
ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION FORM

1.
JOB IDENTIFICATION:

1.1
Position Title:  

Driver III



1.2
Position Level:

O4

1.3
Major Group: 
General Admin and Support Services Group

 

1.4
Sub-Group:


General Administration

1.5
Job Code No.: 

09-460-13
1.6
Job Location: (Complete as appropriate):

Ministry: ____________; Department: ___________; Division: ___________; 
Section: ______________; Unit: _______________.

1.2 Title of First Level Supervisor  (Official title of the Supervisor):  Administration Officer and/or Driver I

2.
PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):

Purpose:  The purpose of this position is to operate vehicles owned by the Ministry, Agency or Dzongkhag in a manner that is safe, reliable and efficient.

	Duties and Responsibilities
	% of Time

	· Drive/operate the vehicle in a manner that is safe, reliable and efficient.

· Transport either passengers or goods safely to their destination.

· Observe and comply with all road safety regulations, health and safety regulations, RSTA Acts and RGoB rules and regulations.

· Carry out minor repairs and maintenance of the vehicle on a routine basis.

· Report to the immediate supervisor of any vehicle faults and necessary repairs.

· Maintain the logbook, movement orders, etc. on a daily basis and renew all necessary documents on time.  For example, blue books.

· Keep the vehicle clean and tidy at all times.

· Personal presentation, especially when transporting passengers, must be clean, tidy and professional at all times.

· Carry out any other tasks assigned by the Supervisors.
	


3.
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Education, Knowledge, Skill and Ability): 

3.1
Education:  Cl. VIII with Certificate in driving
3.2
Training:  Must have a valid driver’s license appropriate to the vehicle being operated.  First Aid training is also preferred.
3.3
Length and type of practical experience required: Fresh entry, although some previous driving experience of at least 1 year is preferred.

3.4
Knowledge of language(s) and other specialized requirements:    English and Dzongkha and other dialects of Bhutan.  Must also have a positive attitude and behaviour especially if transporting passengers on a daily basis.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The level of complexity is low for this position.  Decision-making is minimal although some initiative is required when deciding on best route to take and/or observing health and safety practices especially when operating a heavy vehicle.

5.
SCOPE AND EFFECT OF WORK (Describe the breadth of work performance and the effect the work has on the work of others or on the functions of the organization):
The position of Driver is responsible for the safe and timely transportation of either goods and/or passengers.  Others depend on the person being reliable in order to keep to particular commitments and timeframes.  

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):



The immediate supervisor gives directions and assigned work.  

6.2
Guidelines (Indicate what written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

The employee must operate the vehicle in accordance to established guidelines as outlined in the vehicle manual, road safety regulations, RSTA Acts and health and safety regulations.

7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):

When operating a passenger vehicle, the position will be in contact with the general public, government officials, VIP’s, Diplomats, etc.. and therefore must keep in mind that she/he is representing the Civil Service at all times.

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):


No supervision is required.

9.
JOB ENVIRONMENT (Describe physical demands required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions.  Will the person be required to travel in this position?  If so, how often?):

Long hours can be spent inside the vehicle, especially when transporting goods and/or passengers.  When operating a heavy vehicle such as a bulldozer, the employee may be exposed to greater health and safety risks, which can usually be minimized by observing appropriate health and safety regulations.
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