
                  Liberia National Red Cross Society 

Name:         Employee ID:  

Function: Operations Advisor      Grade:  

Department: Administration      Unit: 

Place of Employment: Headquarters in Monrovia  

Direct Supervisor: Secretary General  

Technical Supervisor:  

 

JOB DESCRIPTION: Operations Advisor 

She/he reports to the SG, and ensures smooth implementation of various policies, procedures 
and processes that contribute to LNRCS operations, focusing on cross section of operational 
areas and processes in finance, HR, logistics, communication, third party relations and support 
services such as IT, and with the heads of program and finance strategizing fund raising and 
budget activities, and also determining and suggesting areas of the policies, systems, 
operations and services needing improvement.  

Education and competences 

She/he is required to have undergraduate degree, preferably graduate degree in business 
administration in management or a similar subject. Must be good in written and fluent in 
spoken English. Must have computer knowledge and skills excellent in Microsoft Excel.   

Work experience and minimum skills required 

She/he must have 5 years work experience in similar job, and must be a strategic thinker, able 
to set and achieve goals, full of ideas and energy to introduce new concepts and innovations. 
Has passion for procedures and processes and always seeking to improve best practice. Has 
brilliant communication and interpersonal skills, and strong leadership skills, including effective 
time management, able to prioritize and delegate. Has systematic organized approach to work, 
able to lead, support and motivate clients and team members. 

Roles and responsibilities  

The tasks of the operations coordinator or manager are: 

- Monitoring implementation of the finance, logistics and HR policies, procedures and 

processes, suggesting course of action to ensure compliance of staff at HQ and chapters  
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- Monitoring implementation of the 2016 Audit report recommendations, following up 

with staff members and partners as necessary to ensure delivery on time. 

- Planning and overseeing the development of resource mobilization strategies and 

business plan, monitoring and ensuring implementation of the plan, and suggesting 

optimum use of the resources mobilized. 

- Monitoring to ensures contracts entered into with partners /clients and services 

delivered meet acceptable standard and are on time, and feedbacks are generated from 

partners /clients 

- Monitoring to ensure service contracts to the LNRCS are at an acceptable standard and 

cost effective, and as and when necessary representing management in contract 

negotiations. 

- Planning and conducting asset inventory, create asset and volunteer databases and 

increase efficiency in tracking and reporting at HQ and the chapters  

- Monitoring to ensure that asset inventory records at HQ and chapters are updated 

quarterly and reports are distributed to senior management and partners.  

- Monitoring departmental work plans and managing specific assignments to staff to 

ensure timely delivery. 

- Reviewing and tracking program activity reports, achievements and other performance 

indicators and determining areas needing improvement. 

- Monitoring purchase and supply orders to ensure quality, efficient and effective 

procurement, and maintenance of stocks in the warehouses. 

- Monitoring the movement of goods into and out of CAR center in Brewerville, and 

chapters. 

- Monitoring financial and budget activities, and suggest investment in commercial 

activities including sale of first aid materials and services, clinic services, guesthouse 

rental, and others fundraising operations such as clean up campaigns and health 

promotion. 

- Planning and oversee the renovation of the guesthouses, CAR center, etc., coordinating 

with the heads of finance, program and partners as required. 

- Planning and directing activities such as clean up campaigns, coordinating with the 

heads of finance, and program as required. 

Perform other tasks as required. 

To apply for this job, please send your Resume and Cover letter to 

lnrcs.recruitment2016@liberian-redcross.org        
 
NOTE: Only electronics applications will be accepted, and No telephone calls. 
Deadline for receipt of applications is October 2, 2017. 
 
Females are highly encouraged to apply. 


