
 
 

Vacancy Announcement 
 
Title:  Staff Operations Intern 
 Reports to:  Supply Chain Manager 
 Location: Monrovia 
 
Partners In Health (PIH) is a nonprofit organization whose mission is to provide quality health care for the poor and marginalized in Haiti, Rwanda, 
Lesotho, Malawi, Peru, Mexico, Russia, Dominican Republic, and the Navajo Nation. In addition, PIH has a growing network of affiliated organizations 
and initiatives in several other countries, including Nepal, Burundi, Mali, Liberia, and Togo. Through service delivery, training, advocacy and 
research, PIH works around the globe to bring the benefits of modern medical science to those most in need of it, to serve as an antidote to despair, 
and inspire others to do the same. 
  
Overview of position  
Under the general supervision of the Supply Chain Manager, the Staff Operations Intern serves as the primary person for accompaniment of PIH 
Liberia staff and visitors, ensuring that all travel, accommodation, logistics and office operations run smoothly and efficiently. The following are the 
duties and responsibilities for this position: 
 
Specific duties and responsibilities  

 Work with operations department to develop transport schedules and vehicle needs for current staff and incoming visitors and 

Managing an ongoing schedule of visits by local and international staff. 

 Work with the transport office to coordinate the smooth pick up and drop offs of staff from and to the airport respectively. 

 Work with the residential staff supervisor to coordinate the allocation of proper accommodation to incoming international staff. 

 Work with the staff operations officer and the transport office in handling the movement of cargo and staff on the road  

 Ensure that day-to-day residential operations run smoothly; work closely with other Staff Operations Officers across the project to 

maintain effective transportation logistics into and around counties. 

 Work with the supply chain team to ensure that all the daily and weekly office and residential purchase needs e.g. weekly office food, 

Drinking water, residential needs, cooking gas, office supplies are met on time by following the necessary procedures. 

 Working with the Operations office to prepare weekly or bi-weekly budgets for office and residential needs. 

 Work with the residential Staff Supervisors on Cleanliness and Laundry at the office and guest houses. 

 Handle Staff Activities, Celebrations, and Social Engagements: 

 Work with the supply chain manager in Office Management: handling cleaners and checklists, overseeing procurement of Staff Ops 

materials and general daily operations activities at the office. 

 Produce weekly reports on residential issues, office operations and suggest ways of improving the system. 

 Produce bi-weekly reports on office and residential expenditures on food and other supplies and find ways of cutting costs but at the 

same time maintaining quality. 

Skills and experience 
 To be successful in this role, the ideal candidate must have: 
 Minimum Diploma in any field 
 Strong ability to plan, organize and meet deadlines. 
 Strong reporting skills. 
 Strong analytical skills. 
 Strong Budgetary and financial skills. 
 Ability to work under minimal supervision. 
 Ability to multitask and work under immense pressure. 
 Proficient in both written and oral communication English. 
 Strong ability to understand and manage teams and data is a MUST 
 High proficiency with Microsoft Office Suite particularly proficiency in Excel IS A MUST! 
 Adaptability to work in a rapidly changing environment.  

 

Application instructions:  

All interested candidates are encouraged to send their functional resume and cover letter to:  PIHLiberiaHR@pih.org on or before January 

27th 2017.  

 Please indicate the position you are applying for in the subject line of your mail and title of your application,  



 Attach Resume (First name, last name)  and other related documents in one attachment   
 Please state exactly the source of the vacancy announcement. Example: Facebook, Emanson, linkedIn, Radio Liberia 

 

Partners in Health is an equal opportunity employer and all qualified applicants will receive consideration for employment without regard to 

race, color, religion, sex, sexual orientation, gender identity, national origin, disability status, protected veteran status, or any other 

characteristic protected by law. 

 


