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Job Title:  


Project Driver



Reporting To:  

Finance and Administrative Officer
Technical Reporting:
HR and Administration Manager  

Location:  


DISCOVER Project Management Unit Office- Karonga
Effective Date: 

1 January 2012

1.  Purpose:
The main purpose of this role will be to provide driving and administrative support services to DISCOVER project.  The driver will be responsible for the transportation of project staff, materials and equipment as required by SHA Malawi Country Programme.
2.  Accountabilities:
Assisting with the driving of SHA Malawi Country Programme’s fleet of vehicles (including rented vehicles) is your main focus.  This includes but is not limited to:
Core Responsibilities
· Be familiar with and ensure that The Malawi Traffic Laws and Road Regulations are followed at all times.
· Ensure that the SHA Malawi procedures and regulations are read, understood and agreed before start your position as a Driver. 
· Ensure that your vehicle is safe at all times; do not drive an unsafe vehicle at any cost. Immediately report any fault to your supervisor. 
· Complete the vehicle log book accurately for every journey, complete the fuel form every time you fill your vehicle and make sure that the team leader in the vehicle signs.
· Ensure that daily and weekly checks are carried as outlined in the Transport procedures and ensure that engine oil, water, brake fluid etc are checked before driving away the vehicle.

· Before and after any journey clean and maintain the vehicle (both inside and outside). 
· Confirm that all kits and equipment assigned to the vehicle are present and report any faults, items missing or used and request immediate replacement.
· Adhere to vehicle servicing schedule and keep the project vehicle under good care, clean and in excellent operational conditions as well as advising management on due dates for Certificate of Fitness (CoF), insurance or service requirements.
· Report any accidents involving SHA Malawi Country Programme or hired vehicles to the Project Manager and HR and Administration Manger and inform them in advance when any vehicle maintenance service is due.
· To attend any training sessions as recommended by the HR and Administration Manager including defensive driving
Security and safety:

· Ensure safety and security of all your passengers and materials at all times - all your passengers must be wearing seat belts every time in the vehicle. Anyone refusing to wear a seat belt should be reported. 
· Never leave a vehicle unmanned outside the SHA Malawi Offices, always park at a safe place.
· Ensure that unauthorized passengers are not carried in Self Help Africa vehicles.
· Do not transport non-authorised goods at any time, all goods MUST have documentation.
· Always be polite to security personnel, turn off/low your radio at a check point and if you are driving at night turn on your interior light.
· Always check that you are carrying a fully equipped first aid kit in your car (Training in first aid will be provided).
· Do not drive any SHA Malawi vehicle within eight (8) hours of taking any intoxicating substances (alcohol or drugs).
· Always comply with the SHA Malawi Transport Safety and Security guidelines. 
· Carry out any other responsibilities as requested by your supervisor.
3.  Pre-requisites:

     In order to succeed in this role, it is expected that you will have:

· Valid driving License – minimum of B – class,
· Minimum of Malawi School Certificate of Education(MSCE),
· Minimum of 5 years experience of driving project vehicles or related work, 

· Experience in driving 4X4,
· Clean criminal record,
· Stable and matured mind,
· Able to work well with staff and partners  at different levels,
· Ability to understand and speak English will be an added advantage,
· Defensive driving certificate will be an added advantage,
· Willingness to work after working hours in special instances,
· Willingness to work in rural area,
4.  Key relationships:

· DISCOVER Project Manager & Project team,
· All other SHA staff members,
· DISCOVER Programme Management Unit Staff and all DISCOVER Partner Staff,

· Government and other stakeholders,

 


5.  Area of Responsibility:
· DISCOVER project.
6.  Obligations:
It is expected that you will: 

· Carry out these accountabilities within the operating and process frameworks that apply to the whole Self Help Africa organisation.
· Work together with all your key stakeholders: line and functional to ensure organisational objectives, mission and vision are met.
· Exemplify the Self Help Africa Standards of Integrity, Purpose & Values.
This Job Description only serves as a guide for the position available and SHA reserves the right to make necessary changes. 

This Job Description has been read and clearly understood.

Signed _____________________________________________________________

______________________________________________________________

Name and Date

