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	Role Profile




	Job Title
	Driver/messenger

	Directorate or Region
	SSA
	Department/Country
	Ethiopia

	Location of post
	Ethiopia
	Pay Band
	Pay band 1a

	Reports to
	Programme Officer
	Duration of job
	4 years

	Purpose of job: 
To provide driving, related mechanical and administrative support to the Quality Education Strategic Support Programme (QESSP) team of the British Council.
Context and environment: 
British Council has recently been awarded a contract to manage the Quality Education Strategic Support Programme (QESSP) and this post is part of a management unit being set up to manage the programme. The programme will operate throughout Ethiopia and the management unit will be responsible for coordinating and supporting all activities funded through the programme. 

The post holder will provide driving, administrative and logistical support to the QESSP team to enable it to meet its objectives. The post requires 4x4 driving experience and English and Amharic skills. 
Accountabilities, responsibilities and main duties: 

The postholder will be accountable to the Programme Officer and through him/her to the QESSP Team Leader.
The post holder will be responsible for members of the QESSP team with regard to transport services and allocated administrative duties. 
Specific duties will include: 
· Transportation of staff for work-related purposes, including meeting and greeting at airport.
· Driving in a safe and responsible manner at all times. Some of the driving is outside of Addis Ababa.
· Ensuring regular maintenance of the project vehicle.
· Keeping proper records of distances travelled, refuelling and servicing.
· Arranging for regular servicing of the vehicle.
· Liaising with the project’s partners on various transport matters.

· Undertake logistical support to designated workshops, meetings and events according to stated requirements.
· Carrying out general duties as directed by the Programme Officer. Examples include:

1. Collecting documents for procurement purposes to British Council standards.
2. General messenger duties, e.g. banking and postage.
3. Payment of utility bills.
4. Assisting international consultants in settling in well in Ethiopia.
5. Assisting in project set up for events, including the movement of equipment.
6. Collecting and return guests from/to airport and or hotel accommodation
Key relationships:  
Internal: 

· With QESSP staff on all office business related matters.

· Co-ordination and cooperation with other departments within British Council office.
External: 

· Co-ordination and cooperation with the relevant partners and ministerial offices
· Co-ordination and cooperation with suppliers and service providers 

Other important features or requirements of the job 

Operational work requires occasional work outside normal working hours, in the evenings or at weekends. Overtime or TOIL (Time Off in Lieu) should be agreed with the line manager or service requesting managers/coordinators in advance to maintain an adequate work-life balance. 


	Please specify any passport/visa and/or nationality requirement.
	Right to live and work in Ethiopia. 

	Please indicate if any security or legal checks are required for this role.
	Medical and criminal checks


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Connecting with others (Essential)
· Working together (Essential)
· Being accountable (Essential)
· Making it happen (Essential)
	
	· Interview


	Skills and Knowledge
	· Proven safe driving record.

· Knowledge of driving rules and regulations.

· Planning and organising- Level 1
· Basic English and fluent Amharic.
	Basic computer skills

	· Shortlisting and or interview


	Experience
and qualifications
	· A minimum of 4 years work experience as a driver of 4-wheel drive vehicles.

· Valid Grade 3 driving licence.

· Secondary education (completion of 12th grade).
	
	· Shortlisting, interview and test.
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