
	
OFFICE	OF	THE	SPECIAL	ENVOY	OF	THE	SECRETARY-GENERAL		

FOR	THE	GREAT	LAKES	REGION	

UNITED	NATIONS	CORE	VALUES:	INTEGRITY,	PROFESSIONALISM,	RESPECT	FOR	DIVERSITY	
THIS	POSITION	IS	OPEN	TO	KENYA	NATIONALS	ONLY	AND	DOES	NOT	HAVE	INTERNATIONAL	BENEFITS	

FEMALE	CANDIDATES	ARE	PARTICULARLY	ENCOURAGED	TO	APPLY	
	
DEADLINE	FOR	APPLICATIONS:				 11	JANUARY	2018	
DATE	OF	ISSUANCE:				 	 	 05	JANUARY	2018	
FUNCTIONAL	TITLE:	 	 	 DRIVER	(	2	POSITIONS)	
LEVEL:	 	 	 	 	 GL-3		
SECTION:				 	 	 	 ADMINISTRATION	 																																																							
LOCATION:				 	 	 	 NAIROBI	
DURATION	OF	CONTRACT:	 	 ONE	(1)	YEAR	FIXED	TERM	 				
VACANCY	ANNOUNCEMENT	NUMBER:		SESG-GL/COS/2018/002		
	
Special	Notice:	
These	positions	are	funded	for	an	initial	period	of	one	year,	extension	of	appointment	will	be	subject	to	budgetary	
approval.	Appointment	against	these	posts	is	on	a	local	basis.	The	candidates	are	responsible	for	any	travel	expenses	
incurred	 in	 order	 to	 take-up	 the	 appointment.	 All	 applicants	 are	 strongly	 encouraged	 to	 apply	 on-line	 as	 soon	 as	
possible	after	the	job	opening	has	been	posted	and	well	before	the	deadline	stated	in	the	job	opening.	
	
Interested	 applicants	who	 are	working	with	UN	Contractors	must	 fulfil	 the	obligations	 of	 their	 contracts	with	 the	
Contractors	in	order	to	be	eligible	to	apply	for	this	vacancy.	
	
Organizational	Setting	and	Reporting	Relationships:		
These	positions	are	located	in	Office	of	the	Special	Envoy	of	the	Secretary-General	for	the	Great	Lakes	Region	
(O/SESG-GL)	under	the	Chief	of	Staff.	The	Drivers	at	this	level	will	report	to	the	Administrative	Officer.	
	
	Responsibilities:		
With	limits	of	delegated	authority,	the	light	vehicle	drivers	at	this	level	may	be	responsible	for	the	following	duties:		

1. Senior	Driver	Functions	
• Light	Vehicle	Drivers	at	GS-3	level	works	as	a	Senior	driver	and	Team	Leader	to	junior	drivers	at	the	G-

2	level.	S/he	assigns	tasks/	shifts	to	junior	drivers.	
• Light	 Vehicle	 Drivers	 at	 G-3	 level,	 drive	 light	 vehicles	 to	 moderately	 heavy	 vehicles	 including	

passenger	transportation	vans,	cargo	vans	and	transportation	trucks.	
• Light	Vehicle	Drivers	at	the	G-3	level	assist	the	workshop	with	the	preparation	of	staff	transportation	

vans,	cargo	vans	and	trucks	for	field	trips.	S/he	carries	out	activities	such	as	changing	wheels,	cleaning	
air	filters,	and	general	checking	to	confirm	the	mechanical	soundness	of	the	vehicle.	

• Light	 Vehicle	 Drivers	 at	 the	 G-3	 level,	 being	 Senior	 Drivers	 are	 usually	 assigned	 to	 work	 with	 VIP	
personnel.	

2. Back-up	Driver	Functions	
• S/he	 ensures	 provision	 of	 reliable	 and	 secure	 driving	 services	 by	 driving	 office	 vehicles	 for	 the	

transportation	of	authorized	personnel,	delivery	and	collection	of	mail,	documents	and	other	items.	
• Drives	vehicles	safely	to	transport	authorised	personnel	and	general	cargo/goods	and	or	specialized	

hazardous	vehicles.	
• Takes	care	of	the	day	to	day	maintenance	of	the	assigned	vehicles,	checks	oil,	water,	battery,	brakes,	

tires	etc;	performs	minor	repairs	and	arranges	for	more	technical	repairs.	Ensures	that	the	vehicle	is	
clean.	



• Follows	required	rules	and	regulations	in	cases	where	the	vehicle	is	involved	in	an	accident.	
• Applies	good	judgement	in	the	context	of	assignments	given.	
• Meets	 official	 personnel	 at	 the	 airport	 and	 facilitates	 immigration	 and	 customs	 formalities	 as	

required.	Deals	effectively	and	tactfully	with	officials	and	visitors.	
• Ensures	cost-savings	through	proper	use	of	vehicle	and	accurate	maintenance	of	daily	vehicle	logs.	
• Ensures	 proper	 day-	 to-	 day	 maintenance	 of	 the	 assigned	 vehicle	 by	 carrying	 out	 repairs,	 making	

arrangements	for	major	repairs,	changes	oil	in	a	timely	manner,	checking	tires,	brakes	and	tires.	
• Ensures	the	vehicle	is	kept	clean	and	carries	out	minor	repairs	on	the	vehicle,	making	arrangements	

for	more	technical	repairs.	
	

3. Vehicle	Administration	Functions	
• Provides	inputs	during	preparation	of	the	vehicle	maintenance	plans	and	reports.	
• Ensures	 availability	 of	 all	 the	 required	 documents	 and	 supplies	 including	 vehicle	 insurance,	 vehicle	

logs,	office	directory,	map	of	the	city	or/	country,	first	aid	kit	and	necessary	spare	parts.	
• Log	official	trips,	daily	mileage,	gas	consumption,	oil	changes,	greasing,	etc.	
• Follows	required	rules	and	regulations	in	case	the	vehicle	driven	is	involved	in	an	accident.	
• Liaises	with	other	UN	agencies	i.e.	UNON,	UNSOM,	UNSOS,	etc.,	on	joint	transport	assignments.	
• Perform	other	duties	as	assigned.	

	
Competencies:		

•	 PROFESSIONALISM:	 Demonstrates	 use	 of	 initiative	 and	 makes	 appropriate	 linkages	 in	 work	 requirements	 and	
anticipates	 next	 steps.	 Shows	 pride	 in	 work	 and	 in	 achievements;	 demonstrates	 professional	 competence	 and	
mastery	 of	 subject	 matter;	 is	 conscientious	 and	 efficient	 in	 meeting	 commitments,	 observing	 deadlines	 and	
achieving	 results;	 is	motivated	by	professional	 rather	 than	personal	 concerns;	 shows	persistence	when	 faced	with	
difficult	 problems	 or	 challenges;	 remains	 calm	 in	 stressful	 situations.	 Commitment	 to	 implementing	 the	 goal	 of	
gender	equality	by	ensuring	the	equal	participation	and	full	involvement	of	women	and	men	in	all	aspects	of	work.	

	
•	 TEAMWORK:	 Works	 collaboratively	 with	 colleagues	 to	 achieve	 organizational	 goals;	 solicits	 input	 by	 genuinely	
valuing	 others'	 ideas	 and	 expertise;	 is	 willing	 to	 learn	 from	 others;	 places	 team	 agenda	 before	 personal	 agenda;	
supports	and	acts	 in	accordance	with	 final	group	decision,	even	when	such	decisions	may	not	entirely	reflect	own	
position;	shares	credit	for	team	accomplishments	and	accepts	joint	responsibility	for	team	shortcomings.	
	
•	PLANNING	AND	ORGANIZING:	Develops	clear	goals	that	are	consistent	with	agreed	strategies;	 identifies	priority	
activities	 and	 assignments;	 adjusts	 priorities	 as	 required;	 allocates	 appropriate	 amount	 of	 time	 and	 resources	 for	
completing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	actions	
as	necessary;	uses	time	efficiently.	
	
Qualifications	
Education:	 	 High	school	diploma	or	equivalent.	Valid	driver’s	license	
	
Experience:		 A	minimum	of	two	(2)	years	of	progressively	responsible	work	experience	in	provision	of	driving	

services.	Should	be	an	experienced	driver	with	a	safe	driving	record	with	hands	on	experience	in	
driving	a	variety	of	makes	and	models	of	vehicles-heavy	and	light	passenger	vehicles.		

	
Language:									English	and	French	are	the	working	languages	of	the	United	Nations	Secretariat.	For	this	post,	fluency	

in	 English	 (both	 oral	 and	 written)	 is	 required.	 Knowledge	 of	 other	 United	 Nations	 language	 is	 an	
advantage.		



Assessment	Method:											
Evaluation	of	qualified	candidates	will	include	an	assessment	exercise	which	will	be	followed	
by	competency-based	interview.	
	
Additional	Information:		
Candidates	who	are	not	selected,	and	whose	performance	in	the	interview	process	nonetheless	demonstrated	their	
suitability	for	a	similar	function	may	be	kept	on	a	roster	for	up	to	7	years.	Candidates	placed	on	the	roster	may	be	
considered	for	selection	against	future	vacancies	for	a	similar	function	and	level.	
	
How	to	Apply:		
Qualified	candidates	may	submit	their	applications	including	their	United	Nations	Personal	History	form	(P.11)	to	the	
address	 mentioned	 below	 on	 or	 before	 the	 deadline.	 	 The	 P.11	 is	 on	 the	 https://unsos.unmissions.org/jobs.	
Applications	submitted	after	the	deadline	11	JANUARY	2018	will	not	be	accepted.	Curriculum	Vitaes	(CVs)	will	not	
be	accepted.	
	

Email:	recruitment-unsoa@un.org	
Please	quote,	Vacancy	Announcement	Number	and	Functional	Title	in	the	subject	of	the	e-mail	

Kindly	attach	a	copy	of	P11,	copy	of	valid	driving	license,	Passport	and	or	National	Identification	Card.	These	are	
required	as	part	of	your	application	for	consideration	of	eligibilty.		

	
The	United	Nations	shall	place	no	restrictions	on	the	eligibility	of	men	and	women	to	participate	in	any	capacity	and	
under	conditions	of	equality	in	its	principal	and	subsidiary	organs.		
	
THE	 UNITED	 NATIONS	 DOES	 NOT	 CHARGE	 A	 FEE	 AT	 ANY	 STAGE	 OF	 THE	 RECRUITMENT	 PROCESS	 (APPLICATION,	
INTERVIEW	MEETING,	PROCESSING,	OR	TRAINING).	
	
	


