WWEF-Laos P.O. Box. 7871
House no. 39, unit 05, Saylom village,
Chanthabouly district, Vientiane, Lao PDR
Tel: +856 21 216 080
Fax: +856 21 251 883

E-mail: wwf-laos@wwf.org.la
Website: www.wwf.org.la

JOB DESCRIPTION

Position title: Project Driver, Central Annamites, WWF-Laos
Reports to: Project Manager, Central Annamites, WWF-Laos
Supervises: None

Grade (Career level): Operational Support

Location: Saravanh - Laos
Date: June 2022
|. Background:

World Wide Fund for Nature — WWF has had a presence in Laos since the late 1980s,
when it contributed to some of the first biodiversity surveys that established Laos’
protected area system. The head office was officially established in 2001 in Vientiane
Capital and we now have field offices in Savannakhet, Champassak, Salavan, and
Xekong provinces. WWEF-Laos works with government, civil society, and the private
sector partners to address the drivers of biodiversity loss and to move towards a
greener nature-based future where the people of Laos can thrive and live in harmony

with nature.
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President: Pavan Sukhdev Registered as: WWF-World Wide Fund for Nature, WWF-Fondo Mondiale per la Natura
Director General: Marco Lambertini WWHF-Fondo Mundial para la Naturaleza, WWF-Fonds Mondial pour la Nature
President Emeritus: HRH The Duke of Edinburgh WWF-Welt Natur Fonds. Formerly as World Wildlife Fund

Founder President: HRH Prince Bernhard of the Netherlands
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Our vision for Laos that ‘the unique biodiversity, cultural diversity, and ecosystems
are maintained or enhanced and contribute to the sustainable development and
wellbeing of Laos, the Greater Mekong region, and the planet as a whole.'
Conservation is WWF’s core work, and our programme in Laos is implemented under
three broads ‘Practice Areas’, which include Forests, Wildlife, and Freshwater. Under
the five-year strategic plan (2021-2025), WWF-Laos focuses on three landscapes,
four priority sites, and two groups of priority species. Find out more from

www.wwf.org.la
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WWF’s interventions in the Central Annamites Landscape are mainly supported by
the CARBI phase 2 project (Biodiversity Conservation in The Central Annamites
through Ecosystem Protection). CARBI 2 is a transboundary project between Laos
and Vietnam contributing to the protection, restoration, and sustainable use of
ecosystems and the conservation of biological diversity in the Central Annamites
Landscape with innovative and transformational conservation interventions that
support the governments of Vietnam and Laos to meet their obligations under the
Convention on Biological Diversity (CBD). Other components of the Landscape
Programme include forest restoration, supporting local agencies to apply legislation
on wildlife trade, community forest management planning, engagement with the
private sector and transboundary cooperation with relevant agencies in Vietnam, etc.

with funding support from the WWF Network.
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Il. Major Functions (zi1hdin):

CarBi Il Project Driver and Logistic Assistant reports to the Project Manager, Central
Annamites, He/she will be supporting Logistic and administration and vehicle
management of the project. The person will take full charge of driving, operating and
maintaining transportation of vehicles with a focus on safety of all passengers and
the vehicles; performing daily messenger service, pre-trip and post-trip vehicle
inspections; performing minor maintenance tasks on the vehicles when necessary;
fuelling and cleaning the vehicles; ensuring that periodic scheduled vehicle
maintenance is completed and reported; documenting staff usage. Also recording and
checking vehicle log books. Under the supervision of Project Manager, Central
Annamites, WWF-Laos, the Driver and Logistic Assistant will ensure timely and cost
effective deliver the tasks in regard to the logistic matters including the procurement

support.
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ll. Major Duties and Responsibilities (z11105n03N wazao1USUENZ9V):

e Drive vehicle for project staff and staff in other offices during their working in
provinces, target districts, target villages and throughout the country when
required;

e Presents safety briefing to passengers prior to each trip departure;

e Responds immediately to accident or medical emergencies by notifying
management and medical services providers, and rendering First Aid until
emergency personnel arrive; Keeps the assigned vehicle(s) clean inside and
outside;

e Operates assigned vehicle in a safe and courteous manner;

e Always keep project vehicle(s) clean inside and outside, and maintains
defensive driving and parking cars in proper area before home;

e Ensure the vehicle logbook is properly maintained and submit to Project
Support Officer by the end of each month. All journeys must be logged in
vehicle logbook on regular basis;

e Small office maintenance such as: fixing water pipe when is leaking or water
taps is broken, fixing/changing door lock, changing the light tube and fixing the
photo flame to the walls when require, and provide additional services in the
project as needed when not driving.

e Provides staff and guests with prompt service;

e Coordinate and ensure the logistic support provided in timely and in according
to WWF-Laos policy and procedures.

e Daily messenger service to the Provincial government partner agencies,
organizations, companies, bus station and others places within the project
area.
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IV. Profile (2yunsonueiszoin):

Required Qualifications

Graduated High School minimum.

Must have driving license with AB level at least.

Experiences in driving at least 3 years

Experiences driving in mountainous areas and speak basis English will be

highly considered
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Required Skills and Competencies

e Teamwork and virtual support
e Able to communicate in English and influence in Laos language

e Working under pressure, hard worker and with minimum supervision
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V. Working Relationships (ao1usEulunaucSnosn):

¢ Internal — WWF-Laos, Project staff in the Landscape: report directly to the
Project Manager, Central Annamites, coordinate on a regular basis with the
Project Support Officer and Logistic Assistant and Drive in VTE office and
engage with all WWF-Laos staff.

o External — Interact with all relevant stakeholders at the community, district, and

provincial level and suppliers/services where relevance
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VI. WWF’s Values & Behaviours (gug129933n1ucySnuitusgintan «zgulduin):

e Adhere to WWF'’s values: Courage, Respect, Collaboration and Integrity.

e Demonstrates WWF core value in action of working: Strive for Impact, Listen
Deeply, Collaborate Openly, and Innovate Fearlessly.
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This job description covers the main tasks and conveys the spirit of the sort of tasks
that are anticipated proactively from staff. Other tasks may be assigned as necessary

according to organizational needs.
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