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Vacancy Announcement 

 
Mercy Corps is an international, non-governmental humanitarian relief and development agency that exists to alleviate 
suffering, poverty and oppression by helping people build secure, productive, and just communities. Mercy Corps works in 
more than 40 countries, and has been working in Liberia since 2002.  
 
Mercy Corps invites applications from all interested and potential Liberian candidates for the following position: 
 
1. Operations Assistant– 01 position, based in Monrovia, Liberia. 

 

    Please find below the full position description for this position. 
 

“Fostering a diverse and open workplace is an important part of Mercy Corps’ vision, and we encourage people from all 
backgrounds, especially women and members of disadvantaged groups to apply. Mercy Corps is an Equal Opportunity 

Employer”. 
 

How to apply? 

Interested and qualified candidates are requested to submit their detailed CV with a cover letter along with other relevant 
certificates to the email address lr-jobs@mercycorps.org. You are requested to mention the title of the position on the subject 
line of the e-mail while applying. 
 
Hard copies of the CV with cover letter along with all relevant certificates can be dropped at Mercy Corps’ Office located on 

Tubman Boulevard, Oldest Congo Town, Sophie, and Opposite SOS Clinic. Monrovia. Label the left corner of the envelope 

with the title of the position for which you are applying. 

Last date for the submission of CV is May 27th, 2019 by 04:00 pm. Mercy Corps reserves the right to accept or reject any 

or all CV(s) without assigning any reason. Only shortlisted candidates will be contacted. Telephone enquiries will not be 

entertained. The interview process will be ongoing upon receiving of applications.  

Females’ candidates are strongly encouraged to apply! 
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OPERATIONS ASSISTANT 
 

Position Description 

Location Monrovia, Liberia 

Position Status Full-time Regular  

Salary Level (Level 3 Grad A) 

Current Team Member No 

 

About Mercy Corps 

Mercy Corps is a leading global organization powered by the belief that a better world is possible.  

In disaster, in hardship, in more than 40 countries around the world, we partner to put bold solutions  

into action — helping people triumph over adversity and build stronger communities from within.  

Now, and for the future. 

Program / Department Summary  

As a member of the operations department, responsible for the support of Mercy Corps programming in the 

Liberia, ensure the smooth movement of people, material and documents throughout the region. Assist with 

procurement, customs clearance, and following procedures as outlined in the Mercy Corps Procurement 

Manual. 

General Position Summary  

The Operations Assistant will assist the Operations Department in supporting all programs with in Mercy 

Corps. He/she is expected to work with integrity and in accordance with Mercy Corps’ keep standard operating 

procedures.  

Essential Job Responsibilities  

OFFICE MANAGEMENT 

 Ensure that the office portrays a professional image. 

 Maintain proper inventory of office assets purchased within various programs. 

 Update all contact lists, constant companion and other information related to communication, monthly. 

HUMAN RESOURCE MANAGEMENT 

 Responsible for maintaining files international staff or guest.   

 In cooperation with Mercy Corps Operations Officers, ensure that the recruitment of Temp hire staff 

adheres to the MC’s Procedures and local labor law. 

 Responsible for keeping roster of Temporary Contractors 

 Responsible for ensuring compliance with all Mercy Corps hiring procedures. 

ASSET MANAGEMENT 

 Responsible for all aspects of asset inventory management of items in the office in coordination with 

the Operations department. 

 Responsible for tagging assets and tracking their movements to other locations 



 

 

 Responsible for keeping records of all contracts deadlines. Alerting Operations Officer on leases 

expirations.   

PROCUREMENT (in cooperation with Logistics department and senior management) 

 Ensure all items procured in Liberia adhere to the Mercy Corps Procurement Policies and Procedures. 

 Track all purchase requests coming in from various programs 

 Track payment made to vendors versus PO issued 

 Work with programs to develop their distribution plan 

 Ensure all procurement documents or contracts are filed. 

 Ensure that there are no conflicts of interests between Mercy Corps staff and suppliers and vendors.  

Bring to senior management team’s attention if any conflicts of interest exist or may exist. 

 Help prepare GRN, Waybill of materials for field transporting. 

 Conduct himself/herself both professionally and personally in such a manner as to bring credit to Mercy 

Corps and to not jeopardize its humanitarian mission. 

 Other duties as assigned. 

SECURITY 

 Ensure compliance with security procedures and policies as determined by country leadership. 

 Proactively ensure that team members operate in a secure environment and are aware of policies. 

ORGANIZATIONAL LEARNING   

 As part of our commitment to organizational learning and in support of our understanding that learning 

organizations are more effective, efficient and relevant to the communities they serve, we expect all 

team members to commit 5% of their time to learning activities that benefit Mercy Corps as well as 

themselves.  

 

ACCOUNTABILITY TO BENEFICIARIES  

 Mercy Corps team members are expected to support all efforts toward accountability, specifically  

to our beneficiaries and to international standards guiding international relief and development work, 

while actively engaging beneficiary communities as equal partners in the design, monitoring and 

evaluation of our field projects. 

 

 Team members are expected to conduct themselves in a professional manner and respect local laws, 
customs and MC's policies, procedures, and values at all times and in all in-country venues. 

 

Supervisory Responsibility 

None 

Accountability  

Reports Directly to: Operations Officer 

Works Directly with: Finance, Programs, Human Resources.  

 



 

 

Knowledge and Experience  

 A minimum of 3 years of experience in administration or management. 

 A relevant associate degree or university degree is preferred. 

 Demonstrated understanding of and/or experience with governmental, non-governmental, military 

or commercial administration, procurement and management issues, protocols and associated 

systems/apparatus. 

 Excellent negotiation, representation, skills and the ability to work comfortably with an ethnically 

diverse staff. 

 Effective verbal and written communication, organizational skills - Fluency in both written and 

spoken English.   

 Basic computer skills (Word, Excel) and knowledge of and experience in inventory, human 

resource management, procurement procedures, etc. 

 Demonstrated attention to detail, ability to follow procedures, meet deadlines and work 

independently and cooperatively with team members and a proven ability to solve problems 

independently without direct supervision. 

Success Factors  

Be able to think out of the box and demonstrate willingness to grow. 

Define the specific behavior and attitudes critical to success in the position at time of hire and as it develops 

over time in paragraph form (soft skills). 

 


