

	
DE-SUUNG SKILLING PROGRAMME (DSP)
SKILLING PROGRAMME & JOBS

JOB DESCRIPTION


	1
	Position 
	 
	Driver

	2
	Employment 
	 
	Contract/Regular

	3
	Category 
	 
	General Administration and Support Services

	4
	Qualification requirements
	 
	Class VIII passed with a driver's license suitable for a Light vehicle and a certificate in driving.

	5
	Slots
	 
	2

	6
	Department 
	 
	 Head Office, Shared Services

	7
	Division 
	 
	Procurement 

	8
	Unit 
	 
	Motor Transportation

	9
	Posting 
	 
	Head Office, Thimphu

	10
	Reporting authority 
	 
	MTO Focal

	11
	Reviewing authority 
	 
	Motor Transportation Officer

	12
	Administrative reporting 
	 
	Head, Shared Services 

	13
	Subordinates
	
	

	14
	General responsibilities
	1
	Responsible and accountable for motor transport service to the office and the staffs

	 
	 
	2
	Follow orders issued by the Motor Transport Officer 

	 
	 
	3
	Report to the Motor Transport Officer

	 
	 
	4
	Wherever required provide logistic support

	 
	 
	5
	Maintain and ensure good working condition of the vehicles.

	15
	Specific responsibilities 
	1
	Drive office vehicles for the transport of authorized personnel. 

	 
	 
	2
	Meet officials at the airport and facilitate immigration and customs formalities as and when required. 

	 
	 
	3
	Collect and deliver mails, documents, and other items.

	 
	 
	4
	Ensure that all vehicles comply with the Minimum Operating Security Standards (MOSS). 

	 
	 
	5
	Take care of the day-to-day maintenance of assigned vehicles, check oil, water, battery and brakes. 

	 
	 
	6
	Ensure that the assigned vehicle is kept neat and clean (interior and exterior) all the time. 

	 
	 
	7
	Log official trips, daily mileage, fuel consumption, oil changes and greasing. 

	 
	 
	8
	Follow all rules and regulations in relation to the Road Safety Transport Authority.

	 
	 
	9
	Perform other duties as assigned by the Supervisor/Transport Officer.

	16 
	Core Competencies 

	
	1. Communication Skills –Ability to clearly and effectively interact with colleagues, clients, and stakeholders to ensure smooth coordination.

2. Patience – Ability to address challenges or handle difficult situations.

3. Empathy – Demonstrate understanding towards others' needs, foster positive relationships.

4. Adaptability – Be flexible and responsive to changing circumstances or demands.

5. Teamwork– Collaborate effectively with others to achieve common goals and maintain a supportive environment
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