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JOB DESCRIPTION
Position: 

Driver

Responsible to:
State Programme Manager 

Location:           
Enugu/ Jos  

Pay Band:

B
Overall Purpose: To provide the country programme with safe movement of WaterAid Staff, Partners and visiting Consultants at all times. The person will give considerable administration support to the unit that he/she is attached.  The person should be able to make basic repairs and keep vehicle clean at all times.

The position holder reports to the Logistics Officer at the Country Office and the State Programme Manager at the State Offices and these have Line Management responsibilities.  The Driver is a member of the Finance & Administration team and based at the Country Office, Abuja and State team based at the relevant state. The position will require frequent travels to offices where WaterAid Nigeria has offices.
Specific Responsibilities: 

· To take WaterAid Staff, Partners and visiting Consultants in a safe and lawful manner. This includes the use of seat belts for all passengers

· Be familiar with local, State and Federal regulatory policies relating to safe driving on all Nigerian roads

· Ensure that all rules and regulations of WaterAid Nigeria are complied with by all passengers in the vehicles.
· Ensure compliance with WaterAid Nigeria’s Health and Safety and Transport Policies 
· Keeping vehicles clean and free of filth 
· Knowledge of all road rules with strict adherence to them

· To provide administrative support for the country programme i.e. dispatching and collecting mails; purchasing items; collection of quotations; making bank transactions etc.

· Providing support at the reception when required

· Ability to carry out minor repairs and general maintenance of the vehicle
· Ability to write monthly reports on vehicles and at expected time

· Maintenance of a Transportation log that will include the following;

1. Transportation Agreement

2. Daily Check list for vehicle

3. Insurance card

4. Valid copy of driver’s license appropriate for vehicle

5. Log book

· Knowledge and adherence to fire breakout procedure and other related emergencies

· Knowledge and administration of  First Aid as required/necessary to self and other passengers in case of the unexpected
· Perform other reasonable duties as required by Line Manager
Education
	Essential
	Desirable

	· GCE “0” level with at least 4 credits 
· Mechanic Background
	· Basic Administrative Skills


Experience
	Essential
	Desirable

	· Minimum of three years Driving experience

· Fluency in spoken and written English Language

· Excellent planning and prioritization skills

· Excellent interpersonal skills 
· Good knowledge of major road networks in Nigeria.  

	· At least three years driving experience with an International Development Agency 


Knowledge and Skills
	Essential
	Desirable

	· Basic Mechanical Skills

· Ability to understand and follow specific instructions and procedures

· A clear sense of maturity/ ability to work under pressure

· A good sense of figures for basic accounting and banking transactions
· Excellent negotiation skills
	· Ability to understand and work within complex situations

· Trade Test Certification

· Ability to use the computer for minor word processing assignments
· Ability to check mails on the internet



Personal Qualities
	Essential
	Desirable

	· Commitment to WaterAid Nigeria’s culture and values

· Creative and takes initiative.

· Able to work effectively in a diverse team environment

· Able to motivate others

· Willing to work additional hours at crucial times

· Willing to travel at short notice.
	· Ability to abide by confidentiality requirement
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