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JOB DESCRIPTION 
 

Position title Driver 

Volume of 
employment and 
working time 
 

• Full time employment; 

• Working time in accordance with the Employment Contract, Internal  

• Rules of the Permanent Secretariat of the Intergovernmental Commission 
TRACECA (PS) and orders/instructions of the PS Secretary General 
(SG). 

• In the absence of the Driver his duties requiring urgent decisions shall be 
entrusted to the Administrative Specialist or the person assigned by the 
Head of International and Internal Affairs Division of the PS in the 
established order.  

Salary size • According to the Employment Contract 

Main working 
relationship  

• Responsible directly to the Head of International and Internal Affairs 
Division of the PS; 

• Establishes working relationship with the PS employees. 
 

Objective of 
position 

• Provision of safe accompanying in the vehicle for the SG, if necessary, for 
the employees and guests of the PS. 

Main duties and 
tasks of the 
position  

• Ensuring timely and safe transportation of the SG and members of his 
family, official guests of the PS, and, if necessary, employees of the PS; 

• Professional driving, including planning the best route, avoiding road 
accidents, choosing a safe speed and maintaining a sufficient distance 
from other road users, as well as taking other measures to ensure safe 
transportation; 

• Execution of instructions of the SG; 

• Delivery of urgent official correspondence and documents of the PS to 
the state bodies of the Republic of Azerbaijan (AR), the Embassies of the 
MLA Parties and TRACECA partners; 

• Ensuring the stable and safe functioning of the car, including timely 
fuelling, checking the level of oils and liquids, the health of tires, brake 
pads and other parts and mechanisms; 

• Carrying out a state technical inspection of a vehicle within the time limits 
established by the legislation of the Republic of Azerbaijan; 

• Carrying out the vehicle technical inspection in specialized diagnostic 
centres, in accordance with the technical requirements of the car 
manufacturer; 

• Informing the Head of the International and Internal Affairs Division of the 
PS about the need to replace faulty parts and mechanisms, as well as 
other issues within his competence; 

• Approval of the performed repair work of the vehicle in specialized 
service centres; 

• Keeping the car clean (both body and interior); 

• Representation and protocol functions in accordance with the tasks of the 
PS within his competence; 

• Providing reports on the schedule of movement and material means used 
to perform official duties, as well as other reports required in accordance 
with the internal rules of the PS and the legislation of the Republic of 
Azerbaijan; 

• Archiving and storing his own work related to the PS activities; 

• Compliance with the requirements of implementation standards and 
labour discipline. 

Minimum 
qualification 

requirements 

• Driver's license of category B, driving experience of at least 8 years, 
experience as a driver of heads of public or private organization. 

  

Required skills and 
capabilities   

• Knowledge of traffic rules;  

• Knowledge of administrative legislation in the field of road traffic in the 
Republic of Azerbaijan; 

• Knowledge of the legislative norms of the Republic of Azerbaijan, in force 
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in relation to vehicles of diplomatic missions; 

• Ability to compose the optimal route of movement; 

• General knowledge of the car design, its technical characteristics; 

• Knowledge and observance of the vehicle maintenance rules; 

• Compliance with maintenance and inspection times; 

• Driving skills in adverse weather conditions; 

• Knowledge of the first-aid rules; 

• Fluency in the Russian and/or English languages. Knowledge of the 
Azerbaijani language is an advantage; 

• Flexibility, resistance to stress, ethical conduct.  

 
 
Full name: 
__________________________________________________________________________ 
 
Date:  «___»  _____________ 20__ 
 
Signature:  _____________________________ 


