Position Vacancy Announcement
The United States Agency for International Development/Bangladesh (USAID) invites applications from Bangladeshi nationals for the position of Chauffeur (Driver) to work as one of the two Chauffeurs who both operate motor vehicles to transport the USAID Mission Director.

Incumbent is an alternate driver who drives passenger vehicle to transport the USAID Mission Director within Dhaka and in-country travels on fieldtrips.  In absence of the senior driver, s/he drives the Mission Director. S/he delivers important messages, documents, and invitations when expeditious or assured delivery is required.  S/he acts as an informal guide to VIP visitors and points out places of historical, cultural or special interests.  S/he maintains appropriate courtesy and protocol while transporting passengers.  Drives pooled vehicles including Utility Pick-up trucks to transport passengers and Cargo for USAID when s/he is not required to drive for the Mission Director.  S/he maintains assigned vehicle by daily checking engine oil level, battery and radiator water level and tire pressure.  S/he sweeps dust, vacuums, washes and waxes assigned vehicles to enhance and maintain vehicle appearance.  Reports to the Mechanic Foreman or Motorpool Supervisor on a daily basis any faults, mechanical or otherwise, while driving the vehicle.  S/he makes minor repairs during fieldtrips as necessary. S/he will assist the following occasionally:

Makes photocopying for the Executive Office.  Moves/re-locates offices and assembles and disassembles the furniture while processing the moving.  Arranges the conference rooms for the official events.  Assists/provides logistic supports in loading and unloading official materials during the training/conference/American week period, etc.  S/he does petty purchases as required.

Required Qualifications:

1. Education:   Successful completion of elementary school is required.     . 
2. Language Proficiency:  Limited knowledge of written and spoken Bangla and English.  S/he will understand and carry out verbal instructions of a repetitive nature, and prepare simple forms of reports. 
3. Prior Work Experience:  Two to three years of experience in driving is required. Five years of driving experience is preferred. 
4. Knowledge:  Comprehensive knowledge of local traffic laws, regulations and traffic patterns is required. Basic knowledge of automobiles is preferred.
5. Skills and Abilities:  Ability to drive safely.  The previous driving records may be asked for prior to confirming the employment.  Valid driving license is required.
Interested applicants must submit a resume to the Human Resources Section, GPO Box 2593, Ramna, Dhaka-1000, no later than June 03, 2004. Applications received beyond the date specified will not be considered. Only short-listed candidates will be notified. 

