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សាកលវទិ្យាលយ័កម្ពុជា 

The University of Cambodia 

 

 

 

 

Job Description (JD) 

 
Title:  Assistant to the Office of Administration in Inventory 

Office:  Administration 

Report Line: Director, Office of Administration 

 

Level:  5  

 
The Inventory Officer is responsible for the effective keeping of inventory in the 
University and activities involved with maintenance, operations or management. He 
or She is responsible to the Administrator for the effective and efficient movement of 
physical inventory and materials. The inventory could be raw material inventory, 
supplies, or inventory available for sale.   
 
A. RESPONSIBILITIES: 
The Assistant to the Office of Administration in Inventory assumes the overall 
responsibilities as follows: 
 

- Update of all incoming inventory in to record; 

- Communicate with all department directors to come up with a monthly plan of 
using inventory and requests for purchasing; 

- Monitor inventory on a daily basis and on demand to maximize efficiency and 
minimize lost time; 

- Prevent theft and loss of tools and other small parts; report to the 
Administrator about losses, shortages, overages and all inventories for 
replenishment; 

- Classify, label, and warehouse all inventories for future use; 

- Keep accurate records of inventory levels and location for easy retrieval. It is 
critical to keep the department organized and efficient;  

- Maintain all record of all transfers and disposals; 

- Implement and follow the University system to reduce damages, breakages and 
inventory obsolescence; 

- Complete all physical inventory counts on monthly basis;  

- Other duties as may be required by the Administrator from time to time;  
 
B. QUALIFICATIONS: 
The incumbent requires a BA degree in management, administration, or related field, 
with two-years working experience. 
 
i. Knowledge 

- Knowledge of stock keeping 

- Ability to maintain a high level of inventory  
 
ii. Skills 
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- Team building skills 

- Able to carry out independent work 

- Effective organizational skills 

- Time management skills 

- Good communication skills 
 

iii. Personal Attributes 

- Be honest and trustworthy 

- Be commitment to the duty  

- Be flexible 

- Demonstrate sound work ethics 

- Highly responsible   
 
C. REPORT LINE 
This position is reports to the Director of Administration.  

20e.    Distributor/Messenger  
 

The Distributor/Messenger is responsible for bringing messages, materials, and/or 

documents to their intended destinations.  

 

A. RESPONSIBILITIES: 

The Distributor/Messenger assumes the overall responsibilities as follows: 
 

- Walk or drive a vehicle in order to reach destinations to deliver messages or 

materials;  

- Receive messages or materials to be delivered, and information or recipients, 

such as names, addresses, telephone numbers, and delivery institutions, 

communicated via telephone or in person; 

- Deliver messages and items, such as newspapers, documents, letters, and 

packages, between the University and other institutions as required;  

- Sort items to be delivered according to the delivery route;  

- Obtain signatures and payments, or arrange for recipients to make payments 

- Record information, such as items received and delivered and recipient’s 

responses to messages;  

- Perform routine maintenance on vehicle use, such as monitoring it regularly to 

make sure it is well functioning, including monitoring fuel and replenishing it;  

- Perform general office work such as filing materials or document;  

- Providing administrative support to the University as well as during events, 

such as workshops, lectures, meetings, conferences, seminars, and training 

activities;  

 

B. QUALIFICATIONS 

The incumbent requires a high school diploma or short course certificate with one year 

experience in a similar capacity.  

 

i. Knowledge 

- Familiarity with the routes and streets in the city 

- Ability to ride or drive a vehicle 

- Knowledge of the English Language    
 

ii. Skills 
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- Team building skills 

- Able to carry out independent work 

- Effective organizational skills and time management skills  

- Good communication skills 

 

iii. Personal Attributes 

- Be honest and trustworthy 

- Be respectful 

- Be flexible 

- Demonstrate a sound work ethic 

- Highly responsible   

 

C. REPORT LINE 

This position reports to the Assistant for Office of Administration 


