter and protection. 

During the last six years MdM has set up 3 regional offices (Lahore, Multan, Rawalpindi) in which each team covers 8-13 DUAs. Field teams are multi-disciplinary consisting of medical, legal, psychological and protection officers assigned with the task to support DUA staff and civil society to provide quality of services to residents free of charge. Moreover investments have been made in improving the overall management and condition of DUAs through training of staff and distribution of essential medicines and equipment. 

From 2011 to mid 2013 MdM aims to sustain established services in Dar Ul Aman settings and gradually phase out and hand over the full scope of the program to Social Welfare Department and civil society organizations. 

Main responsibilities:

· Assists the Logistics & Security Officer in his daily work of Logistics, Security and Maintenance.

Main activities:

· Supply Chain/ Purchases
· Assist in purchases as per MDM and donor purchase procedures, and depending on the amount of the expenditure.

·    Assist to o deliver the purchase to the concerned department on time.
· Assist the Logistics & Security Officer for Filling and copies all purchase documents, reports e.t.c
· Maintenance of MDM office, house and MDM equipment

· Assist Logistics & Security Officer for smooth running of generators (daily/weekly) routine check up and top up fuel.

· Arrange repair small repair jobs of electrical/mechanical at MDM office and residence in guidance of Logistics & Security Officer. 

· Transportation / movements 
· Assist Logistics & Security Officer in maintenance of vehicle.
· Assist Logistics & Security Officer in planning/duty sassing of drivers.

· Perform daily check of the car : check every day the assigned car overall condition including engine oil level, cooling water level, brake fluid and clutch fluid level, lights, and the condition of the five tyres and the screen wiper.

· Staff tracking while moving in field.
· Stock Management
· To assist the Logistics & Security Officer to keep update the programme equipment inventory list.
· Tagging of Parac & Inventory Equipment.
· Assist the Logistics & Security Officer for filling of handing over taking over forms, donation certificates.
· Event Management 
· Assist to Logistics & Security Officer to ensure logistics preparation/support for meetings, workshops, trainings and other public gatherings.

· Arrangement of accommodation, pick and drops for mdm staffs and members of other partners. 

· Security 
· To follow up the road situation especially before field trip and provide the information to Logistics & Security Officer.
· Daily Update of Staff Locator. 
· Assist to Logistics & Security Officer to ensure the frequent briefing and respect of security rules by support staff: drivers, guards, cook and cleaners.
· Ensure that security equipment is in place, functional and staff aware and able to use it.

This job profile can vary according to requirements of the program.

Requested Qualification and Competencies

· Minimum qualification should be graduation and preference will be given to Master’s in related field. 
· Skills to manage logistics, assets and equipments

· Computer literacy (Windows, Word, Excel)

· Languages : Fluent English, Urdu
· Seriousness, honesty, punctuality, organisation, flexibility

· Understanding and adherence to NGOs principles 
For Application:

If you are interested, please send your CV to MDM till 21st April 2014 at the following address: hr.mdmpakistan@gmail.com Or deposit your CV at the following address :

Medecins du Monde France-Mission Pakistan
House# 4, Sarwar Road, Main Cantonment, Lahore
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