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Save The Children

ROLE PROFILE


	FINANCE/ADMIN ASSISTANT

	TEAM/PROGRAMME : ESARO Support Services
	LOCATION:  Pretoria

	GRADE:  5
	POST TYPE: National

	Child Safeguarding: Level 3 - the responsibilities of the post may require the post holder to have regular contact with or access to children or young people

	ROLE PURPOSE: 

Logistics & IT Admin Assistant reports to the HR and Admin Officer and will be providing all Administrative support in the day to day functioning of Procurement, IT, Finance and Office Management.

	SCOPE OF ROLE: 

Reports to: Human Resource and Admin Officer
Staff directly reporting to this post: None
Working with:  Work in close liaison with ESARO Support Service Team 


	KEY AREAS OF ACCOUNTABILITY:

Petty Cash Management

· Process all cash advances manage cash balances to ensure they are within the approved thresholds. Conduct weekly cash counts done with HR/Admin Officer 

· Monitor Petty Cash floats to ensure they are accounted for within one month

· Prepare Petty Cash payments/receipts GLACOS on a weekly basis for review and posting

IT Support
· Installation and configuration of appropriate software and hardware for SARO operations and troubleshooting these systems regularly.

· Maintain security and integrity of all operating systems and servers at all times

· Provide and maintain network accounts and fool proof passwords as required

· Advise staff of security breaches and/or changes in password or security status

· Consult with Regional IT Manager (RITM), systems users, and management to establish requirements for new systems or modifications 

· Ensure office technology is accessible and equipped with current hardware and software

· Maintenance wired and wireless networks, desktop and server computers, computer peripheral equipment e.g. printers, scanners, projectors and whiteboards 

Procurement Support

· Manage vendors’ contracts and ensure performance evaluation for all vendors.

· Participate in evaluation of bids and proposals and make sure the bids evaluation report, technical evaluation, minutes of negotiations and negotiated contract in selection of consultants contain all the facts and information required to justify the recommendations made in the report.    

· Participate in the joint verification of procured goods and equipment and to ascertain the items conformity to Technical Specifications and Quantities.

· Maintain records of monthly vendor payment reconciliations.

· Prepare monthly, quarterly and annual procurement reports.

· Maintain a supplier register. 

· Assist internal departments to prepare and update Procurement Plans.

· Maintain a proper filing system in line with Save the children standard practices for all procurement related documentations from the purchase request to the goods received note.

· Ensure sound internal controls and segregation of duties in the procurement process.

· Ensure overall best value for money is achieved through a competitive and transparent procurement process considering quality, availability, time frame, transport and storage costs

Admin and Logistics Support
· Manage all assets of the regional office ensuring proper coding/tagging, record keeping, quality upgrades and disposals.

· Maintain and regularly update an asset register according to SCI asset procedures 
· Develop and manage systems to ensure the proper functioning and repair/maintenance of Regional utilities, facilities and equipment. 

· Outsource and monitor the quality of external transport service.

· International staff relocation support (housing and utilities)

· Prepare Payments relating to office administration
· Provide logistical support to visitors to the office, trainings and meetings Office and staff telephone management, including provision of monthly bills to staff
· Day to day office administration (stationery stock levels, office groceries stock levels, couriers, visas, mail)

· Assists with front door and incoming calls


	SKILLS AND BEHAVIOURS (our Values in Practice)

Accountability:

· Holds self-accountable for managing resources efficiently, achieving and role modelling Save the Children values

Ambition:

· Sets ambitious and challenging goals for themselves, takes responsibility for their own personal development 

· Widely shares their personal vision for Save the Children, engages and motivates others

· Future orientated, eager to learn and adopt new technologies
Collaboration:

· Builds and maintains effective relationships with the regional office team, colleagues, members and external partners and supporters

· Values diversity, sees it as a source of competitive strength

· Approachable, good listener, easy to talk to

Integrity:

· Honest, encourages openness and transparency



	QUALIFICATIONS AND EXPERIENCE

· Experience or skills in SharePoint and web application development.
· Knowledge and experience in Microsoft Windows client & server environments
· Having excellent proficiency in spoken and written English with strong interpersonal skills and demonstrated ability to work with people from diverse cultures.

· IT diploma or relevant qualification and experience.
· Proven ability to work with & resolve issues raised via help desk/call logging system

· Experience working in supply chain- procurement procedures/asset registers/fleet management 

· Relevant experience in Office administration is a bonus
· Have commitment to work longer hours/weekends whenever needed.

· Commitment to SCI’s values

· Competencies:

Technical expertise – Accomplished

Delivering Results – Accomplished

Problem solving and decision-making – Skilled

Working effectively with others - Accomplished
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