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The Procurement and Logistics Officer is responsible to the Associate Director of Procurement and Logistics for the routine purchasing and logistics operations of the Procurement and Logistics Department, ensuring that it works with and delivers efficient and effective procurement logistics support to the UK centres and MSI country programmes. This includes handling purchaser requisitions, raising purchase orders, liaising with the warehouse and freight forwarders maintaining records, responding to queries and addressing issues. The role also includes document management of inventory and purchasing records, ensuring that system information is keyed in accurately and the procurement system is updated as and when required. The role will also include preparing reports on excel, as ad hoc administrative and logistical duties for the team.
	job Title:
	Location:
	Reporting to:
	Duration:

	Procurement & Logistics Officer
	Conway Street
	Procurement & Logistics Manager
	3-4 months


Marie Stopes International (MSI) is a marketing focused, results oriented social enterprise. We develop efficient, effective and sustainable family planning programmes in the UK and overseas. The UK division provides services to men and women over 130,000 times a year.

The primary responsibility of this role is to further MSI’s Goal: THE PREVENTION OF UNWANTED BIRTHS and its mission of ensuring the individuals right to: CHILDREN BY CHOICE NOT CHANCE
It is a role requirement that the job holder must fully comply with, promote and live MSI CORE VALUES:
	mission driven
	customer focused
	results orientated
	pioneering
	sustainable
	people centered


	Key Responsibilities
	Measure

	Programmes - UK Centres & International Support
	

	To process and manage the  International Partner Requisitions & orders from External Organisations: 
· To promptly respond to any requisitions requests received.  
· To review the most efficient means of getting the stock to the delivery point
· To liaise with freight agents and programme teams to ensure all shipments have the correct documentation for smooth customs clearance and delivery
· To ensure the system is used appropriately by all users and kept up to date on a daily basis with current order status. 
· To follow up on all orders to ensure the suppliers meet the agreed service levels
· To ensure all goods are received and resolve any queries where there is a discrepancy between the goods received notes, delivery notes and supplier invoice.
· Utilise usage and purchasing patterns to monitor the orders and highlight any anomalies to the centre concerned
· Procurement  colleagues informed of any problems on suppliers performance which might affect the contract terms
	· All new orders processed and necessary documentation prepared in line with agreed timescales
· Internal customers kept informed on progress of all requests

	Technical Assistance: 
· To provide proactive technical support and assistance to the Global MSI Team regarding any queries they have about their requests. 
· To ensure a log is kept of any issues encountered for review by the team in order to streamline the processes

	· Proactive technical support is provided and appropriate follow up

	Orders Mailbox: 
· To manage the e-mails received by the central orders mailbox 
	· Proactive filing & maintenance of records

	Reporting: 
· Compilation of RHI report and submitted to Head of PL on a monthly basis
	· Report submitted in time and queries/follow ups actioned as necessary.

	Development and Maintenance of intranet: 
Take the lead in the development and maintenance of intranet space including uploading documents onto Procurement and Logistics site
Provide input and feedback to IT and COMMS teams in development of intranet/file sharing sites to ensure requirements of P&L team are met.  Identify training needs of the P&L team new/existing systems


	Proactive involvement in development of systems

	Record keeping of centrally held stock
	

	Processing warehouse/central stock requisition : 
· Timely processing of partner orders received for centrally held stock in line with SOP
· Liaison with warehouse on stock issuing and to ensure all required shipping/export documentation is in place
· To follow up with the consignee, warehouse, freight agents and any other parties involved to ensure orders are received by the consignee as efficiently as possible.
· Clear document trail, with all systems up dated as system progresses

	· Partner programmes kept informed of shipment progress and provided with all necessary documentation.
· procurement system is up to date and accurate


	Manage Stock Levels for all UK Stock lines on Procurement System: 
· Reviewing inventory levels to ensure stock levels are in line with required min/max levels 

Highlight any anomolies with usage patterns to P&L Manager and agree further action required.
	· Monthly checks completed. Min and maximum levels are adhered to;


	Deliveries Schedule: 
· Ensure sufficient notice is provided to the warehouse team for all incoming goods.  
· Liaisons closely with the warehouse to ensure that the procurement system is kept up to date with all inventory movements and ensuring supporting documentation is saved on to MSI intranet.  

	· Smooth delivery and acceptance of goods into warehouse 



	Stock Ordering: 
· To ensure the timely ordering of stock for the central warehouse from a number of key UK suppliers in liaison with the Procurement and Logistics Manager and in accordance with the contract terms and conditions agreed.
· Raising purchase orders on the procurement system, in line with the standard procurement process; and updating procurement system when goods are shipped out & received. 

	· Stock levels reviewed weekly and purchase orders raised.  Stock maintained above minimum levels at all times.


	Procurement System Recon : 
· A weekly check should be completed on the procurement system of all sales orders and purchase orders placed.  
· System updated as order cycle progresses 

	· System up to date and all orders progressing as planned

	Stock reconciliation: 
· Completion of a monthly stock check report on Procurement System for certain stock lines and areas of action communicated to the procurement manager

	· Monthly.  Stock records accurate at all times.

	Key Responsibilities
	Measure

	Additional Responsibilities
	

	Processing invoices : 
· Checking and Coding supplier invoices in line with the guidelines set by the Finance Department and in line with the procurement processes either on the coding system or arranging a payment transfer
· All documentation filed in the appropriate filing systems
· Assisting finance with queries where required. 
	· Invoices processed by 4pm every Friday 



	Raising stock sales Invoices: 
· Sales invoices should be completed for all stock sent to MSI partners or external organisations.  
· A weekly check should be completed to ensure that all invoices have been issued and paid in line with the procurement terms and conditions.  
· Any anomalies should be processed and highlighted to the Sales Ledger and International Finance teams to ensure they are processed in the correct manner.

	· Sales invoices issued in timely manner 



	Administration: 
· To maintain an accurate filing system of general administrative documentation, proposals, quotations, tenders, journals and catalogues.  
· To maintain the supplier database and ensure supporting certification, contracts and agreements are filed appropriately and Procurement & Logistics manager and Procurement team are informed when contracts need to be renewed
	· Proactive maintenance of document filing system.

	Project Reports:  
· To complete adhoc projects in line with the guidelines and timescales set by the Procurement & Logistics manager. 
	· Accurate & timely reporting

.

	Teamwork:

· To work closely with all Procurement and Logistics team members and in particular other P&L Officer to achieve the KPI’s for the team and organisation. 
· To provide regular updates in the team meetings on the progress towards operational KPIs
	· Team KPI’ s achieved.


	Skills and Experience

	Experience and Qualifications:

	· Extensive administrative  experience                                                                                                                                                Essential    

	· Experience in working in a procurement & logistics /  operations role                                                                                             Essential                                                                                                          

	Skills:

	· Excellent organisational and prioritisation skills with experience of establishing personal deadlines  
                                          Essential                                     

	· IT literate, especially in Microsoft Word and Excel                                                                                                                               Essential

	· Ability to understand and compare procurement data (quotes, pricing)


        Essential

	· Excellent communication skills, with experience of communicating cross-culturally                                                                       Essential

	· Ability to handle a steep learning curve and to work under pressure                                                                                                 Essential

	· Excellent attention to detail and accuracy skills                                                                                                                                    Essential

	· Ability to speak/read French and/or Spanish                                                                                                                                        Desirable

	Attitude / Motivation:

	· Enthusiastic, positive, determined

	· Able to work on one’s own initiative

	· Able to prioritise tasks

	· Calm under pressure

	· Responsive 

	· Flexible

	· Assertive and diplomatic

	· Sound judgement

	· Able to work in a culturally diverse environment

	· General interest in development and/or reproductive health issues 
  

	· Pro choice
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