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Department:  LOGISTICS 

Responsible to: LOGISTICS MANAGER 

Location:  TABMANBURG 

Contract length: 12 MONTHS 

Our vision 

That every child receives one daily meal in their place of education and that all 
those who have more than they need, share with those who lack even the most 
basic things. 

Our mission 

To enable people to offer their money, goods, skills, time, or prayer, and through 

this involvement, provide the most effective help to those suffering the effects of 

extreme poverty in the world’s poorest communities. 

Our values 

Confidence in the innate goodness of people – respect the dignity of every 

human being and family life – good stewardship of resources entrusted to us.  

IT OFFICER 
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Job purpose 

The Mary’s Meals IT officer Maintain and manage Mary’s Meals computer network, 
software and hardware to ensure effective functioning and efficiency of the system. 
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Key activities  

ICT Asset Management 

• Recommend and assist in the procurement of computers, printers and other spare parts 
or accessories as needed. Ensure compliance to Mary’s Meals ICT Procurement Policy 

• Maintain the ICT inventory register and asset movement and verify that all assets are 
registered in the assets register and coded. 

• Configure, manage and maintain all Mary’s Meals ICT Tools (laptops and Printers) to 
meet the Mary’s Meals standards and performance. 

• Proactively assess the ICT tools performance and standards  

• Ensure proper use of ICT equipment by staff according to the guidelines. Ensure that 
the software and hardware efficiency is up to standard. 

Networking 

• Manage and maintain the Mary’s Meals internal office network (Office 365) 

• Closely work with internet service provider to provide quality accessible internet  

• Perform proactive maintenance and reconfiguration of the IT system, including software 
and security updates on a regular basis. 

• Improve network and computer security measures. 

Software Installation 

• Assure the active and up to date use of antivirus software 

• Facilitate the installation of approved software and systems (database programmes) on 
the server and ICT tools and ensure quality of the applications. 

• Manage and keep records of local software licensing agreements 

Communication, support and email accounts 

• Communicate with the Glasgow IT department to delete-mail accounts for staff who 
have exited the organisation. 

• Facilitate the set-up of the Email groups with support from HQ 

• Provide helpdesk and troubleshooting assistance to staff in Mary’s Meals Liberia and in 
the field. 

• Conduct training for staff in the use of hardware, software, security, and internet 

Information system security 

• Create access restriction to ICT hardware and software. This includes access privileges 
by staff to the shared departmental folders and levels of access. 

• Implement security improvements  

• Determine security violations and incidences by conducting periodic audits checks and 
report any violations. 

• Upgrades system by implementing and maintaining security controls. 

ICT Compliance and standards 

• Maintains quality service by following Mary’s Meals ICT Policies, Procedures and 
standards. 
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• Ensure that all Mary’s Meals staff have been briefed and have signed the Mary’s 
Meals ICT Policy. This includes consultants and visitors who have access to Mary’s 
Meals ICT tools and Internet. 

• In consultation with the Logistics Manager review and update the ICT policy. 

• Conduct frequent field visits for internet assessment, give support and provide help 
desk services. 

Data Management 

• Enforce use of OneDrive and SharePoint amongst staff and provide orientation on its 
use 

• Implement disaster recovery and back-up procedures, information security and control 
structures. 

Other 

• Attend to any other duties as instructed by the Logistics Manager. 

 

Key relationships  

 

 

 

 

 

 

 

 

Reports to: 
Operations 
 

Internal relationships: 
Program 
 

External relationships: ISP 
Orange, Ministry of 
Communications 
 

Direct reports: 
Logistics Manager 
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Qualifications, skills and experience Essential  Desirable  

High school Graduate  
✓  

Excellent interpersonal skills and maintain a high degree 
of professionalism. 

 ✓ 

A bachelor degree in Information Technology /or 
Information Science /or Computer Science and/or any 
other related qualification. 

✓  

Strong analytical thinking and troubleshooting skills  ✓ 

Excellent knowledge of Windows, Office 365, Microsoft 
applications, Sage, Data Management, Backup recovery 
plan. 

✓  

Willing to travel occasionally to the Counties where 
Mary’s Meals Operates. 

 ✓ 

Knowledge of Microsoft Exchange Mail server 
✓  

Strong organization skills  ✓ 

At least 3 years working experience in the related field and 
with experience in working with School Feeding Program 
Systems. supported by databases would be a plus. 

✓  

Mary’s Meals International competencies 

All Mary’s Meals Liberia employees approach their role in line with the 7S 

competency model. 

Self • I build resilience 

• I lead by example 

• I’m authentic and true to my values 

• I develop myself and set stretching goals 

Service • I have a vocational attitude to my work 

• I inspire hope in others 

• I build belief that even difficult challenges can be solved 

• I am committed to serving and enabling all who want to 
be part of the global movement 

• I work to ensure our future will be better than our past 

Simplicity • I communicate effectively 

• I follow clear decision-making criteria 

• I create plans that are easy to follow and contribute to 
organisational goals 

• I embrace inclusivity and diversity 
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• I focus on delivering results 

Stewardship • I pay attention to the things that matter most – (a) our 
physical resources; (b) our people 

• I nurture, develop and respect our relationships with 
external stakeholders 

• I deliver on my promises 

• I am happy to be held accountable and to hold others to 
account 

Strategy • I have a point of view about the future 

• I see our stakeholders and our priorities clearly 

• I help others to work in ways that have the greatest 
impact 

• I develop strategy and translate it into action 

Strengthen • I create a positive work environment 

• I increase the capabilities of my team 

• I help people manage their careers 

• I find and develop next-generation talent 

Success • I ensure my team is technically competent and always 
developing 

• I build high performing teams 

• I ensure accountability 

• I am a catalyst for change 

 

 

 

 

 

 

School Feeding Officer x 5 
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Department:  Programme 

Responsible to: Area Manager 
 

Location: Cape Mount County 

Contract length: 12 months 

Our vision 

That every child receives one daily meal in their place of education and that all 
those who have more than they need, share with those who lack even the most 
basic things. 

Our mission 

To enable people to offer their money, goods, skills, time, or prayer, and through 

this involvement, provide the most effective help to those suffering the effects of 

extreme poverty in the world’s poorest communities. 

Our values 

Confidence in the innate goodness of people – respect the dignity of every 

human being and family life – good stewardship of resources entrusted to us.  

Job purpose 

The School Feeding Officer role is crucial for community engagement. Field 
Monitors play an essential and key liaison role between the schools, communities 
and Mary’s Meals including overseeing and reporting on the running of the 
programme, collecting data on key indicators of success, assessing stock and 
providing training where required.  
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Key activities  

1. Community Engagement 

 

• Ensuring positive and progressive relations with schools, communities and other 

stakeholders  

• Supporting community members in developing school gardens 

• Supposing community members in building and maintaining latrines 

• Training of the community and key staff in aspects of programme delivery while 

identifying and acting on areas where further intervention or training may be required. 

• Providing advice, training and encouragement to school principals, PTAs and 

communities in order to increase the level of support given to the programme and to 

ensure high quality programme delivery 

• Ensuring that health and safety and Child Protection policies are communicated  and 

implemented in each school 

 

2. Program delivery and supports 

 

• Developing and implementing a school visit schedule based on monthly school allocations 

• Facilitate the delivery of key programme supplies to schools 

• Compiling daily and weekly feedback reports based on direct school visits 

• Attending weekly and monthly team meetings and following through on developed work 

plans 

• Liaising with other key departments to share updates on programme performance 
• Oversee and report on the safety and hygienic issues in respect to   programme delivery 

 

 

3. Program Monitoring 

 

• Monitoring the delivery, consumption and proper storage of Mary’s Meals food and 

other supplies provided for the School feeding programme 

• Collecting data on key programme performance indicators as well as obtaining direct 

feedback from relevant parties and communicating this effectively to the Field Manager 

• Carrying out stock taking and ensuring appropriate use of school feeding food stuffs and 

related supplies 
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Qualifications, skills and experience Essential  Desirable  

University graduate 

 

✓  

INGO working experience 

 

 ✓ 

High degree of honesty, transparency and integrity 
 

✓  

Knowledge in school feeding, monitoring and evaluation 

 

 ✓ 

Motorbike riding skills (or willingness to learn) is essential 

 

✓  

Excellent communication skills 
 

 ✓ 

Ability to prioritise work 
 

✓  

Excellent organisational skills 
 

 ✓ 

Key relationships  

 

 

 

 

 

 

 

Reports to: Area 
Manager 
 

Internal relationships: 
Staff, SLT, other functions 
 

External relationships: 
Communities, Schools, 
MoE 
 

Direct reports:  
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Demonstrated leadership ability 
 

✓  

Willingness to travel to the field on a daily basis 
 
 

 ✓ 

Perform any other duties as may be assigned by the 
Supervisor 
 
 

✓  

 

Mary’s Meals International competencies 

All Mary’s Meals Liberia employees approach their role in line with the 7S 

competency model. 

Self • I build resilience 

• I lead by example 

• I’m authentic and true to my values 

• I develop myself and set stretching goals 

Service • I have a vocational attitude to my work 

• I inspire hope in others 

• I build belief that even difficult challenges can be solved 

• I am committed to serving and enabling all who want to 
be part of the global movement 

• I work to ensure our future will be better than our past 

Simplicity • I communicate effectively 

• I follow clear decision-making criteria 

• I create plans that are easy to follow and contribute to 
organisational goals 

• I embrace inclusivity and diversity 

• I focus on delivering results 

Stewardship • I pay attention to the things that matter most – (a) our 
physical resources; (b) our people 

• I nurture, develop and respect our relationships with 
external stakeholders 

• I deliver on my promises 

• I am happy to be held accountable and to hold others to 
account 

Strategy • I have a point of view about the future 

• I see our stakeholders and our priorities clearly 

• I help others to work in ways that have the greatest 
impact 

• I develop strategy and translate it into action 
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Strengthen • I create a positive work environment 

• I increase the capabilities of my team 

• I help people manage their careers 

• I find and develop next-generation talent 

Success • I ensure my team is technically competent and always 
developing 

• I build high performing teams 

• I ensure accountability 

• I am a catalyst for change 

 

 

 

 

 

 

 

 

 

Department:  OPERATIONS 

Responsible to: LOGISTICS  

Location:  TUBMANBURG 

Contract length: ONE YEAR 

ASST. MOTORBIKE 
MECHANIC 
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Our vision 

That every child receives one daily meal in their place of education and that all 
those who have more than they need, share with those who lack even the most 
basic things. 

Our mission 

To enable people to offer their money, goods, skills, time, or prayer, and through 

this involvement, provide the most effective help to those suffering the effects of 

extreme poverty in the world’s poorest communities. 

Our values 

Confidence in the innate goodness of people – respect the dignity of every 

human being and family life – good stewardship of resources entrusted to us.  

Job purpose 

The Mary’s Meals Assistant Mechanic is responsible for ensuring the effective and 
efficient functioning of the organisational mechanical equipment and accessories. The 
role will ensure that all equipment is safe and secure for use in the school feeding 
program and supervise a team of mechanics to support her/his role 

 
Management and maintenance of generators is also part of his/her duties. He/she is the 

responsible to assist with the technical recruit, manage and train technicians 

(mechanics), assistants and drivers.  
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Key activities  

Responsibilities and duties 

• Examine the engine to identify defects and make recommendations as 

appropriate. 

• Repair and or replace other engine accessories as applicable 

• Remove cylinder heads, grinds, valves and scrape off carbon, and replace 

defective valves, cylinder heads using hand tools 

• Rectify all observed motor bikes defects to ensure motor bikes are roadworthy 

compliance  

• Disassemble subassembly units and examine the condition, movement or 

alignment of parts, reassemble and test the same 

• Conduct routine servicing of all motor vehicles 

• Assist with basic repairs and servicing of the office generators as required 

• Liaise with the Fleet Manager to process and procure all spare parts required to 

replace the damaged ones 

• Report any suspected misuse of motor bike, damage or premature wear of 

vehicle components 

• Advise Riders on motor bike maintenance so as to attend to the basic 

requirements 

• Attend always, to any vehicle breakdown at the reported location/s  

• Assist with picking up Monitors from the field during breakdown of their 

motorbikes 

• Perform any other reasonable duties commensurate with the role as may be 
assigned by the Supervisor. 

Reporting 
 

• Ensure that all diagnose cases are repair and documented and reported to 
Line Manager for every repair or services. 
 

• To analyse all fault report forms for correct specification of spare parts 
request. 
 

• Report all riders involve in mishandling of their assigned bike or any other 
bike assigned to them. 
 

• To fill in a job card for every servicing or repair per Motor bike and deliver 
to Line Manager. 
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Qualifications, skills and experience Essential  Desirable  

Ability to read and write with comprehension 
✓   

Ability to set and meet targets  ✓ 

High school Graduate 
✓  

Diploma/Certificate in Mechanical engineering 
✓  

At least 3 years of experience working as a Motor bike 
Mechanic in a reputable Garage 

 

✓   

Valid driving license 
✓  

Willingness to work long hours, holidays and weekends 
as required 

 ✓ 

 

Mary’s Meals International competencies 

All Mary’s Meals Liberia employees approach their role in line with the 7S 

competency model. 

Self • I build resilience 

• I lead by example 

• I’m authentic and true to my values 

Key relationships  

 

 

 

 

 

 

 

Reports to: 
Operations 
 

Internal relationships: 
Program 
 

External relationships:  
To work with Spare Parts 
Supplier in identifying 
genuine spare parts. 
 

Direct reports:  
Fleet Manager 
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• I develop myself and set stretching goals 

Service • I have a vocational attitude to my work 

• I inspire hope in others 

• I build belief that even difficult challenges can be solved 

• I am committed to serving and enabling all who want to 
be part of the global movement 

• I work to ensure our future will be better than our past 

Simplicity • I communicate effectively 

• I follow clear decision-making criteria 

• I create plans that are easy to follow and contribute to 
organisational goals 

• I embrace inclusivity and diversity 

• I focus on delivering results 

Stewardship • I pay attention to the things that matter most – (a) our 
physical resources; (b) our people 

• I nurture, develop and respect our relationships with 
external stakeholders 

• I deliver on my promises 

• I am happy to be held accountable and to hold others to 
account 

Strategy • I have a point of view about the future 

• I see our stakeholders and our priorities clearly 

• I help others to work in ways that have the greatest 
impact 

• I develop strategy and translate it into action 

Strengthen • I create a positive work environment 

• I increase the capabilities of my team 

• I help people manage their careers 

• I find and develop next-generation talent 

Success • I ensure my team is technically competent and always 
developing 

• I build high performing teams 

• I ensure accountability 

• I am a catalyst for change 
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To apply, please send your CV (maximum 3 pages) with details of three professional 

references (emails and cell numbers) and a cover letter explaining why you are 

interested in the role to Jobs.Liberia@marysmeals.org 

Closing date:  Sunday 28th January 2018 at 5pm. 

Interviews: Interview dates will be communicated to shortlisted candidates. 

While Mary’s Meals Liberia will endeavour to contact all candidates within a reasonable time, 

this may not always be possible due to limited resources.  Therefore, if you have not heard 

from us within two weeks of the closing date, you can assume that your application has, on 

this occasion, been unsuccessful. Mary’s Meals Liberia is an equal opportunities employer. 

All applicants will be judged strictly on the basis of merit. 

 

Mary’s Meals is a child friendly organisation committed to the protection of children. 

  

Female candidates are strongly encouraged to apply. 

 

mailto:Jobs.Liberia@marysmeals.org

