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Oxfam is committed to preventing any type of unwanted behavior at work including sexual 
harassment, exploitation and abuse, lack of integrity and financial misconduct; and committed to 
promoting the welfare of children, young people and adults. Oxfam expects all staff and volunteers 
to share this commitment through our code of conduct. We place a high priority on ensuring that 
only those who share and demonstrate our values are recruited to work for us. 



 
Annual Salary and Benefits     - According to Experience 

Contract type      -  Fixed Terms 

Reporting to       -  Operations Manager 

Staff reporting to this post          -             Drivers/Logs Assistants 

Key relationships/interactions   - Programme Manager, Technical Coordinators 

Location                              -    Tindouf - Rabouni (with occasional travels to Algiers) 

 

Shaping a stronger Oxfam for people living in poverty. 

 

Oxfam in Algeria – Sahrawi Refugee Camps 

Oxfam in Algeria has been active in the Saharawi refugee camps in Tindouf since 1975. Oxfam’s programme 
in the camps involves a combination of humanitarian (focusing on WASH and Food Security) and resilience 
interventions with policy and influencing work locally and globally. 

Oxfam has recently developed a series of new projects with complex operations involving diversified and large-
scale procurement including water storage and supply equipment, agricultural products and technology, food 
supplies and procurement of sophisticated consultancy services. Additionally, it recently expanded its 
presence in the camps and established 5 sub-offices to support the projects. 

The markets in the Sahrawi camps and the city of Tindouf are limited which requires resorting to procurements 
through the wider Algerian and international markets to secure certain items/supplies. 

Oxfam in Algeria is seeking a Logistic Officer to join its team in the Sahrawi camps and lead the logistic support 
for the programme. The Logistics Officer will report to the Progamme Manager and will work closely with the 
project leads.  

 

Job Purpose 

To provide logistics & security support. This position will be responsible for daily maintaining and 
implementation of logistics and supply processes/systems (i.e. purchasing, warehousing, assets and fleet) 
for Oxfam operations in accordance with Oxfam policies and procedures. S/he will report regularly on all 
Algeria office logistics and supply activities to the Finance and Support Manager. 

Job Responsibilities 

General 

 Ensure that logistics and supply (purchasing activities) within the Rabouni office are carried out 
according to Oxfam’s policies and procedures, using standard tools and templates, donor 
requirements and are in accordance with the national and local regulations. 

 Recommend and advise on any improvement or changes to these procedures as a means of further 
strengthening best practice adapted to the local context. 

 Responsible for maintaining good and professional relations and establish good contacts with 
vendor-suppliers, other humanitarian actors (including UN agencies) and government departments 
that relate to logistics  
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 Contributing to Project planning, in terms of having an appreciation of the field constraints and 
capabilities. Raising these risks to the Finance and Support Manager in Rabouni in a timely manner 
is vital and should be executed. 

 Coordinate the development of Procurement plans for each new grant and ensure regular 
monitoring/reporting against on progress. 

 To write a monthly logistics report including aspects on fleet, asset tracking, stock inventories, 
requisition tracking and analysis and share with management.  

 Security focal point in Rabouni 
 

Asset Management 

 Maintaining and updating Oxfam assets including the recording of assets; disposal of assets; 
reporting any asset movement, loss or damage 

 Asset Management, including ensuring appropriate storage and maintenance of assets. 
 Tag / Register assets once the commodity is delivered to Oxfam premises. 

 Carry out spot checks for both assets/inventory 
 

Procurement, Storage, and Delivery 

 Ensure the procurement of all supplies and service needs (high and low value transactions) as 
requested by various programmes are carried out in a timely and cost-effective manner and 
according to Oxfam Policy on procurement, and keeping in mind any donor requirements on 
procurement.  

 Set realistic procurement timelines with program teams allowing S/He to assess market and obtain 
value for money purchases.  

 Coordinate all field deliveries with programme teams according to the volume of needs determined 
by the programme. 

 To organise additional storage needs accordingly if required due to volume and needs. 
 Effectively implement all information/data system necessary for the sound and transparent tracking 

and management of goods, including tracking requisitions tracking of movement of supplies and 
goods received and dispatched. 

 Keep proper record of all contracts, expenditures, receipts, requisitions, purchase order forms, 
waybills and other documents (in both soft – on Box and hard copies). 

 Responsible for creation and management of list of contracted suppliers in Algeria, using Oxfam’s 
selection and pre-qualification processes. 

 Ensure the timely payment of all goods and services rendered, in coordination with budget holders 
and the finance department.  

 Coordinate all logistics/procurement activities with other departments in the Rabouni office. 
 Reporting regularly to direct line manager on procurement tracking of all requisitions according to 

agreed deadlines and formats. 

 Prepares a variety of procurement related documents, contracts, communications, guidelines and 
instructions. 
 

Vehicle and Fleet Management 

 Maintain Rabouni vehicle fleet management routines, vehicle checks including logging, onboard 
equipment, tools and documents and regular service due dates.  

 Ensure good maintenance of the vehicles and keep them in optimum condition and used cost-
effectively.  

 Ensure proper management of fuel consumption of fleet through regular vehicle fuel consumption 
analyses and reporting to Line Manager. 
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 Ensure proper management of vehicles (deployments) through regular vehicle deployment and 
mileage (KM) report analyses – and in case of significant variance, ask concerned driver(s) to 
explain and or report to Line Manager.    

 Ensure vehicle misuse is promptly reported to direct line manager if any misuse is identified. 

 Ensure all drivers are regularly updated on any organizational information; changes/developments 
including on any SOPs 

 Responsible for the performance management of all drivers 
 Administration and documentation of driver leave / sick day plans  

 Update, disseminate and monitor weekly staff travel board (travel plans) by email and WhatsApp 
group. 
 

Security 

 Ensure that all staff and visitors to the Rabouni office receive appropriate security briefing on arrival 
and immediately following any security incident (‘lessons learned session’) and provide security 
update during team meetings. 

 When required, provide input and feedback on revisions to the national Welcome Pack and Security 
management plan from the Sahrawi camps perspective. 

 Ensure that an appropriate system is in place to provide security information to visitors in advance of 
their arrival. 

 Ensure all drivers are aware of the relevant aspect of the security management plan with regards 
movements and driving in Algeria/Sahrawi Camps. Ensure driver briefings are conducted with 
specific regards to safety and security for all new drivers, and refresher sessions for all drivers at 
regular intervals or following a security incident. 

 Any task reasonably assigned to you by your direct line manager or designated person 

 Participate in field-level UN-led, inter-agency security meetings and share notes with relevant 
internal stakeholders 

 Collect, analyse and share security information regarding the operational environment with relevant 
operational and programmatic staff. 
 

Administration 

 Ensure all (stationary, toiletries, safety equipment, etc) office supplies are adequate and are 
replenished regularly with support from the logistics assistant(s) 

 Manage cleaning person(s) workplan  
 Book accommodation, conferences and transport when requested with the use to approved budget 

codes and procedures  
 To make sure office utility bills (water, electricity, diesel, telephone) is processed and paid on time. 
 Adhere to all agreed rental agreement contracts and other framework agreements set by Country 

Director and the Finance & Support Manager. 
 

Job Requirements 

Essential 

 3 – 5 years of experience in: Logistics, purchasing, warehousing, vehicle management, general 
administration. 

 University Degree or equivalent experience in finance, management or related fields.  

 Good understanding of core logistics functions 

 Familiarity with donor rules and guidelines. 

 Ability to plan, prioritise and organise work 
 Anticipates outcome of activities and takes initiative to achieve targets 

 Actively promotes high standards and continuous improvement 
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 Continually seeks out most efficient use of resources 

 Pro-actively adapts and improves standards and working practices 

 Able to advise and train on specialist skills to other departments / teams  

 Excellent communication skills in written and oral English and Arabic - (French and/or Spanish would 
be an asset). 

 Proven ability to organise work effectively and supporting others 

 Attention to detail, highly numerate and computer literate, including word processing, databases/ 
spreadsheet use. 

 Solid understanding and convictions of a rights-based approach and gender, and experience in the 
NGO. 

 Experience of working with technical teams to develop complex proposals 

 High analytical/negotiating/communication/inter-personal skills 
 Ability to make effective, timely decisions and take prudent risks 

 Ability to work within a multicultural, multilingual, and multidisciplinary environment and to work 
effectively with others in a team across institutional boundaries and business units. 

Key Attributes: 

 Ability to demonstrate sensitivity to cultural differences and gender issues, as well as the 
commitment to equal opportunities.  

 Ability to demonstrate an openness and willingness to learn about the application of gender/gender 
mainstreaming, women’s rights, and diversity for all aspects of development work. 

 Commitment to Oxfam’s safeguarding policies to ensure all people who come into contact with 
Oxfam are as safe as possible. 

Key Behavioral Competencies  
(based on Oxfam’s Leadership Model) 

Competencies  Description 

Decisiveness We are comfortable to make transparent decisions and to adapt decision making modes to the 
context and needs. 

Influencing We have the ability to engage with diverse stakeholders in a way that leads to increased impact for 
the organization We spot opportunities to influence effectively and where there are no opportunities 
we have the ability to create them in a respectful and impactful manner. 

Humility We put ‘we’ before ‘me’ and place an emphasis on the power of the collective, nurture the team and 
play to the strengths of each individual. We are not concerned with hierarchical power, and we 
engage with, trust and value the knowledge and expertise of others across all levels of the 
organization. 

Relationship 
Building 

We understand the importance of building relationship, within and outside the organization. We 
have the ability to engage with traditional and non-traditional stakeholders in ways that lead to 
increased impact for the organization. 

Listening We are good listeners who can see where deeper levels of thoughts and tacit assumptions differ. 
Our messages to others are clear and consider different preferences. 

Mutual 
Accountability 

We can explain our decisions and how we have taken them based on our organizational values.  
We are ready to be held to account for what we do and how we behave, as we are also holding 
others to account in a consistent manner. 

Agility, 
Complexity, 
and Ambiguity 

We scan the environment, anticipate changes, are comfortable with lack of clarity and deal with a 
large number of elements interacting in diverse and unpredictable ways. 
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Systems 
Thinking 

We view problems as parts of an overall system and in their relation to the whole system, rather 
than reacting to a specific part, outcome or event in isolation. We focus on cyclical rather than linear 
cause and effect. By consistently practicing systems thinking we are aware of and manage well 
unintended consequences of organizational decisions and actions. 

Strategic 
Thinking and 
Judgment 

We use judgment, weighing risk against the imperative to act. We make decisions consistent with 
organizational strategies and values. 

Vision Setting We have the ability to identify and lead visionary initiatives that are beneficial for our organization 
and we set high-level direction through a visioning process that engages the organization and 
diverse external stakeholders. 

Self-
Awareness 

We are able to develop a high degree of self-awareness around our own strengths and weaknesses 
and our impact on others. Our self-awareness enables us to moderate and self-regulate our 
behaviors to control and channel our impulses for good purposes.  

Enabling 

 

We all work to effectively empower and enable others to deliver the organizations goals through 
creating conditions of success. We passionately invest in others by developing their careers, not 
only their skills for the job.  We provide freedom; demonstrate belief and trust provide appropriate 
support.  

 


