Job Description and Main Functions – 

Stores and Inventory Clerk – 

Under the direct supervision of the OIC Stores, the incumbent is responsible for the daily running of the supply stores.  To maintain an adequate supply of Vehicle Spare Parts, minor tools, equipment and associated materials to support the UN-owned vehicles and equipment.  The incumbent is responsible for the following duties:   

a) To be knowledgeable of the GALILEO/MERCURY system.  In consultation with the Vehicle Maintenance Manager, coordinates the raising of Requisitions for spare parts, workshop tools and items of special equipment necessary for the proper maintenance of the mission vehicle fleet.

b) Updating the Vehicle Spare Parts Data Base in GALILEO system.

c) Preparation and submission of Monthly spare parts usage for vehicle reports.

d) Receiving and issuing vehicle spare parts and miscellaneous items as and when required.

e) Assisting on the physical record keeping of special, non-expendable and expendable equipment ensuring all items issued are correctly marked as per the inventory ledger. 

Initiates the appropriate write-off procedures.

f) Develops and implements the policy for inventory control and physical annual checks in accordance with standard UN rules and regulations.

g) Advises and develops Lead Times Analysis and calculation policies in order to determine stock levels, re- ordering and stock-taking. Determine group, codes and Value Classifications for fast, medium and slow moving items.

h) Design and manage the vehicle store layout along with appropriate shelving, racking and binning systems in line with standard accepted transport policies. Ensure that all supplies are stored safely and in proper storage conditions.

i) Conduct receiving and inspection formalities for incoming items.

j) Monitors the receipt, storage and onward distribution of spare parts, equipment and related materials to both the HQ and Sector’s.  

k) Maintains vehicle inventory stock of spare parts and miscellaneous equipment to HQ and Sector’s.

l) Registering / issuing all movement of spare parts, miscellaneous items and Engineering equipment to HQ and Sector’s.

m) Liaise directly with Vehicle Supervisor on vehicle fleet rotation in conjunction with operational requirement.

n) Initiate, maintain and finalise vehicle work orders in the GALILEO system.

o) Preparation and submission of Petty Cash and Direct Expenditure as and when required.

p) Any other relevant duties assigned by Chief Transport.

Officer-in-Charge of Transport                                                                         

