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                                                                            JOB DESCRIPTION

	Job Title:
	 Driver

	Company:
	Self Help Africa

	Project:
	Country Program 

	Department:
	Administration 

	Location:
	Lilongwe/Karonga

	Reports to:
	PMU Finance Manager/ District Finance & Administration Officer

	Job Purpose:
	The main purpose of this role will be to provide driving services to project staff.  The driver will be responsible for the transportation of project materials and equipment as instructed by the Supervisor.

	Key Responsibilities:
	· Provide mechanical expertise to SHA vehicle fleet and motorcycles.
· Provide fuel analysis for all programme vehicles.
· Perform driving duties within the district and outside the program districts as directed by the HR & Admn Manager.

· Transport projects materials and equipment to project sites.  

· Keep the programme vehicles under good care, clean and in excellent operational conditions.  

· Monitor and ensure that engine oil, water, brake fluid etc are checked before driving the vehicle.

· Report to line manager any accidents involving Self Help Africa vehicles.  

· Ensure safety and security of passengers and materials at all times.

· Ensure that all trips are recorded in the vehicle logbook 

· Advise management on due dates for Certificate of Fitness (CoF), insurance or service requirements.

· Attend to minor mechanical problems of programme vehicles

· Confirm that all kits and equipment assigned to the vehicle are present and report any faults, items missing or used and request immediate replacement. 

	Key Relationships:
	Internal
· SHA Procurement, Logistics & Administration Manager & Human Resource & Administration Officer.
· BETTER project team.
· SHA Malawi Finance Managers, and Head of Finance and Administration.
· Head of Programmes, Programme Coordinators.
· Self Help Africa Malawi Country Programme Staff (Finance and Administrative).
External

· External stakeholders, government departments, banks, external auditors, donor auditors,

· Balaka and Machinga District Council and relevant departments.
· External stakeholders, government departments, banks.


	Knowledge and Experience:
	· Grade 1 Mechanical Certificate

· Minimum of 5 years experience of driving project vehicles or related work 

· Experience in driving 4X4

· Experience in fuel analysis management

	Qualifications/Other Requirements:
	Essential

· Grade 1 Mechanical Certificate

· Valid driving License – minimum of B - class

· Minimum of Malawi School Certificate of Education(MSCE)

Desirable 

· Clean criminal record

· Willingness to work in rural areas

· Stable and matured mind

· Able to work well with staff and partners at different levels
· Willingness to work after working hours in special instances

	Role Competencies:
	· Ability to understand and speak English will be an added advantage.
· Defensive driving certificate will be an added advantage
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