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	MAIN OBJECTIVE:
· Responsible for supporting and enhancing the efficiency of procurement, inventory management, logistics coordination, and supply chain initiatives while providing administrative support to the Supply Chain Team.

KEY RESPONSIBILITIES:
· Procurement Support: Assist in sourcing suppliers, obtain quotations, and negotiate contracts.
· Inventory Management: Monitor stock levels, conduct stock audits, and implement inventory control measures.
· Logistics Coordination:
· Arrange transportation, track shipments, and manage delivery schedules.
· Ensure timely and cost-effective delivery of materials and services.
· Supply Chain Initiative Support:
· Support the implementation of supply chain initiatives.
· Enhance efficiency and reduce costs.
· Forecast demand for materials and services.
· Documentation & Reporting:
· Maintain accurate records of procurement and inventory transactions.
· Prepare reports on supply chain performance and key metrics.
· Administrative Support:
· Provide general administrative support to the Supply Chain team as needed.

COMPETENCIES:
· Strong attention to details.
· Proactivity and accountability.
· Willingness to work towards improving efficiencies based on processes and procedures.
· Excellent verbal and written communication skills.
· Ability to plan and work diligently.
· Excellent planning, organizational and time management skills.
· Adherence to high ethical standards and confidentiality.
· Flexibility and openness to learn.
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