Sample job descriptions for local staff
Administrative Assistant

Duties and responsibilities

Under the direct supervision of the Cluster Field Coordinator, the incumbent performs administrative support functions, which may include supervision of clerical and administrative staff in fields of work such as personnel, finance, registry, supply and transport. Performs the following duties:

· Performs personnel work including interpretation and processing of entitlements, issuance of contracts and maintenance of various personnel records and files;

· Assists in the recruitment of special service agreement staff for non-specialized work including evaluating candidatures, administering typing exams, conducting preliminary interviews; assigns junior staff to meet work requirements; reviews work of subordinates;

· Briefs international personnel on general administrative matters relating to visas, licenses, security; provides advice and ensures administrative support as required;

· Advises and assists other staff in the area of office management. Arranges for and/or attends meetings on day-to-day administrative matters, participates in discussion of new or revised procedures and practices, interprets and assesses the impact of changes and makes recommendations for follow-up action;


· Prepares, on own initiative, correspondence, reports, evaluations and justifications as required on general administrative or specialized tasks that may be of a confidential nature within assigned area of responsibility;

· Assists in the preparation of office budgets applicable to staff and servicing costs and maintains necessary budgetary control records;

· In addition to general administration responsibilities, may also supervise directly or indirectly, activities concerned with office and grounds maintenance, security, transport and similar services.

Secretary

Duties and responsibilities

Under the direct supervision of the Cluster Field Coordinator, provides secretarial assistance to one or more team members.

· Takes dictation, using shorthand, and transcribes, ensuring that spelling, punctuation and format are correct; prepares correspondence for supervisor’s signature, checking enclosures and addresses;

· Arranges appointments, receives visitors, places and screens telephone calls, responds to routine requests for information and assists in making travel arrangements for team members;

· Types a variety of material from drafts, printed texts and dictation machines. Operates word-processing equipment;

· Maintains minimum stock-level of essential stationary and office supplies;

· Incepts and maintains a filing system;

· Drafts correspondence on routine matters;

· Receives and screens correspondence and attaches necessary background information;

· Maintains office records and reference files on various subjects;

· Takes notes at meetings as required;

· Performs other duties as required.

Qualification requirements:

Completion of secondary education,

Knowledge and skills: 

proven shorthand and typing ability and knowledge of modern office procedures. Ability to operate word-processing equipment.


Experience: 

Three years’ secretarial experience.

Languages: 

Very good knowledge of the working language of the duty station.

Senior Driver

Duties and responsibilities

Under the direct supervision of the Cluster Assistant, the incumbent performs the following functions:

· Responsible for the day-to-day maintenance of the assigned vehicle, checks fuel, oil, water, battery, brakes, tyres, front/rear lights, etc., performs minor repairs and arranges for other repairs and ensures that the vehicle is kept clean and mission ready;

· Logs all trips, daily mileage, fuel consumption and purchases, oil changes, greasing, etc.;

· Assists and advises junior drivers on vehicle maintenance and driving skills;

· Advises supervisor of the need for servicing and maintenance of vehicles;

· Drives members of the team and other officials;

· Meets WHO  personnel at the airport and facilitates immigration and customs formalities;

· Collects and delivers mail or documents when required;

· Ensures that the steps required by rules and regulations are taken in case of involvement in accident;

· Performs other duties as required.

Qualification requirements:
Primary education, driver’s license

Knowledge and skills:

knowledge of driving rules and regulations and chauffeur courtesies, skills in minor vehicle repair, initiative and discretion. Must satisfactorily pass the IFRC driver’s test.

Experience: 

Minimum four years’ work experience as a driver; safe driving record.

Languages: 

Good knowledge of the local language and knowledge of the working language of the duty station.

Driver

Duties and responsibilities

Under the Senior Driver, the incumbent performs the following functions:

· Responsible for the day-to-day maintenance of the assigned vehicle, checks fuel, oil, water, battery, brakes, tyres, front/rear lights, etc., performs minor repairs and arranges for other repairs and ensures that the vehicle is kept clean and mission ready;

· Drives office vehicles, in a safe and careful manner, for the transport of authorized personnel and delivery and collection of mail, documents and other items;

· Logs official trips, daily mileage, fuel consumption and purchases, oil changes, greasing, etc.;

· Meets Cluster personnel at the airport and facilitates immigration and customs formalities as required;

· Ensures that the steps required by rules and regulations are taken in case of involvement in accident;

· Performs other duties as required.

Qualification requirements:

Primary education, driver’s license,

Knowledge and skills:

knowledge of driving rules and regulations and skills in minor vehicle repair. Able to satisfactorily pass the IFRC driving test.

Experience: 

Minimum three years work experience as a driver; safe driving record

Languages: 

Good knowledge of the local language and knowledge of the working language of the duty station. 

