Corporate Services Officer and Driver – Australian Office
	Agency
	Australian Office, Taipei

	Position number(s)
	TP007

	Title
	Corporate Services Officer and Driver

	Classification
	LE2

	Section
	Consular and Administrative Section 

	Reports to (title)
	Deputy Office Manager, Consular and Administrative Section 





About the position
The Corporate Services Officer and Driver provides transportation services to the Head of Post as the first priority and to other staff as capacity allows.  The position also provides assistance with office administrative tasks.  A requirement of this position is to work outside of business house and travel outside of Taipei.  

The key responsibilities of the position include, but are not limited to:

Driving services
· Provide safe and efficient driving and delivery services to staff and visitors in Taipei.
· Manage the maintenance of the official vehicle fleet, including arranging regular servicing, insurance, registration and running sheets. 
· Promptly advise supervisor of faults or mechanical problems.

Administrative services
· Reconcile diplomatic airfreight mail monthly statement, and security check incoming mail
· Manage and maintain stationery and office supplies including ordering, liaison with external suppliers, storing and keeping a record of bulk supply deliveries 
· Assist with minor maintenance, procurement and property tasks
· Collect, manage and reconcile office telephone and mobile phone usage
· Manage bookings for conference room
· Arrange subscriptions, update the internal telephone directory, annually update the hotel list and prepare visitor packs
· Prepare invoices/claims for payment, ensuring accuracy and timeliness in accordance with the departmental guidelines 
· Perform other administrative tasks as directed.

Qualifications/Experience

· Demonstrated safe driving skills; applicant must have a valid driver’s license.
· Reasonable spoken English and basic English writing skills.
· Excellent attention to detail and ability to prioritise
· Reasonable knowledge of Microsoft Word and Excel.
· Ability to carry out administrative tasks.
· Flexibility to work out of business hours and travel outside of Taipei
