
JOB PROFILE 
h

	JOB TITLE:  Mechanic 


	DIVISION / DEPARTMENT / LOCATION: Lankien
	JOB FAMILY: Logistic


	SALARY: 


	LEVEL: E1

	OXFAM PURPOSE: To work with others to find lasting solutions to poverty and suffering
TEAM PURPOSE: To deliver efficient, cost effective and quality operations, and technical and professional advice and expertise to develop and implement Oxfam’s strategic role
JOB PURPOSE: To work as part of the logistics team, managing all responsibilities related to vehicles, transport, staff and visitor movements.


	DIMENSIONS: 

· Oversees the management of vehicles service provision.

· Monitors performance of team or external contacts and gives advice / guidance to managers in a specialist area.

· Objectives are set within well-defined limits although some adaptation on day-to-day issues may be required.

· Problems may vary but solutions can be defined from previous experience with judgement being required to choose and apply the most appropriate solution.

· Regular communication is normally with immediate manager but may require a broad range of communication (including negotiation) internally and externally.

· Ensure Health and Safety procedures are followed at specific sites.



	REPORTING LINES: 

Position reports to: Logistics Officer
Staff reporting to this position: 



	BACKGROUND:



	Key Responsibilities

· Build and assemble machines or mechanical components according to requirements

· Inspect machines, engines, transmissions etc. and run diagnostic tests to discover functionality issues

· Conduct repairs aiming for maximum reliability

· Troubleshoot reported problems and resolve them in a timely manner

· Perform thorough maintenance on machinery, equipment and systems

· Clean and apply lubricants to machinery components

· Replenish fluids and components of engines and machinery

· Provide consultation on correct maintenance and preventative measures to machine or vehicle users

· Undertake other duties as assigned (e.g. repair of hydraulic systems, painting vehicles etc.)

Transport and Vehicle Management
· Ensure that office vehicles are checked daily and road worthy before any assignment.

· Place logbook for each vehicle and monitor records for accuracy and completeness.

· Ensure that all Oxfam GB vehicles insurance is renewed and up-to-date.

· Liase with RTA and facilitate for timely annual vehicle technical inspection.

· Maintain data and update records of all vehicles.

· Ensure that daily transport is organised and courier service and driver are assigned based on the requests received.

.

· Ensure that drivers’ testing is conducted and records of staff authorized to drive is maintained and kept up-to-date.

· Provide advice and support on vehicle repair and management to project offices.

· Establish regular service schedule and ensure proper maintenance is carried out by liasing with vehicle garage.

· Prepare reports of vehicle usage according to Oxfam GB guidelines on a monthly basis.

· Ensure all arrangements for visitors and staff visiting Field programme are made and communicated in a timely manner.

· Keep logs of work and report on issues

· Repair vehicles and make routine maintenance checks to ensure that a vehicle is running identifying the problem with the cars

· 

	SKILLS AND COMPETENCE: 

· Proven experience as Mechanic

· Excellent knowledge of machinery and hydraulic, electrical and other systems and their components

· Aptitude in using various hand tools (screwdrivers, hammers etc.) and precision measurement tools (e.g. calipers)

· Ability to follow established procedures and practices and read instruction, blueprints etc.

· A strong commitment to all health and safety guidelines

· Very good communication skills

· A problem-solving ability

· Very good physical strength and stamina

· High school diploma is preferred; Certification from a vocational school or completion of apprenticeship is a definite plus

· 

	OTHER: 



	Date of issue: 



