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Detailed job description is available in the Human Resources Office and ��HYPERLINK "http://www.undplao.org/vacancies/"�http://www.undplao.org/vacancies/� 


Please send detailed CV along with a letter of interest (including P-11) by 23 July 2010


to Human Resources Unit at UNDP Office, 


or via email: �HYPERLINK "mailto:lao.recruitment@undp.org"�lao.recruitment@undp.org�





Telephone: (856-21) 267777 or Fax: (856-21) 267799





Female candidates are encouraged to apply


Only short-listed candidates will be contacted for interview











                                                                                                                                       





                                                                                                                                                                                                        


                                





     








VACANCY ANNOUNCEMENT FOR LAO NATIONAL


DRIVER at ICS-2 Level


FIXED TERM APPOINTEMENT (FTA) 


Contract 12 months – Renewable


Background


Under the guidance and supervision of the direct supervisor, the driver provides reliable and safe driving services ensuring high accuracy of work. The driver demonstrates a client-oriented approach, high sense of responsibility, courtesy, tact and the ability to work with people of different national and cultural backgrounds.





The driver provides driving services to the operations and programme staff in the CO, consultants and experts and UN staff on mission.





Duties and responsibilities


Ensures provision of reliable and secure driving services by driving office vehicles for the transport of UNDP staff in the CO, experts and UN staff on mission and collection of mail, documents and other items and meeting official personnel and visitors at the airport, visa and customs formalities arrangement when required and undertake clerical tasks as required (photocopies, process forms, etc)


Ensures cost-savings through proper use of vehicle through accurate maintenance of daily vehicle logs, provision of inputs to preparation of the vehicle maintenance plans and reports


Ensures proper day-to-day maintenance of the assigned vehicle through timely minor repairs, arrangements for major repairs, timely changes of oil, check of tires, brakes, car washing, etc.


Ensures availability of all the required documents/supplies including vehicle insurance, vehicle logs, office directory, map of the city/country, first aid kit, necessary spare parts in the assigned vehicle


Ensures that all immediate actions required by rules and regulations are taken in case of involvement in accidents





Qualifications and experience


Secondary Education. Valid Driver’s license 


At least 2 year work experience as a driver; safe driving record; knowledge of driving rules and regulations and skills in minor vehicle repair


Some knowledge of English





This UNDP FTA contract is based in the UNDP Country Office in Vientiane.
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  Lao PDR





UNDP is the UN’s global development network, advocating for change and connecting countries to knowledge, experience and resources to help build a better life








