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JOB SUMMARY: 

Under the supervision of the Travel Officer, the incumbent carefully and responsibly drives WRP-N 

Program vehicles to various locations in Abuja and on some occasions, to other cities in Nigeria. The 

Incumbent drives personnel and visitors, and at times documents, supplies and/or equipment to various 

locations, including ministries, embassies and other business organizations. 

 

MAJOR DUTIES: 
 

 As HJFMRI driver, the incumbent carefully and responsibly drives program personnel, visitors and 

partners, as determined by the Travel Officer Supervisor to various locations in Abuja and on some 

occasions, to other cities in Nigeria.  

 Ensures full compliance with all US Embassy driving policy regulations and guidelines. 

 Provides daily preventive maintenance of HJFMRI vehicles, ensuring that the interior of vehicles 

is in a clean condition, checks fluids levels, hoses, belts and connections. Incumbent is responsible 

to see that oil, water and other vehicle fluids levels are within appropriate limits. Reports defects 

and malfunctions to the supervisor. Ensures passengers fasten seat belts at all times.  

 Maintains a daily vehicle mileage log. 

 Incumbent to be posted at either DRL, CRC or the US Embassy based on changing demand.  

 
 
 
 

Position: Driver Date Opened: Monday 13th April, 2020

Report to: Travel Officer Closing Date: Monday 27th April, 2020

Open to: All interested applicants Location: Abuja, Nigeria

Work Hours: 48 Hours weekly

VACANCY ANNOUNCEMENT

Interested applicants MUST include a Cover letter, CV, copies of certificates and a valid drivers licence.                             

Send applications to: recruitment@wrp-n.org



 
 

2 
 

JOB SPECIFICATION: 
 
Minimum Education/Training Requirements: Secondary School education certificate (WAEC, NECO or 
GCE) 
 
Prior Work Experience:  A minimum of three years professional driving experience. Experience driving an 

armored vehicle is not required but highly preferred. 

 
Supervision Received:  Incumbent is supervised by the Travel Officer.  
 
Exercise of Judgment: Incumbent is expected to make independent and professional judgments on the 
quality and effectiveness of motor pool and travel matters, especially after hours or emergency situations. 
Make decisions regarding the best use of equipment, cleaning, and as needed garage work. 
Coordinate with Embassy maintenance section and/or vendors on maintenance schedules. 
 
Required Licenses, Certification or Registration:  Must have a valid driver’s license.  
 
Knowledge: Incumbent must have extensive knowledge and understanding of the principles of 
organizational management. Must possess or quickly acquire a strong working knowledge of the US 
Embassy regulations and procedures governing the use of motor-pool vehicles. Knowledge of host country 
traffic laws, regulations and logical and alternative routes around Abuja and the country in general. Must 
have a good knowledge of automotive operations, safety and maintenance practices.  

 
 

 


