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DESCRIPTION        
                 
	JOB TITLE:
	DRIVER/MAINTENANCE OFFICER

	SECTION:
	ADMINISTRATION 

	LOCATION: 
	3 MA’AFU OFFICE, SUVA 
	WORKING HOURS:
	8 AM – 4:30 PM (M – T)
8 AM – 4:00 PM  (F)  

	SALARY RANGE:
	FIJIAN CIVIL SERVANTS SALARY BAND B STEP 1  (FJD$12,255.88)
	SUBORDINATE STAFF:
	NIL  

	REPORT TO:

	SUPPORT & SERVICES MANAGER 
DIRECTOR NTF 
	TERM OF CONTRACT:
	3 YEARS 

	POSITION OBJECTIVE 
	1. Effective operation of the NTF vehicle and provision of reliable, timely and safe transportation services to the NTF staff and stakeholders. 
2. Ensure maintenance of the office compounds and surroundings.
3. Attending small office repairs and maintenance. 



	


QUALIFICATION 
	· A pass in Fiji School Leaving Certificate examination 
· Valid Group 2 Driving license 
· Defensive Driving certificate 
· Good spoken and written English, and Itaukei language  
· A resident of Suva. 
· Must be a Fiji Citizen.  



	




ATTRIBUTES





	· Mature and confident personality with ability to easily communicate with stakeholders, community representatives, Govt Officials, international researchers, students, and visitors. 
· Ability to support NTF values.
· Possesses a polite and professional disposition.
· Flexible to travel out to the NTF site offices. 
· Willingness to work overtime, weekends when required, including on short notice. 
· Capacity to be adaptable and receptive to performing other tasks when required.  
· Honest and trustworthy. 
· Sober habits.
· Ability to lift heavy objects and perform physical tasks when required. 



	



PREFERED SKILLS & EXPERIENCE 

	· At least 5 or more years of driving experience with evidence of clean records from the Land Transport Authority.
· Excellent understanding of road code, safety and related legislation. 
· Knowledge of First Aid and emergency responses. 
· Culturally sensitive and ability to work in a multicultural office. 
· Sound knowledge in vehicle mechanics and maintenance. 
· Proven self-starter and effective team player.
· Good time management skills. 
· Knowledge of brush cutter use and maintenance. 
· Good knowledge of maintenance and light repair work. 
· Understanding of traditional protocols and presentations. 




	



KEY PERFORMANCE INDICATORS
	· NTF vehicle is clean and road worthy.
· Clean driving record. 
· Timely booking of vehicle servicing and test.
· Daily submission of vehicle records, such as running sheets, maintenance, fuel and other reports when necessary. 
· Weekly submission of reports to Finance Manager. 
· Timely and safe transportation of staff to site, workshops and meeting venues. 
· Clean and properly maintained office compound. 
· Office brush cutters and gardening implements are well maintained and serviced. 
· Timely attendance and reporting of minor repairs in office.  


	           



                                                                                           GENERAL DUTIES /RESPONSIBILITIES

	· Provision of safe and reliable driving services to staff. 
· Ensuring maintenance, servicing and cleanliness of vehicle at all times. 
· Assisting in messenger, clerical and gardening duties when required. 
· Ensuring effective and efficient vehicle use bookkeeping and documentation of all runs. 
· Ensuring that accidents are reported immediately to the police and supervisors and 
· Ensuring that the outside office compound is clean and well maintained. 
· Collection and distribution of mail. 
· Attend to minor maintenance building maintenance requirements. 
· Assisting in the relocation of heavy office furniture when required. 
· Ensuring that all lights within the building are in working condition. 
· Maintenance and cleanliness of the tool room and all items stored. 
· Assisting and attending traditional protocols and presentations when required. 



	

CONDITIONS
	· 6-month probation period. 
· Performance Appraisal to be conducted prior to the renewal of contract. 
· Annual work for the position to be approved by NTF Director. 
· Provision of medical certificate and police clearance record. 
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