HIGH COMMISSION OF MALAYSIA
1007, Francis Baard Street
Arcadia, Pretoria 0083
Tel: +27 12 342 5990
Email: mwpretoria@kin.gov.my

VACANCY NOTICE NO.01/2023

DATE 20 August 2023

POST TITLE : Driver/Messenger

ORGANISATION ; High Commission of Malaysia in Pretoria
TYPE OF APPOINTMENT Full Time

CLOSING DATE : 07 September 2023 (Thursday) at 4.30 pm

Job Description:

Driver/Messenger at the High Commission of Malaysia in Pretoria (MHC);

Collect and deliver document/package/parcel to/from the High Commission to the
respective destination as instructed by the authorized officer at the MHC ;

Responsible for the day to day maintenance of the assigned vehicle i.e always in
good running condition and clean (exterior and interior);

Immediately notify any damage to the vehicle Second Secretary
(Administration/Consular) or Head of Chancery and manage repairs;

Maintain vehicle log book of daily official mileage including purchase of fuel(s),
travel distances, fuel consumptions and maintenance records;

Ensures availability of required documents and supplies in the vehicle at all
times;

Ensures all immediate actions required by the authority (rules and requlations)
are taken in the event of any emergencies or accident. To immediately notify any
accident to the Second Secretary (Administration/Consular) or Head of
Chancery.

Perform any other tasks as directed by the High Commissioner, Head of
Chancery and/or the Second Secretary (Administration/Consular) as and when
required.



e Any other duties as and when directed by the Head of Mission, Head of
Chancery and Administrative/Consular Officer.

Educational Qualification/Experience:

i) Age below 50 years old

i) Minimum Grade 12 (Matric) Level or equivalent in any discipline with good knowledge in

both spoken and written English.

i) Must possess a valid driving license (car/motorcycle) in South Africa with minimum 2 years

clean/safe driving records at the time of application.

iii) Must have good knowledge of driving rules and regulations, roads and routes within

Pretoria and Johannesburg and other provincial areas and basic/minor car maintenance

would be an added advantage.

iv) Good interpersonal skills including pleasant personality with relevant experience.
Knowledge in IT and defensive driving course for VVIP will be an added advantage.

Application Procedure:

Interested applicants are required to apply by filling up the Application of Employment
Form (Appendix A) that can be obtained from the High Commission of Malaysia at the
above address from 9.00-4.30 pm (Mon-Fri) except for public holidays.

Completed application form (handwritten), together with most recent passport size
photos (color) all other supporting documents/testimonials/resumes should be
submitted to the High Commission no later than 7 September 2023 (Thursday) at 4.30
pm. Please indicate the “Driver” on the top left of the envelope.

Only shortlisted candidates will be contacted for the interview.

High Commission of Malaysia
Pretoria
20 Aug 2023



