Public Service Commission
Job Description Form

Ministry to prepare and reguest A;:ipfoval by the Public Ssrvice Commisslon. Please contact the Performance Improvement Unit Staff of the
office of the Public Service Commission if you need helping completing this form. .

1 |lobtitle o ~ | Driver/ Messenger

2 3l Postnumher Allocate the next avallable: 3219-3220
number. This number is to be used in all '
subs_e_que_nt correspondence relating to this post,

3 Level suggested by Ministry and determined by Suggested by Director General ... Cs2.4
PSC
4 Ministry Education
5 Department Administration & Finance Services
6 Location where the position is located Port Vila
7 | Purpose “why this Post exists” this mightbe a | The driver is responsible for operating and maintenance of

one line statement adapted from the Corporate | MoE aperations and ensures that assigned MoE vehicles
Plan or Business Plan for higher level Posts, .. . \
are used solely for official business and that the vehicles

are well maintained.

8 Key Resul_t Areas (kras) refers to ganeral areasof | 9 Key PEf_,I‘fOI' mance Indicat_ors '(_KPJs) refers to the
outcomes or outputs for which the post/role is responsible. | | gquantifiable measurements that reflect the critical success of the KRAs.
8.1 Maintaining of travelling schedule and | 9.1 | Travelling schedule and log book of office
log book of all (3) office vehicle. vehicle maintained.
8.2 Proper use of office vehicle. 9.2 | Office vehicle used as per policy and Public
Service rules and in good condition
8.3 Maintenance of office vehicle. 9.3 | Vehicles are cleaned, serviced and well
maintained.
84 Delivery of school stationery including | 9.4 Stationery and other items provided are
| other items. delivered timely to appropriate location.
8.5 Daily mails are delivered 9.5 | Mails are delivered to and received from
appropriate locations/ client
10 . | Duties and responsibilities Simple stateménts starting with an action word; more important ones first: less than 10; cover main

areas of work but not details you should find In Procedure Manuals, Areas to think of Include poficy/ research/ advics, preparing reports;
external communication; administrative; legislative and what this particular job must achieve, For lower leve! jobs it will be more specific e.g,
deliver, record, type, maintain, :

10.1 | Maintain an up to date travelling scheduled and to drivé th-e office vehicle as programmed.

10.2 | Ensure that the office vehicle is used within the policy set out and the Public Service Staff Rules.

10.3 | Ensure that all vehicles is kept clean and in proper condition and basic maintenance, regular
checking and mechanical services are carried out.

10.4 | Ensure at all time that MoE vehicle logbook is kept up to date and to report any damages and
accidents to the PEO Administration.

10.5 | Driving of any VIP personnel that are attending in-country meeting with the staffs of the
Ministry and department of education.

10.6 | Assist in any office maintenance works as directed by the maintenance Supervisor.

10,7 | Assist the Secretary Typist in carrying out clerical work.

10.8 | Assist in loading and unloading schools stationeries including other items into and from ships.

10.9 | Collecting and disturbing all mail and correspondence within the Ministry of education and
other and government department.

10.0 | To perform other duties as directed by the Directors, Director General and the Minister.

11 | Reports directly to il of Post and Level only | 12 | Directly supervises Tite of posts and fevel if any

Director, Administration & Finance Services. None,




13 Frequent Internal Personal Contacts 14 | Occasional Internal Personal Contacts
with...¢ntermal” means within the Ministry} with...
MoE officers. Provincial Education Office Staff.

15 Frequent External Personal Contacts with... | 16 Occasional External Personal Contacts
{“External” means athér Ministries and thie commiunity) ' with... :
Teachers and communities. : None.

17 Impact of Decisions (a) Think of the decisions this Postmakes | Communication is well planned and
without help on a regular basls {weekiy or monthiy) to greatly reduce the effective.
risk of serlous things happening, Name the more important thing(s)
decided. (b} If the Post has a significant Financial Delegation to commit
funds the ameunt should also be stated. ' '

18 Special Conditions eg. if unusual work hours, equigment o Prepare to work over time and on
travel Is required. ’ weekends.

19 REBSO!'I for 'Seeki_ng Approval (e.g; Routine Revision of Existing post.
Existing Job Description, New Post, Regrading. State if any overiap or
duplication with existing Job Descriptions or new duties and
responstbilities) . L : - A 7

20 S _ CRITERIAS TO BE SELECTED FOR THIS POST
{Allow for same on -the-job training to bring outsiders up to standard and do not unnecessarily hias the Post to certain people. Remember
édqcatiof: Is only oné indicator of capabillty to do the job.)

20.1 Qu;a_liﬁti:a_tion the required qualification for the job e.g certificate, Literate.
dip_lorﬁa,:degr‘ee_.; L gy _

20.2 | Special Business Education refers to the field of study that
wol_.lid_be preferable . : .

20.3 | Experience cg number of years or level of experienca in 5 years experience in similar job.
filing/keyboard work or driving; or, €.g. low or high leve] achievements in .
Ieadership, tommuinicating, advising, managing resources, writing reports,
advising clients, doing similar type of work etc

20.4 | Special Sk_ills e.8. vehiclé Ncense, driving record, computer word/ Driving license. Has mechanical
excelote j background on engine.

20.5 | Thinking style e.gan snaiytical thinker, a practical thinker, creative | Analytical and practical thinker

_thinker,... L 7

20.6 | Communication/ Interpersonal Skills st the sie Listening, writing, reading, oral
required of this position e communication skills

20.7 | Behavioural Competencles refers to the personal attributes | Trustworthy and careful.
or characteristics needed for the position.

20.8 | Language “English , French and Bistama” i usual, Bislama, English or French.

21 - __ENDORSEMENT WITH NAME, SIGNATURE AND DA R

21.1 | Prepared in the Ministry by ... Name John J. gféw" S

| Date 02/ 0672014~

21.2 | Certified by or for the DG thot the rost fits with any Name Jesse Dick' Joe Sigar
Corporate Plan, and is required, Date 02/ 06 /20 19 J E

21.3 .| Checked by OPSC for completeness and consistency; check Name i. Q/Z(i_‘,{;_ RE v Sigr
structure; confirm Level and Post Number {job evaluation process), Date 2!’1’ fz /20.'\';4 "3_

21.4 | DECISION OF PUBLIC SERVICE COMMISSION \ R

Decision: Approved or Deferred. ended

Date of Decisi‘on‘:“._.......................

o s lClrcle the anpropriate Pecisiops, s v . e -
LA R %f;ﬁlfﬁ s
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