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	Inventory Officer
	Reporting to
	Inventory Manager 

	Location
	Various
	Direct Reports
	0

	Marie Stopes Sierra Leone


Marie Stopes Sierra Leone (MSSL) was established in 1986 as a leading provider of high-quality reproductive healthcare. We are a social enterprise that blends the values of non-profit public service with the innovation and efficiency of private sector delivery. Every year, we serve thousands of women, men, and young people across Sierra Leone with compassionate, client-centered care.

We are part of MSI Reproductive Choices, a global partnership operating in 37 countries, united by the belief that everyone should have the freedom to make their own sexual and reproductive choices.

Our work goes beyond healthcare. By supporting the physical, emotional, and reproductive wellbeing of our clients, we also open doors to broader opportunities. When men, women and girls are able to make informed choices about their bodies and futures, they are better able to stay in school, pursue their careers, contribute to their communities, and build healthier families. In this way, reproductive choice becomes a pathway to dignity, autonomy, and the reduction of poverty.

	The Role/Function

	The Inventory Officer supports the end-to-end management of inventory across all warehouses, centres, and distribution points. The role ensures accurate inventory records in Inflow systems, proper documentation of all inventory movements, compliance with internal controls, and timely reporting.

The Inventory Officer plays a critical operational role in maintaining integrity, supporting inventory visibility, and ensuring goods are available to meet programme, commercial, and operational needs.


	Key Responsibilities



1. Inventory Control & Documentation
· Maintain accurate inventory records for all SKUs within the assigned warehouse/centre.
· Update inventory software with:
· Goods Received Notes (GRNs)
· Goods Dispatch/Delivery Notes (GDNs)
· Transfers
· Inventory adjustments
· Batch/lot updates and expiry dates
· Maintain physical and digital bin cards, inventory ledgers, and inventory movement registers.
· Ensure complete, up-to-date, audit-ready documentation for all inventory transactions.

2. Inventory Receipt & Verification
· Receive all incoming goods following standard operating procedures.
· Conduct quantity and quality checks against supplier delivery notes, purchase orders, and GRNs.
· Verify batch numbers, expiry dates, and packaging integrity.
· Document variances and escalate discrepancies to the Inventory Manager and Procurement Unit.

3. Invemtory Issuing & Distribution
· Prepare and issue inventory to outreach teams, centres, regional offices, sales teams, and internal departments as appicable
· Ensure all outgoing inventory is supported by:
· GDNs
· Approved requisitions
· Acknowledgment copies
· Organize shipments and coordinate with logistics teams.
· Ensure accurate posting of all issuances into the system timely and accurately. 

4. Stock Monitoring, Reconciliation & Physical Counts
· Conduct daily, weekly, and monthly physical stock checks.
· Track inventory levels and notify the Inventory Manager of low-stock thresholds.
· Reconcile physical counts with Inflow system balances.
· Investigate and document variances, shrinkage, and damaged/expired items.

5. Warehouse & Storage Management
· Maintain organized warehouse layouts with proper:
· labelling
· segregation
· FEFO
· temperature and humidity control
· shelving and stacking
· Monitor storage conditions and ensure compliance with:
· medical commodity standards
· donor requirements
· safety and health regulations
· Keep storage areas clean, secure, and audit-ready.

6. Compliance & Internal Control Support
· Follow and enforce all inventory SOPs and internal controls.
· Maintain strict documentation for donor-funded commodities.
· Support routine internal and external audits.
· Report any red flags, pilferage risks, or process gaps immediately.

7. Stakeholder Support
· Work with Procurement to confirm deliveries and reconcile supplier documents.
· Coordinate with Centres and Sales Teams for timely stock requests.
· Support Operations and Finance teams with stock data and reports.

	Qualifications & Experience 

	Required:
· Bachelor’s degree or Diploma in Accounting, Supply Chain Management or related fields
· 2-5 years experience in inventory, stores, warehouse or supply-chain roles. 
· Experience with inventory management software (Inflow, Odoo, etc.).
· Experience handling medical commodities or donor-funded stock is an advantage.
· Strong Excel proficiency (Pivot Tables, LOOKUP functions, SUMIFS).
· Knowledge of FIFO/FEFO, stock rotation, batch management, and valuation concepts.

Desirable
· Experience in INGO settings.


	
Competencies & Skills

	· Organsation and time management 
· High ethical standards, strong discipline, operational excellence mindset
· Process discipline
· Communication and collaboration
· Ability to take initiatives and work in a team 
· Attention to detail
· Integrity and confidentiality
· Analytical & critical thinking
· Must be pro-choice




Security Level 1: 	Security Level 2:
2
MSSL is an equal opportunity employer
MSSL employees must sign up and adhere to our Global Code of Conduct
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