




 

Term of Reference (TOR) for LESSAP Project Driver 

Scope of Work 

The Driver will be responsible for the following services, including but not limited to: 

1. Duty Reporting 

o Report on duty according to the office-prepared duty roster. 

2. Vehicle Maintenance 

o Ensure that the assigned vehicle is clean and roadworthy. 

o Check the vehicle condition/requirements and fill the Log Book 

properly. 

o Ensure that proper maintenance and servicing of the assigned vehicle is 

up to date on a day-to-day basis and report such information to 

supervisors on time. 

3. Driving Responsibilities 

o Drive office vehicle for the transport of authorized personnel and 

delivery/collection of mail, documents, cargo, pouches, and other items. 

o Make field trips to varied and any region of the country, including 

remote areas. These trips may involve: 

▪ Navigating challenging terrains and weather conditions. 

▪ Ensuring the safety and comfort of passengers during long 

journeys. 

▪ Coordinating with local authorities and stakeholders for smooth 

travel and operations. 

▪ Adapting to unexpected changes in travel plans and schedules. 

o Transport the Rural and Renewable Energy staff to project sites and 

from places where official business will be transacted. 

4. Record Keeping 

o Prepare monthly summaries of fuel and oil consumptions and report to 

the supervisor. 

o Maintain a record of all trips made as well as the consumption of fuel 

and other materials used for the operation and maintenance of the 

vehicle. 

5. Additional Duties 

o Assist in the delivery of outgoing project documents. 

o Perform all other related duties as assigned. 

 



Required Qualifications 

• At least a High School Diploma. 

• Excellent driving skills. 

• Professional Driver License Holder with at least 5 years of driving experience 

in a similar institution. 

• Knowledgeable in vehicle maintenance and minor repair. 

• Ability to remain calm under pressure. 

• Basic writing skills. 
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