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News

Vacancy: Driver, Almaty (1 position)

	
	


   Annex 3: SAMPLE VN 2018/04
Open to Internal and External Candidates
Position Title: Driver
Duty Station: Almaty, Kazakhstan
Estimated Start date: as soon as possible
Closing date: 09 May 2018
Established in 1951, IOM is the leading inter-governmental organization in the field of migration and works closely with governmental, intergovernmental and non-governmental partners. IOM is dedicated to promoting humane and orderly migration for the benefit of all. It does so by providing services and advice to governments and migrants.
	 
	 		IOM is committed to a diverse and inclusive environment. Internal and external candidates are eligible to apply to this vacancy. For the purpose of the vacancy, internal candidates are considered as first-tier candidates.



 

 
 
 
 
Context:
Under the overall supervision of the Chief of Mission (COM) and under the direct supervision of the National Admin/Finance Officer, the incumbent will provide driving services and maintain assigned vehicles for the country office.
Core Functions / Responsibilities:
	Manage day-to-day maintenance of the assigned vehicle to ensure roadworthiness of the vehicle. This includes daily check of tyres, brakes, engine oil, fan belt etc.
	Ensure that the vehicles are kept clean
	Ensure that the vehicles undertake regular service intervals
	Make sure that the vehicles always have full tank prior to departure for field trips
	Ensure that the IOM vehicles are used only for official/authorized business, as advised by the supervisor
	Make sure that the daily long sheet is prepared and a monthly report is prepared summarising statistics linked to mileage, fuel consumption etc. for the vehicles
	Keep a high degree of confidentiality and discreteness in discussions, which involves IOM’s activity, its officials and victims of trafficking
	Collect and deliver mail/documents/bills as assigned
	Ensure that the steps required by local rules and regulation are taken in case of involvement in accident
	In case of unusual circumstances/security emergencies the information should be brought to the attention of the COM and the Security Focal Point (SFP) immediately
	Perform other duties as may be assigned.

Required Qualifications and Experience
Education
Completed High School degree from an accredited academic institution
Experience
	Minimum 7 years driving experience.
	Holder of a valid driver’s license category B, C,D with clean driving record.
	Knowledge of minor vehicle trouble shooting.
	Knowledge of national traffic and vehicular regulations a must.
	Knowledge of city and national  routes an advantage.
	Previous work experience in international organizations and companies would be an advantage
	Knowledge with Microsoft Office applications, including Outlook or email.

Languages
English, Kazakh, Russian 
Required Competencies
Behavioural
The incumbent is expected to demonstrate the following competencies:
	Accountability – takes responsibility for action and manages constructive criticisms
	Client Orientation – works effectively well with client and stakeholders
	Continuous Learning – promotes continuous learning for self and others
	Communication – listens and communicates clearly, adapting delivery to the audience
	Creativity and Initiative – actively seeks new ways of improving programmes or services
	Leadership and Negotiation – develops effective partnerships with internal and external stakeholders;
	Performance Management – identify ways and implement actions to improve performance of self and others.
	Planning and Organizing - plans work, anticipates risks, and sets goals within area of responsibility;
	Professionalism -  displays mastery of subject matter
	Teamwork – contributes to a collegial team environment; incorporates gender related needs, perspectives, concerns and promotes equal gender participation.
	Technological Awareness - displays awareness of relevant technological solutions;
	Resource Mobilization - works with internal and external stakeholders to meet resource needs of IOM ( optional depending on position level)

Other
Any offer made to the candidate in relation to this vacancy notice is subject to funding confirmation.
Appointment will be subject to certification that the candidate is medically fit for appointment and verification of residency, visa and authorizations by the concerned Government, where applicable.
Only candidates residing in either the country of the duty station or from a location in a neighbouring country that is within commuting distance of the duty station will be considered. In all cases, a prerequisite for taking up the position is legal residency in the country of the duty station, or in the neighbouring country located within commuting distance, and work permit, as applicable.
How to apply:
Interested candidates are invited to submit their applications to e-mailThis email address is being protected from spambots. You need JavaScript enabled to view it., by May 09, 2018 at the latest, referring to this advertisement.
Only shortlisted candidates will be contacted.
Posting period:
From 25.04.2018 to 09.05.2018
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Astana, Kazakhstan, 14 A.Mambetov Str., Tel.: +7(7172) 696-553
Almaty, Kazakhstan, 6a Zvereva str., Tel.: +7(7272) 582-240/ 581-031/ 275-930/ 913-973
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