
 

JOB DESCRIPTION FOR PROCUREMENT & LOGISTICS INTERNSHIP 

 

This Intern will assist with the Procurement and logistics in compliance with VSO internal 

policies, procedures and donor requirements. 

 
Key Responsibilities: 

Office, houses, and equipment maintenance:  

 Coordinate all accommodation process for volunteers.  Ensure all Volunteers houses, 
and repairs are reported and dealt with quickly from start of volunteer placement to 
the end. 

 Ensure rent payments for all houses and office done on time and database is updated 
with relevant information. 

 Work with the operation officer to ensure fleet management, track maintenance 
schedule, fuel usage and vehicle scheduling as described in the field fleet management 
guidelines and provide monthly reports. 

 Follow up on any claims and renewals of insurance policies for organisation assets  
 

Procurement, Logistics & Asset management 

 Raise purchase requests and orders, liaising with employees requesting items, finance 
as needed and on timely manner. 

 Maintain and update preferred suppliers list  

 Review the current country office assets registers and update in the light of VSO’s 
assets register policy and ensure a complete inventory of VSO assets is held by VSO and 
every asset is adequately labelled.  

 Undertake local logistical duties such as booking flights, hotels and venues for 
workshops and accommodations. 

 Assist in the process of disposal of assets and equipment. 

 Perform other related duties and activities as instructed by the supervisor 
 

 Skills, Knowledge and Experience required 

 Holder of Bachelor Degree in Procurement and Supply/ Logistics Management or 
equivalent qualifications in Business studies majoring in Procurement and 
Supply/Logistics 



 Proficiency in Microsoft Office 

 Good written and verbal communication skills (Kiswahili & English) 

 Flexibility to adapt, positive attitude towards change, and a constructive and creative 
approach to problem solving 

 Understanding of the role of international development and more specifically of 
volunteering  

 

Duration: 7 months 

 

APPLY HERE  

http://www.vsointernational.org/volunteering/professional/jobs/apply/a0m3z00000FoZLxAAN

