CIVIL SERVICE OF JAMAICA
JOB DESCRIPTION AND SPECIFICATION

Ministry/Entity: Rural Agricultural Development Authority
	JOB TITLE:                                                Driver
JOB GRADE:                                             LMO/DR1
POST NUMBER:                                        2. 13
DEPARTMENT:                                         Parish Office/ Field Operations
REPORTS TO:                                           Office Manager
MANAGES:                                                N/A


.

This document is validated as an accurate and true description of the job as signified below:

__________________________________                  
_____________________
Employee                                                                              
Date

__________________________________                     
_____________________
Manager/Supervisor                                                           
Date
__________________________________                     
_____________________
Head of Department/Division                                              
Date

__________________________________                       
_____________________
Date received in Human Resource Division                      
Date created/revised

STRATEGIC OBJECTIVE 
1.
Provide farmers with a comprehensive and efficient extension service that fully utilises ICT technology to support, modernise and increase agricultural production, productivity and farmer income; 

2.
Promote the diversification of agriculture, and improved post harvest handling, agro-processing and livestock production to increase the value of agriculture to the national economy, thereby also improving the standard of living of farm families;

3.
Supply farmers, processors and marketers with real time market intelligence, to enhance incomes by reducing surpluses or shortages; 

4.
Maintain an up to date farmer registration database, giving full details of type of cropping patterns, type of livestock production, location and size of holdings;

5.
Promoting land husbandry practices which preserve the natural resource base and discourage farming practices which lead to environmental degradation, particularly in critical watersheds;

6.
Ensure that plant and animal, health and safety standards are maintained by educating farmers, thereby ensuring national and international confidence in Jamaican agricultural products;

7.
Encourage farming communities through group activities to improve family health and nutrition, reinforce social cohesion and supplement household income through the development and marketing of new agro processed products;

8.
Implement national policy initiatives for food security, rural and national economic development; whilst fostering linkages with international donors, NGO’s and CBO’s and other relevant agencies; 

     9.
Implement appropriate disaster mitigation measures, ensuring a high level of preparedness within farming communities, effectively carrying out damage surveys and developing appropriate strategies to restore productivity once the event has taken place;

    10.   Attract more young people into agriculture by establishing and strengthening linkages with school garden programmes and the 4 H movement;

    11.
Develop a human resource capability aligned with the overall mission of the Authority which will ensure officers have a clear career development path and are regularly trained and updated in the latest technologies; 

    12.
Maintain a high level of corporate governance accountability and transparency by ensuring that all financial management, accounting, procurement, monitoring and evaluation systems satisfy the legal and managerial requirements of a Statutory body which is moving towards an effective, performance based, executive agency.

JOB PURPOSE:
Under the supervision of the Office Manager, the incumbent undertakes transportation assignments as well as conducts routine checks to ensure that the vehicle assigned is in good working condition.
KEY OUTPUTS:

· Officers transported 
· Mail/documents/office materials collected and/or delivered
· Goods/equipment transported
· Vehicle and relevant documents inspected 

· Assignments recorded in logbook
· Vehicle serviced/repaired

· Damages/defects reported

· Accident reports prepared and submitted

KEY RESPONSIBILITY AREAS
· Inspects vehicle to ensure that braking and signalling systems are functioning properly and there are adequate levels of fuel and oil.

· Transports officers to required destinations.

· Transports goods/equipment to designated destinations.

· Delivers or collects mail/documents/office material.

· Records assignments in the duty logbook.

· Inspects certificates of registration and fitness for the vehicle assigned to ensure that they are current. 

· Takes vehicle for regular servicing and/or repairs as required. Checks work done to ensure that the Authority’s requirements are met.

· Reports all defects/damages to vehicle with immediate effect. 

· Prepares and submits a detailed report on all accidents in which the vehicle is involved
OTHER RESPONSIBILITIES
· Ensures that vehicle is kept in clean condition.

· Performs other duties as assigned from time to time

AUTHORITY 

N/A
PERFORMANCE STANDARDS

· Goods/equipment transported safely and within specified time 

· Vehicle maintained in good working condition

· Up-to-date certificates of registration and fitness

· Assignments logged daily  and accurately 

· Accident reports prepared and submitted within specified time and in accordance with set guidelines
INTERNAL AND EXTERNAL CONTACTS

Internal
	Contact
	Purpose

	All Divisions

Parish Managers
	Transportation of staff /equipment/goods/mail/documents


External
	Contact
	Purpose

	Post Office
Government Departments
	Collect/deliver mail/documents

	Auto Garage
	Service/Repair of vehicle


SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· Extensive travelling within the Parish but also island wide
· Frequently required to work outside of normal working hours
REQUIRED COMPETENCIES

· Excellent driving skills.

· Knowledge of basic mechanics.
· Knowledge of RADA policies and procedures
· Good interpersonal and customer relations skills

· Good communication skills

· Good time management skills
MINIMUM REQUIRED EDUCATION AND EXPERIENCE
· SSC subjects including English Language and Mathematics
· Ability to write simple reports
· Possession of a General Driver’s License
· Two (2) years experience in a similar position
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