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NOTICE

The public is hereby notified that AGGREKO INTERNATIONAL, ERITREA
BRANCH has appointed EDITU KIKONYOGO as General Manager of Aggreko
International Projects (Eritrea Branch) replacing Mr. RIAAN DU TOIT, as of
25/02/2025.

AGGREKO INTERNATIONAL PROJECTS ERITREA BRANCH
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Minimum requirements /Eligibility criteria (necessary for the a

W Office of the Embassy
of Sweden in Asmara

The Office of the Embassy of Sweden in Asmara, Eritrea is looking for:

A Driver/Administrative Clerk No. 001/25

Duties and Responsibilities
Under the direct supervision of the Head of Office and Administration the successful

candidate will undertake the below tasks:

Drive Embassy staff and other Embassy Officials inside and outside of Asmara
Distribute and collect official mail to and from Ministries and other Missions
Ensure that the car is always clean inside/out and in perfect condition for safe
driving. Involves cleaning of the car by the driver him/herself, who will also
check the fuel levels, the tyre pressure, etc.

Fill in the vehicle’s logbook on a daily basis and clearly indicate all moves
Ensure proper day-to-day maintenance of the assigned vehicle through timely
minor repairs, arrangements for service and major repairs, timely changes of
oil, check of tires, brakes, car washing, etc.

Ensure availability of all the required documents/supplies including vehicle
insurance, vehicle logs, office directory, map of the city/country, first aid kit,
and necessary spare parts in the assigned vehicle.

Ensure that all immediate actions required by rules and regulations are taken in
case of involvement in accidents.

Ensure utilities related correspondence are prepared and associated papers and
documents are filed. Follow-up utilities bills for timely payments

Ensure incoming mails are sorted and distributed both outside and inside the
Office and dispatch outgoing mails

Ensure that all logistical and administrative tasks of the office are handled
with care, including formalities related to customs clearance and obtaining the
required documentation (registration and insurance) for the vehicle

Ensure regular re-fueling of the car and generator at the residence.

Assist administration works and tasks of miscellaneous nature and/or secretari-
al tasks as assigned by the Head of Office or Head of Administration.

Assist in any other ad hoc tasks assigned by the Head of Office or Head of Ad-
ministration.

Operational Effectiveness:

Demonstrate excellent knowledge of driving rules and regulations and skills in
minor vehicle repair

Demonstrate excellent knowledge of protocol

Demonstrate excellent knowledge of security issues

Ability to perform a variety of repetitive and routine tasks and duties

Ability to review data, identify and adjust discrepancies

Ability to handle a large volume of work possibly under time constraints
Good knowledge of administrative rules and regulations

Ability to operate and maintain a variety of computerized business machines
and office equipment in order to provide efficient delivery of service

Ability to organize and complete multiple tasks by establishing priorities

lication to

be considered)

Certificate of completion of Secondary School

Valid driver’s license Grade 111

Minimum 3 years of professional experience as a professional Driver, prefer-
ably with an international organisation or embassy.

Excellent command in English and Tigrigna languages i.e speaking, under-
standing, reading and writing.

At least three references from previous employers.

Proven computer literacy in MS Word, Excel and Outlook.

L)

Very good knowledge of the primary and sec-
ondary roads of Asmara.

Solid knowledge of the primary and second-
ary roads in Eritrea.

Solid knowledge of traffic rules and regula-
tions in Eritrea. Knowledge of defensive/safe
driving practices.

Basic technical knowledge of car mainte-
nance. Able to adjust minor problems and ca-
pable of supervising repairs and maintenance
works carried out by the garage/workshop.
Good knowledge of general functions of ve-
hicles.

Ability to communicate and understand in-
structions correctly and liaise with outside or-
ganizations and official visitors of the Office.

Proven ability to plan and organize, establish
priorities, manage and monitor work plans,
coordinate competing demands, and work to
tight deadlines.

Strong interpersonal skills, including ability
to operate effectively.

Apply sound judgment to resolve a range of
issues/ problems; problem solving skills.

Ability to remain calm, in control and good
humored even under pressure.
Proven experience in driving 4x4 vehicles.

Remuneration:

As per the salary scale of the Office of the
Embassy of Sweden and relevant experiences.

Assets/ selection criteria (basis for awarding
points to select the best applicant)

Grade IV,V driving licence

Defensive/ safe driving training certificate
Experience as a professional Driver with an
international Organization or Embassy
Advanced technical knowledge of car mainte-
nance

How to apply

Please submit your application consisting of a
cover letter, CV and copies of reference letters
proving 3 years of professional experience as
a professional driver and provide evidence of
completion or exemption of National Service,
by hand delivery to the Office of the Embassy
of Sweden in Asmara. (reference “Driver/ Ad-
min Clerk post 001/2025”) ten days from the

day it is advertised.

Our Office is located inside the Delegation of
the European Union to the State of Eritrea,
Marsa Teklay Street 192, House no. 20/22.

Attention to Head of Administration.

Only shortlisted candidate will be contacted
for an interview. Successful candidate will be
subject to medical check-up.
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