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POSITION:   DRIVER AND ADMINISTRATIVE ASSISTANT 

AGENCY:   DEPARTMENT OF FOREIGN AFFAIRS AND TRADE (DFAT) 

SECTION:   CORPORATE ADMINISTRATION 

DIRECT SUPERVISOR:  DRIVER FLEET COORDINATOR 

SUPERVISORY RESPONSIBILITY: NONE 

 

About the Australian Government’s Department of Foreign Affairs and Trade (DFAT) 

 

The role of the Department of Foreign Affairs and Trade (DFAT) is to advance the interests of 

Australia and Australians internationally. This involves strengthening Australia’s security, 

enhancing Australia’s prosperity, delivering an effective and high quality overseas aid program and 

helping Australian travellers and Australians overseas.  

 

The department provides foreign, trade and development policy advice to the Australian 

Government. DFAT also works with other Australian government agencies to drive coordination of 

Australia’s pursuit of global, regional and bilateral interests. 

 

 

About the role 

Under close direction the driver and administrative assistant will provide a safe and courteous 

driving service for the Australian Embassy in Vientiane.   

 

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

 

 Coordinate and arrange safe and reliable transportation for the Embassy staff and assigned visitors 

including delegations and high-level visitors as required 

 Provide a safe, reliable and professional driving service  for all Embassy staff and assigned visitors for 

official visits to the provinces including,  after-hours representational functions 

 Ensure that vehicle logbooks are correctly completed and signed in accordance with the Embassy 

guidelines 

 Ensure that the Embassy vehicles are registered, insured, regularly serviced, and maintained in a high 

standard and condition, and are clean at all times 

 Deliver correspondence including DHL and airfreight bags on behalf of the Embassy  
 Assist with obtaining diplomatic visas, visa renewals, driver's licences, and airport passes, custom 

clearances etc. 

 Assist the cashier to pay utilities bills and other purchasing payments 

 Provide support with small goods quotation and procurement 

 Other duties as required. 
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SELECTION CRITERIA 

The Selection Criteria are used to assess an applicant’s suitability for a position.  Applicants must 

provide a statement, not exceeding two pages, addressing the selection criteria below.  Statements 

should detail suitability to perform the duties of the position including personal qualities, 

experience, skills and knowledge against each selection criteria.   

 

The Selection Criteria for the position are: 

 

1. High level of driving skills and knowledge and understanding of Lao government road rules 

2. Oral and written proficiency in English and Lao   

3. Experience in administrative tasks 

4. Ability to work effectively in teams with adaptability and responsiveness. 

 
 


