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TRINIDAD AND TOBAGO DEFENCE FORCE 

JOB DESCRIPTION  

JOB TITLE:  LOGISTICS OFFICER 

JOB SUMMARY:  

The incumbent is responsible for overseeing the efficient receipt, storage, and dispatch of a range 

of goods for the Trinidad and Tobago Defence Force. This incumbent will also assist in planning, 

organising, and preparing the Division’s/Unit’s work programme, and manages people, processes 

and systems to ensure that goods are received and dispatched in a timely manner. The incumbent 

is responsible for ensuring that servicemen and women have enough food, ammunition and other 

supplies to effectively carry out mandated operations. Logistic Officers oversee the entire supply 

chain, from ordering and warehousing to delivering materials to military bases and outposts. 

Processing requests, keeping inventory, coordinating transportation and maintaining databases are 

among the duties fulfilled by a Logistic Officer. The incumbent is required to perform general 

military duties in accordance with the Defence Act, Chapter 14:01 and its subsidiary Regulations. 

The duties may extend beyond the shores of Trinidad and Tobago as directed by the State. 

RANK: Lieutenant (N)/ Captain/ Flight Lieutenant 

REPORTS TO: Branch Commander or other designated Senior Officer  

SUPERVISION GIVEN 

TO: 

Any Designated Junior Rank 

DUTIES AND RESPONSIBILITIES: 

 Coordinates and enforces program, operational, and personnel policies and procedures that 

maintains receiving, warehousing, and distribution operations. 

 Manages staff by monitoring, training and coaching employees, communicating job 

expectations and appraising job performance to ensure the department’s operational 

efficiency and effectiveness. 

 Supervises the receipt, storage, issue, replacement, disposal, and restocking of inventory in 

accordance with Government Financial Regulations and Trinidad and Tobago Defence Force 

Operating Procedures. 



 Provides assistance to the Procurement Officer for the tendering and purchase of inventory in 

accordance with Government Financial Regulations and Trinidad and Tobago Defence Force 

Operating Procedures. 

 Establishes and monitors security and operations procedures and protocols to safeguard 

warehouse operations and contents. 

 Oversees the conduct of physical counts and reconciliation with data storage system to 

maintain required inventory levels. 

 Analyses supply chain systems and makes recommendations to ensure that all aspects of the 

logistics team such as transportation, warehousing and procurement work together to fulfil 

operational requirements and deliver materials on a timely basis.  

 Reviews supply chain processes and systems and designs and implements new plans and 

procedures to ensure the efficient and effective operation of the supply chain system.  

 Prepares reports and statistics regularly to inform on items such as but not limited to status, 

inventory levels, spoilage and disposals. 

 Plans and implements new design layouts, inspects equipment, and issues work orders for 

repair and requisitions for replacement to maintain the physical condition of warehouse.  

 Assists in the preparation of annual estimates of expenditure and accounting of all public 

funds allocated to the Trinidad and Tobago Defence Force to achieve financial objectives.  

 Assists in the development and implementation of the strategic plan for the Supply 

Department. 

 Maintain standards of health and safety, hygiene and security in accordance with Laws and 

Regulations pertinent to the Trinidad and Tobago Defence Force’s operations. 

 Advises on all aspects Trinidad and Tobago Defence Force logistics and the supply chain 

function. 

 Reviews systems and policies and procedures and makes appropriate recommendations to 

improve productivity and quality service delivery.  

 Confers with relevant External Agencies and Heads of Departments and attends meetings to 

give professional advice relating area of expertise.   

 Performs Divisional Officer Duties.  

 Represents the Trinidad and Tobago Defence Force on committees, meetings, and other fora. 

 Performs ceremonial duties when required.  

 Performs other related duties as required. 

KNOWLEDGE, SKILLS AND ABILITIES. 

KNOWLEDGE:   Considerable knowledge of the principles, practices and 

techniques of Logistics and Supply Chain Management. 

 Considerable knowledge of government policies, procedures, 

rules and regulations related to Logistics and Supply Chain 

Management. 

 Knowledge of Public Service legislation, rules, regulations, 

policies and procedures. 

 Considerable knowledge of warehouse and inventory computer 

systems. 



 Considerable knowledge of the legal requirements of operating a 

warehouse 

 Considerable knowledge of safety/security processes and     

procedures. 

 Some knowledge of the Laws and Regulations pertinent to the 

Trinidad and Tobago Defence Force operations. 

 Some knowledge of the Regulations and procedures contained in 

the Defence Act Chap. 14:01. 

  SKILLS  Technical skill in the use of Microsoft Office Suite, database 

management and spreadsheets. 

 Ability to supervise staff involved in performing warehousing 

work. 

 Ability to maintain confidentiality. 

 Ability to establish and maintain effective working relationships 

with Trinidad and Tobago Defence Force Personnel, Public 

Service employees, actual and potential suppliers and member of 

the Public. 

 Excellent oral and written communication skills. 

 Excellent numeracy skills and an understanding of finance for 

stock management. 

 Excellent analytical ability. 

 Accuracy and attention to detail ability. 

 Excellent problem-solving skills and the ability to work on a 

tactical and strategic level. 

 Ability to work under pressure and to tight deadlines. 

MINIMUM EXPERIENCE AND TRAINING 

 Minimum of four (4) years’ experience performing duties in Warehouse Management, or 

Logistics and Supply Chain Management including at least three (3) years at a 

management/supervisory level.    

 Training as evidenced by the possession of a recognized University degree in Logistics and 

Supply Chain Management or Procurement from an accredited University or any equivalent 

combination of training.   

 

 


