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WFP seeks candidates of the highest integrity and professionalism who share our humanitarian principles. 
Selection of staff is made on a competitive basis, and we are committed to promoting diversity and gender balance. 

 
 

Junior Professional Officer (JPO) Programme 
 

Supply Chain Officer 
Supply Chain Unit, WFP Country Office Ethiopia  

Addis Ababa, Ethiopia  
 

TERMS OF REFERENCE  
 
 
 
ABOUT WFP 
 
The World Food Programme (WFP) is the world's largest humanitarian agency fighting hunger worldwide. We are 
currently seeking a Junior Professional Officer to fill the position of Supply Chain Officer with the WFP Country Office 
(CO) Supply Chain unit based in Addis Ababa, Ethiopia.  
 
 
CONTEXT AND BACKGROUND 
 
Ethiopia has made important development gains over the past two decades, reducing poverty and expanding 
investments in basic social services. However, food insecurity and under-nutrition still hinder economic growth. As per 
the 2020 Humanitarian Development Plan, an estimated 8 million people require food assistance. 
 
WFP continues its strong commitment to support the Government of Ethiopia to make further development gains and 
address issues related to food security. This is done through a range of programme activities which includes direct 
implementation and delivery of food assistance as well as capacity strengthening of government authorities and 
programmes. 
 
A key component to WFPs ability to deliver its programme in Ethiopia is a strong and agile supply chain unit. The 
Ethiopia CO hosts one of WFP’s largest supply chain operations, managing the movement of over 400,000 metric tons 
of food per year to 3,000 distribution points and 26 refugee camps. In addition to the in-kind food, WFP Ethiopia 
delivered more than US$ 26.5 million as food assistance through Cash Based Transfers (CBT) in 2022, reaching 1.3 
million affected people. The supply chain unit plays a key role in delivering CBT in terms of monitoring the markets, 
engaging and contracting financial service providers and ensuring actual delivery and proper feedback mechanism for 
CBT activities. 
 
 
GENERAL INFORMATION 
 

 Title of Post: Supply Chain Officer Cash Based Transfers and Markets 
 Grade: P2 
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 Supervisor: Deputy Head of Supply Chain, Ethiopia Country Office 
 Unit: Supply Chain 
 Division/Country Office: Ethiopia Country Office 
 Duty Station: Addis Ababa, Ethiopia, with an inception period at the Regional Bureau in Nairobi 
 Duration of assignment: 2 to 3-year assignment (1 year renewable fixed-term contracts) 

 
DUTIES AND RESPONSIBILITIES 
 
Under the direct supervision of the Head of Logistics  and overall coordination of the Head of Supply Chain, the JPO 
will have the following responsibilities: 
 

I. Pre-Diagnosis –planning stage 
 Perform secondary analysis of the country’s main markets and supply chains to 

determine functionality and identify main gaps; 
 Support in defining the overall supply chain strategy to support the CO’s Country 

Strategic Plan (CSP) by identifying structure, capabilities and resourcing required for 
both CBT and in-kind food assistance; 

 Work with Strategic Outcome (SO) managers to analyse the food assistance systems and 
to map supply chain activities to support effective and efficient delivery mechanisms; 

 Support WFP Supply Chain unit to determine specific activities & budgetary 
requirements to support food assistance delivery (CBT & in-kind); 

 Work with the Cash Working Group, contribute SC inputs to the transfer modality 
selection process and operational planning for the selected modality; 

 Regardless of the transfer modality (Food, CBT, Capacity Strengthening), carry out in-
depth market analysis and supply chain network mapping (Market System Analysis) to 
identify main inefficiencies and opportunities to strengthen local markets with 
objectives to improve customer’s value equation and/or recommend on best suited 
transfer modality in-kind food or CBT. 

 
II. Implementation stage 

 Work with CO colleagues in Programme, IT and Finance, determine the scope of service 
for retail selection, participate in evaluation and contracting of retailers to sustainably 
and efficiently meet the beneficiaries’ food and/or Non Food Items(NFI) needs; 

 Working with CO colleagues in Programme, IT and Finance, to participate and contribute 
to the selection and contracting of appropriate financial service providers; 

 In collaboration with Supply Chain colleagues prepare the contract for retailers and 
financial service providers and ensure full document audit trail of the selection and 
contracting process is maintained; 

 Maintain a list and key details (such as contact details, contract start/end dates, 
location, performance evaluations etc.) of all contracted retailers and Financial Service 
Providers; 

 In collaboration with Supply Chain colleagues, agree on the management of purchase 
orders for transfers to beneficiaries; 

 Arrange onboarding meetings with contracted retailers ensuring understanding of WFP 
operations, including programmatic objectives and WFP processes from redemption to 
payment process; 

 Work with retailers to reconcile vouchers, create necessary Service Enter Sheet 
recording service delivery, verify and validate payable amounts against their invoice 
where SCOPE e-Voucher or paper vouchers are in use; 
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 Working with WFP Programme, Finance, Cooperating Partners and Retailers, set up and 
manage the processing of paper vouchers, ensuring clear traceability from orders to 
print, to archiving and destructions; 

 Review capacity gaps for the Supply Chain CBT and Markets team, counterparts from 
other functions, partners, retailers and beneficiaries to provide appropriate 
sensitisation, advocacy and training; 

 Identify and build productive relationships and partnerships with counterparts in UN 
agencies, NGOs, governments and the private sector to share knowledge and resources; 

 Train WFP staff and shop owners on the fundamentals of retail such as bookkeeping, 
inventory management, and how to strengthen customer value equation (assortment & 
availability, quality, price and service); 

 Apply and/or develop Standard Operating Procedures and tools for retail engagement 
activities; 

 Set up retailer performance and monitoring and train relevant staff to carry out 
monitoring and reporting effectively. Define a follow-up plan for improvement of 
retailer performance. Validate the knowledge of the shop and set up a minimum 
standards notation to achieve a contract with WFP; 

 Hold regular meetings with contracted retailers to review findings (operational issues, 
progress on Key Performance Indicators) from monitoring team and establish an action 
plan; 

 Analyze redemption dashboards or similar to identify potential areas for improvement 
and using retail data and discuss  with other WFP units on operational adjustment; 

 Investigate and report incidents to relevant stakeholders (internally and externally). 
 

III. Market Development  
 Work closely with Programme unit, local government, trade organisations, 

retailers/wholesalers, NGOs, UN agencies to set up the most appropriate market 
development activities; 

 Implement market development activities such as improving linkages between farmers 
(manufacturers), importers, traders, wholesalers and markets; 

 Facilitate creation of market in a remote location or after a sudden onset emergency 
when shop infrastructure may be destroyed or doesn’t have sufficient capacity; 

 Define and implement key performance indicators to measure success of market 
strengthening activities; 

 Establish regular reports of market development activities and share with Supply Chain 
unit team, CBT working group and other relevant stakeholders (Programme, Social 
Protection, Nutrition, etc.); 

 Coordination and Communication with other units beyond CBT that are working on 
programmatic areas linked to Food System, Social Protection and Nutrition. 
 

Preparedness 
 Coordinate with Finance on the identification of financial service providers and with IT 

on infrastructure and connectivity assessment; 
 Provide supply chain staff capacity development in supply chain CBT implementation; 
 Familiarize with corporate tools and templates; 
 Engage with local authorities and other relevant external stakeholders for preparedness 

activities related to CBT operation; 
 Establish preparedness actions for WFP CO for CBT operations, including internal WFP 

and service providers such as financial service providers and retailers. 
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IV. Data Analytics 
 Promote a digitalization mind-set, looking for opportunities to collect data in digital 

form, in a way that allows the production of structured reporting; 
 Use data analytics as a crucial source to measure performance consistently through 

time, establish best practices and support management decisions; 
 Working with other WFP units such as Vulnerability and Mapping, Monitoring and 

Evaluation and Data analytics team in the CO, set-up/use existing databases to produce 
analysis reports on market indicators (availability, variety, price, quality and service) to 
assess any risks that might have an impact on the Programme and determine 
appropriate mitigating measures. 

 
 
EXPECTED OUTCOMES 
 

 It is expected that the JPO will become an integral part of the Supply Unit in the WFP 
Country Office and contribute to the successful delivery of programme activities, with 
specific focus on Cash Based Transfers and related activities: 

o Submission of reports and analysis in accordance with deadlines; 
o Established contracts of Financial Service Providers which meet the needs and 

requirements of the WFP Country Office; 
o Through coordination with other units in the Country Office and external 

partners and service providers, successful implementation of Cash Based 
Transfer activities as defined by WFP programme. 

 
 
ESSENTIAL QUALIFICATIONS & EXPERIENCE 
 

 Advanced university degree in Supply Chain Management, Public Administrations, 
Business Management or Social Sciences; 

 Three years of relevant working experience in the field of Supply Chain management, 
either in the private sector or development/humanitarian sector; 

 Fluency in English and another official UN language; 
 Proficiency in Windows MS Office (Word, Excel, Powerpoint, Outlook); 
 Behavioural competencies such as Action Management, Client Orientation, Cognitive 

Capacity, Innovation, Partnering and Teamwork. 
 
DESIRABLE REQUIREMENTS 
 
To perform the wide range of tasks and excel in this position, the ideal candidate would also possess: 
 

 Exposure to the international arena either by direct work for an international 
institution/organization; or, if working for a national entity, by way of interacting with 
international stakeholders; 

 Intermediate level of one, or more, of the following official languages: French, Spanish, 
Arabic, Chinese, Russian and Portuguese; 

 WFP’s international professionals are required to serve in different locations around the 
world during the course of their career (including in hardship duty stations); willingness 
to be mobile would maximise opportunities for long-term retention into the 
Organization. 
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SUPERVISION 
 
The JPO will work under the direct supervision of the Deputy Head of Supply Chain in the Ethiopia CO. 
 
 
TRAINING COMPONENTS 
 
In the first three months of arrival at the duty station, the JPO and the direct supervisor will agree on a 
training development plan in line with the corporate strategy, the tasks to be performed at country office 
and the specific interests and wishes of the JPO. This will include on the-job-training, WeLearn training 
packages on CBT-SC and potentially internal job-swaps. 
 
The JPO will also be expected to at least undertake one of the following: 
 

 Attend and pass Level 2 UNDP procurement certification course accredited by the Chartered 
Institute of Purchasing and Supply (CIPS). 

 Attend and pass Humanitarian Logistics Certification Programme by Fritz Institute. 
 
 
LEARNING ELEMENTS 
 
At the end of the two/three-year assignment, the JPO should have obtained: 
 

 Very good knowledge of the WFP CBT programmes and activities in general, with technical expertise 
and skills on the supply chain components of programme design and implementation; 

 Good skills in defining external partners and service providers to meet the supply chain; needs and 
requirements to operationalize CBT programme activities; 

 Familiarity with humanitarian supply chain operations in general and WFP role as lead agency of the 
Logistics Cluster; 

 Good general understanding of WFP’s overall operations and activities in the region of assignment. 
 
 
 

Saving Lives 
Changing Lives 

 


