GUYANA LANDS & SURVEYS COMMISSION

JOB DESCRIPTION


	Job Title
	TRANSPORT OFFICER 

	Division
	Human Resources and Administration 

	Section
	Administration

	Location
	 Head Office

	Salary Band
	Four (4)

	Objective
	To ensure the effective functioning of the Commission’s vehicles and provide adequate transportation for the Commission’s work


	Main Responsibilities/Duties
	1. Ensure efficient and effective use of all vehicles belonging to the Commission.

2. Ensure that there is a reliable fleet of vehicles.

3. Reduction of down time of vehicles due to breakdown and accidents.

4. Compile logs on movements of all vehicles.

5. Monitor fuel level and ensure there is adequate fuel at all times in generator.

6. Ensure the generator is functional at all times.

7. Prepare strategic maintenance schedules for vehicles and ensure strict adherence to same, to reduce down time.

8. Examine and certify log-book entries of drivers, in order to effectively monitor and control usage of vehicles.

9. Log and monitor the supply of fuel and lubricants issued to vehicle Drivers.
10. Check and verify that vehicles are properly serviced before being put into use.

11. Examine and certify repairs done to vehicles in order to recommend payments.

12. Ensure the relevant documents (licence, registration, fitness and insurance) for all vehicles are in order.

13. Ensure vehicles are properly parked/received at the conclusion of work daily.
14. Advise the Human Resources and Administration Manager and the Manager of Finance on payment of fuel, lubricants and any other transport related matters.

15. Test prospective drivers to verify their driving ability level of aptitude and their preparedness. 
16. Report to the Human Resources and Administration Manager on progress of work on a monthly basis.
17. Communicate frequently with the Human Resources and Administration Manager and general office staff.
18. Ensure vehicles are properly parked/received at the conclusion of work daily.


	Working and reporting relationships 
	Reports to:

· Manager, Human Resources and Administration
Line Supervisor of:

· Drivers

Working relationships (internal):

· Managers, Supervisors and staff



	Job specifications
	Qualifications:

A Diploma in Mechanical or Civil Engineering from GTI or a recognised Institution.

Experience and Knowledge:

Three (3) years relevant experience in a supervisory position in transport management. 

A minimum of five (5) years driving experience in a Transport Organisation or Unit, along with  the ability to supervise, plus a valid driver’s licence and thorough knowledge of traffic regulations.                  

Analytical and Logical Skills:

Problem solving, planning and organizing skills
Personal strengths:

Flexibility to adapt to changing priorities

Initiative in approach to improving effectiveness of customer service processes.

Determination to achieve stated objectives under pressure from difficult resources constraints.

A high level of integrity to ensure that all actions simultaneously conform to business, best practice and compliance requirements

Customer focus.


