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GWT (N) JOB DESCRIPTION 

Job Title:  Logistics Asst Post Ser No:   

Grade/Entry Spine:  EG-03 Dept/Loc:  AWC Bagmati 

1. Core Competencies:  
 
1.1:  Managing a Quality Service:   Effectiveness in this area is about the pursuit of excellence to deliver 
GWT(N) objectives and priorities, taking account of the diverse needs and requirements of our beneficiaries.   
Plan, organize and manage their time and activities to deliver high-quality, safe, reliable and efficient 
services.   
 
1.2:  Delivering Value for Money: Delivering VfM involves the efficient, effective and economic use of our 
Donors’ money in the delivery of our services.  Recognizing and respecting that we are a charity-funded 
organization and delivering the best mix of quality and effectiveness for the least expenditure.   
 
1.3:  Collaborating and Partnering: People skilled in this area are team players and people who care.   
Working collaboratively, sharing information appropriately and building supportive, caring and professional 
relationships with beneficiaries, colleagues and partners of GWT(N).    
 
1.4:  Changing and Improving:  To be effective in this area, you should take initiative, be innovative and seek 
out opportunities to create positive change.  Learning from what has worked/not worked, and being open to 
change and improvement, while working in “smarter” and more focused ways.   
 
1.5:  Making Effective Decisions: Effectiveness in this area is about using sound judgment, evidence and 
knowledge to arrive at accurate, expert and professional decisions and/or advice.  Actively contributing to 
decision making and being careful with confidential information.   
 

2. Essential Qualifications, Skills and/or Experience: 
 

2.1:  Minimum qualification of bachelor’s degree or above with two years’ experience in health related field 
OR in management / logistics field with experience in health organisations. 
2.2:  Must be able to offer effective and efficient procurement/supply management tasks. 
2.3:  Must be confidence in spoken and written English. 
2.4:  Must be competent to use MS office (word, excel, excess and P/P). 
2.5:  Be able to deal with supplier with confident and excellent good communication and interpersonal skills. 
2.6:  Excellent time management, priority setting and trying to complete the tasks before the datelines.   

3. Desirable Qualifications, Skills and/or Experience: 
 
3.1:  Prior experience or knowledge about medical logistics background. 
3.2:  Flexible, adaptable, and effective service delivery. 
3.3:  Able to organize and track several parallel deliveries and to deliver effectively under pressure. 
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4. Key Responsibilities:     The Logistics Asst is responsible to Logistics cell by completing the allocated task 
to support overall GWT(N) logistic function from AWC Bagmati; being a prominent central hub for logistic 
operations. 

 
4.1:  To support logistics cell and complete the allocated tasks.     
 
4.2:  To keep track of all Purchase orders produced from Procurement Cell, HQGWTN which are deliverable 
to AWC Bagmati for further distribution to other GWTN bases.  
 
4.3:  Receive the goods delivered by various Vendors/Transport/Courier companies and ensure that the 
quality as well as the quantity is met as per the requirement produced in Purchase Order.  
 
4.4: To ensure the bills and invoices are properly drawn and these original bills are timely and routinely 
forwarded to HQGWTN for further payment process. 
 
4.5: Responsible to safeguard the received goods until further instruction for allocations is received upon 
which it should be packaged and made ready for delivery to all AWCs’. 
 
4.5: Liaison with Logistics cell, HQGWTN to ensure that the items/equipment other than consumable goods if 
required to be registered in the Assets register is to be updated accordingly. 
 
4.6: Conduct market survey for requested vendors located in and around Kathmandu valley and draw reports 
of their suitability.  
 
4.7: Conduct market survey and price enquiry for different items as requested from HQGWTN on various 
occasions. 
 
4.8: Co-ordinate with medical suppliers as well as CSM to ensure that the medicine/consumables are 
distributed timely to AWCs. Further tracking of returned items is to be maintained and this information 
should be passed on to Procurement Cell. 
 
4.9:  Any other tasks assigned by GWT(N) management. 

5. Pre-Appointment Training/Briefing: 
 
5.1:  GWT(N) induction followed by a week HOTO. 

6. Post-Appointment Training: 
 
6.1:  As per GWT(N) training policy. 

7. Reporting Chain:  
         
7.1:  1st Appraiser:  
7.2:  2nd Appraiser: 
7.3:  Appraisal Input from: 

 
 
Proc Officer 
Sp Manager 
CST Mgr Bagmati & CPM Bagmati 

 

Procurement Offr 
 

Drafted by 1st Appraiser 

 

02 Dec 21 
Date 

 

Sp Manager 
 

Approved by 2nd Appraiser 

 

02 Dec 21 
Date 

 
……………………………………… 
Post Holder’s Signature 

 
………………………… 

Date 

 
Fd Dir’s Signature 

 
 

Date 

Version 1.0 as at (date) 01 July 20  

 


