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LOGISTICS ASSISTANT, GS-5

(temporary position)

THE LOGISTICS CENTRE

UNICEF SUPPLY DIVISION

UNICEF, the world’s leading organization working for the rights of children, seeks a Logistics Assistant, GS-5, for a temporary position for one year. 

Under the general supervision of the Shipping Specialist, the Logistics Assistant ensures timely and cost-effective delivery of supplies to UNICEF-assisted programs and Procurement Service Customers.

Main Duties/Responsibilities:

· Is responsible for the timely and cost-effective execution of UNICEF shipments. 

· In liaison with forwarding agents arranges consolidation and containerisation of shipments, taking into account programme priority, warehouse capacity, purchase order delivery dates and special requests from Field offices & Procurement Service Customers.

· Follows up on late deliveries and expedites reports provided by Freight Forwarders.

· Validates all shipping documents, bills of lading, airway bills, packing list etc, and updates the relevant FLS data Fields.  Distributes Shipping Reports/Government Receipts via e-mail to Field Offices.

· Analyses and verifies invoices for freight and associated charges. 

· Maintains and updates the Ship-to-Party portion of the Customer Master in the FLS.

· Provides Field Offices and other Centres in Supply Division with freight estimates and quotations to ensure correct budget allocation.

· Provides guidance and advice to Field Offices and other Centres in Copenhagen on shipping matters such as packing, containerisation, mode of shipment, routings, etc. enabling correct instructions in purchase orders by Procurement and cost-effective delivery.
· Investigates new routings, maintains and updates freight tariffs as well as the Customer Master.  
· Provides backup for other team members and performs other duties as requested by the Supervisor.
QUALIFICATIONS AND COMPETENCIES:

Education:   

Completion of secondary education with additional training in shipping and business administration.

Work Experience:

Minimum five years of experience from a similar function or from administrative jobs encompassing shipping out goods.

Competencies:

· Knowledge of shipping and logistics.

· Ability to work under pressure and to meet deadlines.

· Good communication skills, flexible and capable of multi-tasking.

· Good customer service attitude.

· Ability to maintain a positive attitude when under pressure and in stressful situations.

· Ability to use current job related computer software and databases.  Proficiency in Microsoft Office package, in particular Word, Excel and Powerpoint, is required. A sound knowledge of Excel based analytical tools and SAP.

· Ability to establish harmonious work relationships with all colleagues in an international and multicultural environment.

Languages:

Fluency in English. Knowledge of Danish is an asset
Remuneration:

UNICEF’s salary and benefits package is based on the United Nations Common System. For further information on the UN Common System salaries and benefits, please visit the United Nations Web site at www.un.org/Depts/OHRM . (Please note that this salary scale is based on a 40 hour work week, whereas UNICEF Copenhagen works a 37 hour week with pro-rated salary.)
Please send detailed resume and completed United Nations Personal History Form, in English, quoting “Logistics Assistant, GS-5, TFT” to Lilia Winkel, Human Resources: lwinkel@unicef.org.  The UN Personal History form can be found at the following web address:  http://www.unicef.org/supply/index_employment.html
Applications for this position must be received by 21 August 2008.  Acknowledgements will be sent only to short listed candidates.

Visit us at www.unicef.org

UNICEF is a smoke-free environment
