Administrative Notice

Sanaa, Yemen

	October 3, 2009
	Number: 69/09


 COMMENTS  \* MERGEFORMAT 
	Subject:  
	Job Vacancy (Driver)

	Distribution:  
	All Employees


OPEN TO:

All Interested Candidates
POSITION:

Driver
OPENING DATE:
October 3, 2009
CLOSING DATE:
October 10, 2009
WORK HOURS:
Full-time; 48 hours/week

SALARY:

*Ordinarily Resident: 

- FSN - 03 (Full Performance Level) US $ 6,366 per annum Starting Salary   
- US $2,000 approx. in benefits and allowances.
NOTE:  ALL ORDINARILY RESIDENT APPLICANTS MUST HAVE THE REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.

The U.S. Embassy, Sana’a is seeking an individual for the position of a Driver within its organization.
BASIC FUNCTION OF POSITION
The position is located in the Motor pool, of the General Services Office, American Embassy, under the immediate supervision of the Motor pool Supervisor and the general supervision of the GSO.  Employee will be responsible for operating motor vehicles to transport passengers and cargo, and for expediting work at the airport.

8.
Major Duties and Responsibilities: 
· Operates a passenger motor vehicle in accordance with the supervisor’s instructions to transport Embassy personnel in a safe manner and official visitors within Sana’a and surrounding areas.

· Delivers documents, material, and equipment; serves as duty driver after hours, and drives Embassy shuttles.      

· Maintains vehicles in clean and serviceable condition, performs minor preventive maintenance, and completes trip tickets and gasoline logs.     

9.
Qualifications: 
Education: Completion of secondary school is required and additional of two years of college is an advantage. 

Prior Work Experience:  2 years of professional driving experience is required including basic auto-mechanical repairs is required.

Language Proficiency:  Level II (good) English ability is required. Level IV (Fluent) Arabic is essential.

Knowledge:  Must be familiar with local traffic laws, traffic patterns and locations of key ministries and embassies in Sana’a.

Abilities: Must have local driver’s license.  Must be able to operate any vehicle in the Embassy.

ADDITIONAL SELECTION CRITERIA
1.  Management will consider nepotism/conflict of interest, budget, and residency status in determining successful candidacy.  

2. Current employees serving a probationary period are not eligible to apply.

TO APPLY

Interested candidates for this position should submit the following:

1. Application for Federal Employment (SF-171 or OF-612);  or

2. A current resume or curriculum vitae that provides the same information as an OF-612; plus
3. Any other documentation (e.g., essays, certificates, awards, copies of degrees earned) that addresses the qualification requirements of the position as listed above.

SUBMIT APPLICATION TO

Human Resources Office (or Admin Office)

P.O.Box 22347

Sa’awan Street
Sanaa-Yemen
e-mail address: hrosanaa@state.gov
CLOSING DATE FOR THIS POSITION:  October 10, 2009
 An Equal Opportunity Employer

The U.S. Mission in the Republic of Yemen provides equal opportunity and fair and equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, disability, political affiliation, marital status, or sexual orientation.  The Department of State also strives to achieve equal employment opportunity in all personnel operations through continuing diversity enhancement programs.
The EEO complaint procedure is not available to individuals who believe they have been denied equal opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for relief.

Approved: 
MO: RHaynie 
Drafted: 
HR: SIstrola
Cleared:
 GSO: GCampbell
