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	Job title
	Driver/Office Assistant


	Programme
	Zambia Accountability Programme
	Directorate
	British Council Zambia

	Location
	Lusaka
	Salary
	Grade K

	Reports to
	Finance and Resources Manager  
	Duration of job
	3 Years 11 Months


	Purpose of job

	The Driver/Office Assistant will provide the British Council Zambia Accountability with driving, administrative and procurement logistics support as required. 


	Context and environment

	Launched in May 2014, The Zambia Accountability Programme (ZAP) is an innovative five-year 25.5 million GBP DFID-funded programme managed by the British Council.  ZAP seeks to achieve the more equitable allocation and management of public goods. ZAP also aims to make the generation of wealth more inclusive so economic growth has a positive impact across society. Increasing evidence shows that these aims cannot be achieved by “demand-side” actions (strengthening the voice of civil society) alone; nor by “supply-side” interventions (strengthening the capacity of government to perform its function effectively) in isolation. Instead positive change requires that actors solve development problems collectively working in their own interests; but often strong incentives prevent collective action taking place. Positive change requires that actors solve development problems collectively working in their own interests; but often strong incentives prevent collective action taking place.  
ZAP will focus on tackling governance and accountability challenges in Zambia through the development of interventions that target:

· Improved engagement between political parties and citizens, CSOs, the private sector and the        ECZ in the election of representatives.  

· Improved CSO, private sector and elected representative engagement in the delivery of public good and services; and

· Improved CSO, private sector and elected representative engagement in the management of economic policy  

	Accountabilities


· The Driver/Office Assistant will be accountable to the British Council Zambia Accountability Programme Administrator and through the Administrator to the Finance and Resources Manager.
· The Driver/Office Assistant must ensure successful delivery of transport and administrative support to the British Council Zambia Accountability Programme.
· The Driver must ensure that the travel policy is adhered to and keep all vehicles in clean and good working condition

· The Driver/Office Assistant must  promptly communicate with the Administrator on any issues pertaining to the vehicles and transportation that need urgent attention

· The Driver/Office Assistant will be responsible for logistical support on all procurement.

· The driver must have no record of traffic violations and must always adhere to Zambian traffic rules and regulations
· The driver must possess a valid driver’s license

	Responsibilities & Duties


· Transportation of staff for work-related purposes, including meeting and picking up visitors at airports

· Ensure that all vehicles are parked in good and proper order. As driver you shall on frequent basis check and ensure that all fluid levels in the vehicles are maintained as appropriate.

· As driver you shall be responsible for all equipment in the vehicle such as tow rope, torch, first aid kit, tools etc. You must conduct a function check on all vehicles every week and report any discrepancy to the  Administrator 

· Ensure regular maintenance of the office vehicles; this will include servicing, cleaning and any other ad hoc maintenance items.
· Ensure that all vehicle keys are handed to the Administrator after every trip and before close of business each day.

· Keep proper records of mileage, refuelling and servicing to ensure a proper audit trail
· The driver bears the responsibility for the passengers’ adherence to Zambian law (traffic and safety)

· Support the Administrator on all procurement logistics
· Carrying out general office duties as directed by line manager. Examples of kinds of duties are:
1. Security of the building:

· Unlocking the building

· Reporting security breaches and risks

2. General messenger duties:

· Collection and distributing incoming mail

· Delivering letters

· Collecting bills and delivering cheques

· Prepare rooms for meetings and other functions.

3. Banking duties:

· Delivering bank letters.

· Withdrawal of cash on behalf of British Council when required to and following security procedures.

4. Stationery:

· Keeping a stock record of all office stationery.

· Ensuring that members of staff have enough stationery to use at the resource point.

· Reconciling of the stationery stocks.

· Ensuring that Finance and Resources Manager is informed of when new stationery is required.

· Collecting quotations for re-order quantities

5. Office Support

· Assisting in office set up for events

· Scan, collate, bind and copy documents
Other important features or requirements of the job 

Operational work requires occasional (or sometimes regular) work outside conditioned hours, for example in the evenings or at weekends. Overtime or TOIL should be agreed with the line manager in advance to maintain an adequate work-life balance. 

Other administrative and logistical work: As required.
	Important relationships (internal and external)

	Internal: coordination and cooperation with other departments within the British Council and Zambia Accountability Programme offices

External: coordination and cooperation with suppliers and service providers 



	Other features or requirements

	The job involves periodic travel outside Lusaka (the programme will work across Zambia).

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

	Please indicate if any security or legal checks are required for this role.
	Standard police checks


Person specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 


	Connecting with Others (Essential)

Working together (Essential)

Making it happen (Essential)

Being Accountable (Essential)

Creating Shared Purpose- (Essential)

Shaping the Future (Essential)


	
	Interview 

Interview

Interview

Interview



	Skills and Knowledge


	· Computer skills (Level 1)

· Communication skills (Level 1)


	
	Interview

	Experience


	Public Transportation
	Experience in general administration and logistics.
	Interview


	Qualifications
	Grade 12, plus knowledge of mechanics an added advantage
	
	Shortlisting


	Submitted by
	Buumba M Kaunga
	Date
	April 2015
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