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TERMS OF REFERENCE 
 

1.  CONSULTANCY SUMMARY 

Title: Driver and office services  

Consultancy/Staff Type: Service Contract 

Division: AD 

Duration: January to December 2021 

Duty Station: MRC Secretariat in Vientiane, Lao PDR 

Reporting to:    AD Director 

Expected Deliverables: Transportation and assigned office services 

 

2. INTRODUCTION AND BACKGROUND  

The Mekong River Commission (MRC) was established by the 1995 Mekong Agreement 
between the governments of Cambodia, Laos, Thailand and Vietnam. The role of the MRC 
is to co-ordinate and promote co-operation in all fields of sustainable development, 
utilisation, management and conservation of the water and related resources of the 
Mekong River Basin. The mission of the MRC is to promote and coordinate sustainable 
management and development of water and related resources for the countries’ mutual 
benefit and the people’s well-being. 

The MRC Secretariat is the operational arm of the MRC. It provides technical and 
administrative services to the JC and the Council to achieve the MRC’s mission. 

The Administration Division is to provide the secretariat and operational programmes 
with modern and highly efficient financial, administrative, logistical, facilities 
management, information technology and communication support. The section is also 
responsible for interacting effectively on such matters with the National Mekong 
Committees, riparian national agencies, international agencies and development 
partners. 

 

3. OBJECTIVES OF THE CONSULTANCY 

The MRC Secretariat is provided with safe driving and efficient assigned office services on a 
daily basis.  

 

4. EXPECTED RESULTS 

Driving work: 
- Daily safe driving services to the MRCS assigned staff and visitors,  
- Assigned office’s vehicle is maintained and kept clean and well protected, 
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Office services: 

- MRCS’ Receptionist cum Registry is provided full support on dispatching and 
distribution of incoming and outgoing documentations  

- Assigned floor/s have water bottle distribution in a timely manner; 
- MRCS’ Maintenance and Technician staff have timely and efficient support in terms 

of office furniture and facilities arrangements when requested; as well as to 
provide support to work on assigned fix asset checking, as and when required 

- MRCS’ Administrative Staff have timely and efficient support to the assigned 
meeting arrangements (tables, chairs, and the like). 
 

5. DELIVERABLES AND CONCRETE TIMELINES 

Deliverables Deadline 
All activities are implemented to deliver the results indicated in #4 above 
mentioned.  Jan-Dec 21 

 

6. REQUIRED TASKS AND RESPONSIBILITIES 

- Responsible for driving assigned MRCS official vehicles; 
- Responsible for conforming to traffic rules and regulations and for meeting all requirement 

of driving regulations and safety; 
- Responsible for maintenance and cleanliness of interior and exterior vehicle assigned to him 

or her; 
- Prepares and implements maintenance schedule; regular check oil, water, brakes and brake 

liquid, tyre pressure, battery levels and the entire vehicles monthly or every 5,000 km 
(whichever is firs); 

-  Report to supervisor immediately a vehicle-related problem, accident or loss of equipment 
or tools from the vehicle; 

- Ensures cost-savings through proper use of vehicle through accurate maintenance of daily 
vehicle logs, provision of inputs to preparation of the vehicle maintenance plans and reports; 

- Ensure availability of all the required documents/supplies including vehicle registration 
license, vehicle international permit, vehicle insurance, vehicle logs and others related 
support documents for vehicles, as well as office directory, map of city/country and others; 

- Acts as custodian of vehicle tools and related property/equipment assigned to him or her; 
- Meeting official personnel and visitors at the airport, visa and customs formalities 

arrangement when required and undertake clerical tasks as required (photocopies, process 
forms, etc); 

- Responsible for dispatching/collecting of letters and documents to line ministries, concerning 
visa and MRC’s vehicle arrangements; paying bills and buying small quantity of office supplies; 

- Help with transporting goods 
- Ensures timely collection, distribution and delivery of documents within and outside the 

MRCS and make sure the Administrative Assistant and the Secretary are well informed about 
these documents to maintain proper registration, recording and filing; 

- Performs other related duties as required by supervisor. 
 

7. PAYMENT MODALITY 
 

Monthly salary subject to submission of approved monthly timesheet.  
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Note: Consultancy rate is defined by the MRCS consultancy rate policy and the level of 
consultancy. MRC is a tax-exempted agency for the work done for the MRC. Consultant, in case 
mission is required, will be covered with a return ticket to and from the assigned duty stations 
with a daily related subsistence allowance of 75% of the UN for the mission days. 

 

8.  INTELLECTUAL PROPERTY RIGHTS 

Intellectual property rights - IPR: Information, data, database, knowledge resources in the forms 
of briefings, reports, proceedings, articles, essays, etc. issued by and for the MRCS will be the 
MRCS property.  Any utility, announcement and disclosure that are without MRCS highest levels 
of authority’ permission is considered illegal and will be charged by relevant local and 
international legal procedures. 

 

9. WORKING ARRANGEMENT 

Reporting Line:   AD Director 
Communication Line  
- Receptionist cum Registry: driving calendar, incoming and outgoing documentation, etc.  
- Maintenance and Technician: Car maintenance, fix assets support, meetings support, etc.  
- Administrative Staff: water bottle deliveries to floors, meeting arrangements, etc.  
- Work-station:                MRC Secretariat in Vientiane, Lao PDR 

 
10. QUALIFICATIONS AND REQUIREMENTS (select as appropriate) 
- Vocational school diploma or equivalent combination of education, training and 

experience is required; 
- Professional driving license is a must (D type);  
- Good health conditions; 
- At least five years’ experience as professional driver; 
- Working experience as driver for international organzations is an advantage;  
- Demonstrated good service minded and communication skills;  
- Good knowledge of office procedures; 
- Good comand of English, especially spoken English, is required;  
- Ready to contribute to work in a team and provide support as and when required; 
- Punctual and focus on work delivery; 
- Besides required qualities, immediate availability will be considered as an advantage 

to the selection process. 
 

11. SIGNATURE BLOCK 

MRCS: 

Full Name: Tran Minh Khoi  

Title: Director of Administration Division 

Signature: ___________________________ 

Date: ________________________________ 
 

 
 

Incumbent’s Full name: _________________ 

Incumbent’s Signature: __________________ 

Date: ________________________________ 
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