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NATIONAL COUNCIL FOR PERSONS WITH DISABILITIES
JOB DESCRIPTION:
DRIVER    (NCPD Lautoka Office)
CORPORATE INFORMATION

1. Position Level: Band A, Steps 1 - 4
2. Salary Range:  $ 4.50 -   $ 5.90 
3. Duty Station:  NCPD Complex, Lautoka  
4. Reporting Responsibilities.
a) Reports to:
Centre Manager   
b) Liaises with:  Staff  
c) Subordinates: Nil
POSITION PURPOSE
The position is to provide logistical support to the   NCPD Centre, Lautoka
KEY RESPONSIBILITIES 

The position will achieve its purpose through the following:

1. Ensure the safe driving of vehicle at all times.

2. Ensure the timely dispatching of mails and bank runs. 

3. Ensure the vehicle is kept clean, tools, accessories are in good working condition and available.

4. Ensure correct filing of running sheet and logbook to be submitted on a weekly basis.
5. Provide completed documentation, police report and submitted to the Executive Officer in instances of accident. 
6.  Compile quotations for vehicle servicing/maintenance, vehicle passing and insurance.
7. Actively contribute to all   operation of    the organisation especially on support services and activities where required.
KEY PERFORMANCE INDICATORS

Performance will be measured through the following indicators:

1. Timely facilitation of   vehicle requests
2. Updated and weekly submission of running sheet and logbook.
3. Safe driving maintained. 
4. Cleanliness of vehicles maintained.
PERSON SPECIFICATION
In addition to completion   of Year 11 or Form 5, the appointee must have a valid Group 3 driver’s license and a Defensive Driving Certificate. Must be physically fit and have a   good medical report.. The appointee must have a clean driving record and must be able to work after hours when required... The following Knowledge, Experience, Skills and Abilities are required to successfully undertake this role:

Knowledge and Experience
1. At least three (3) years of driving experience with clean driving record 
2. Practical, working knowledge of all aspects and functions of vehicles.
3. Relevant knowledge of defensive driving.
4. Practical experience in vehicle maintenance 
Skills and Abilities
1. Excellent communication skills and the ability to express himself in written and oral expression. 
2. Demonstrated ability to work in a team environment.
3. Demonstrated ability to write reports and can make situation analysis for better driving management. 

4. Ability to drive manual, 4× 4 vehicles, vans and understanding the features of these vehicles. 
Personal Character and Eligibility
Applicants for employment must be Fijian Citizens, under Age 60, in sound health, with a clear police record.  The successful applicant will be required to provide a medical certificate and police clearance as a condition of employment. The NCPD secretariat is an Equal Employment Opportunity Employer.  Applications are encouraged from all eligible, qualified applicants.  All applicants must address the specific knowledge, experience, skills and abilities required for the job, as this criterion will be considered in assessing the relative suitability of applicants.
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