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Terms of Reference 
SNC Project Driver
Project Title:
Second National Communication
UNDP Project Number [00048165]

Position Title:

Project Driver
Positions:



1
Funding:



UNDP
Duty Station:
Water Resources and Environment Administration (WREA), Vientiane, Lao PDR

Duration of Appointment:
1 Year Contract with the Project (extendable depending on performance with 6 months probation)
Expected Starting Date:

As soon as possible
Background:
This project will help update the information and work undertaken by First National Communication on Climate Change and enable the Lao PDR to prepare and submit its Second National Communication on Climate Change to the UNFCCC and meet its obligations. The project will strengthen the technical and institutional capacity at national level in mainstreaming climate change concerns into national and sectoral development priorities, strategies and plans.
Duties and Responsibilities:
The tasks of the Project Driver will include, but are not necessarily limited to, providing the following assistance:
· Drives official vehicle of the SNC Project in the environs of Vientiane and provinces ;

· Is responsible for keeping his driving license valid and for conforming to the traffic code and for meeting requirements for driving motor vehicles driven by him ;
· In case he of his vehicle is involved in accident, ensures that the necessary steps conforming to rules and regulations are taken;
· Is responsible for the day to day maintenance and cleanliness of the vehicle in his charge;

· Keeps records as required of the performance and cost of upkeep of the vehicle assigned to him;

· Assists in identifying and purchasing necessary spare part for office vehicle; undertakes minor repair of vehicles under the administrative custody of the company and obtains appraisals on cost of vehicle repairs;

· Transports official passengers and facilitates immigration and customs formalities as necessary;

· Is responsible for safe carrying of pouches, mail or any documents, parcels or other articles entrusted to him for transporting;

· Flexibility in working hours;

· Performs official errands as required;

· Performs duties not directly related to driving activities when requires to do so.
Qualifications and Experience: 

Following are the qualifications and experience required for the position of Project driver:
· Completion of elementary education
· Fluency in Lao and English (Written and Spoken).
· Knowledge of driving rules and regulation 

· Basic elementary knowledge of motor machines and a valid driver’s license

· Minimum of four years’ driving experience with safe driving record
Duration and Date of Appointment:
The appointment will commence as soon as possible and will run for a period of 1 year with 6 months probation subject to funding and performance. 

Duty Station:
The Project driver will work at the Head Office of Second National Communication WREA office in Vientiane Capital.

Fee and Recruitment:
For this position, UNDP’s Nex Guidelines on Recruitment and Payments Applied.  
Application Deadline:
Application is by submission of a CV along with a letter of interest by 21 of  Dec. 2009.
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