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MAG’s Vision is a world in which everyone can
live free from the enduring and devastating
consequences of armed violence, conflict and
their legacy. People will live in communities
where their rights are upheld, with dignity and
choice and free from fear from mines, explosive
remnants of war (ERW) and the impact of small
arms and light weapons and ammunition.

MAG’s Mission is to save lives, ease suffering
and enable sustainable development by
limiting the causes and addressing the
consequences of armed violence and conflict
so people can live with dignity and choice, free
from fear. We will use our core skills and
distinctive competence to save lives through
the removal of mines and ERW, and reduce
the impact of small arms, light weapons and
ammunition on people and communities. How
we do this is as important as what we do — we
work primarily with and for communities, for
us ‘it’s all about people’.

MAG’s Values: Our values come to life
through our actions, every day. How we act
has an impact on others. As someone who
works at MAG, you can help to create a
positive culture by demonstrating our values
through your own behaviour and actions.
Everyone has a role to play in shaping our
culture. Everyone should understand our
values and is encouraged to think how they are
relevant to their individual role.

e DETERMINED - we work with purpose.
e EXPERT through excellence and expertise we

build trust.
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e [INTEGRITY - we strive to do the right thing.

e COMPASSION people come first in
everything we do.

e INCLUSIVE we are inclusive, and we value

diversity.
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Job Purpose:
To assist the fleet management and support in

completing and submitting all fleet related documents in
the sectors, in addition to managing the vehicles and
machines spares and fuel stocks. Moreover, the fleet
assistant will be overseeing the Senior Drivers in the
sector, and coordinate and arrange movements.
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Job Description

This is a non-contractual document that can be varied
from time to time as circumstances dictate. This job
description is intended to summarize the main duties
and responsibilities of the post; this is not intended to be
a full and exhaustive list of tasks. All MAG staff are
expected to demonstrate flexibility and willingness to
perform appropriate tasks when the need arises.

Some Job Descriptions may be supplemented by specific
Terms of Reference.

Fuel and Lubricants Management:

e Raise procurement request and receive incoming
supplies, ensure sample testing, and process
Goods Received Notes.

e Update store records and ensure safe fuel and
lubricants storage.

o |Issue fuel to the MAG fleet vehicles and
mechanical assets, maintaining accurate records
on stock cards and vehicle log sheets.

e Monitor fuel and lubricants stock levels, advising
the MSM when replenishment is needed, and
raise PRFs for required quantities and types of
fuel.

e Compile and submit fuel and lubricants usage
data and mileage reports for the MSM on a
monthly basis.

Fleet Administration & Compliance:

e Maintain safekeeping of fleet spare keys and
vehicle registration documents.

e Ensure all vehicle MOTs and Registrations are up
to date and notify the MSM of upcoming renewals
and services.

Jebyl oyl

lo o 538 B9 (g0 L (S Bl pL dadg o
oasl ) 1de dadb ol Cawy Lo .39 lall duaias

0955 O Ly Juads Y ¢4auls ol A )| Ol g5uunally ol )l
90 gz 5ea) Of gdgiall (ye. plaall Alslisg Aol dasls
Al e duwlinl! ﬁL@.gJ\ £laY 13ldacil g 49,0MAG

Luazye by 0 &idsgll Blogdl jam JuSiuwd U3
Badee

s il 1939 3989l Byl

Olawd g c5.))|51| C)‘J;JJ‘S.U‘ f")b-‘“‘ﬁ c;!,&J‘ ol &'QJ °
s ol,Sie Dlely dxdlaog cluall jaxd
(GRNs).z5Lad!

3939l (eIl izl Glawd g £ gumedl WMz Cpds o
M’JJJ\ ODig)9

J3Yls (MAG) Jshaw! 0lSyed 348l Cpe o
OBl e dads Cewn BlaisYlg (ASO 8l
OLSyal) duo gl Syl sy 950l

s POl cgailly 398601 Ogi5ee Wligius 4810 o
ccllall/g 1 ale] J] Aol die $iBuoll pe ]
16915 wlaSIL (PRFs) sladl wldb 3l ad)g
29851 (30 dgllanll

il O )9 399 gl plasiwl Glly euddly aues o
esl piel T”{,.e..& de gladall ldluall 4)la5g
So8aa]!

:JGeYlg Jglawdl g5 Byl

LSyl Jghaud dbblasdl maladl e Blax)l o
Obb gy BlaisYlg wlSyall enad 33699

&)l dodall Olo gmd auazr Eodxig 0w Olad o
Jazly «LSpell 2560 Czmaddlly (MOT) ol




Inspect incoming vehicles at the base for
registration renewals, document faults, and liaise
with mechanics to address issues before MOT.

Spare Parts & Inventory Management:

Ensure fleet spare parts remain at an optimal level
and coordinate with the Fleet Coordinator for
replenishment.

Maintain accurate records of spare parts
movement in and out of stores.

Adhere to MAG’s procedures for the storage,
distribution, and receipt of fuel and spare parts.
Keep stores organized and clean.

Fleet Operations & Coordination:

Manage the drivers, assigning daily and weekly
tasks.

Oversee all drivers in the sector, ensuring
adherence to MAG’s SOPs and safety standards.
Collaborate with the MSM and the other Fleet
Officers, to manage movements and
transportation within, from, and to the sector.

Arrange movement requirements related to
vehicles, mechanical assets, and
drivers/operators.

Be flexible and available to work in different
sectors as required, following MAG-Syria policies.

Health & Safety Compliance:

Adhere to health and safety guidelines within the
workshop  environment, using appropriate
personal protective equipment (PPE).

Other Duties:

Perform additional tasks as assigned, in line with
program requirements.

General Responsibilities

Work within the framework of MAG’s core values
Act as an ambassador for MAG

Participate in meetings where relevant.

Work in compliance with MAG’s Policies, including
but not limited to, Equal Opportunities, Code of
Conduct and Dignity at Work Policies.
Understand and uphold the standards outlined in
MAG’s Safeguarding Framework, acting with due
care and attention to safeguard the wellbeing of
anyone that comes into contact with MAG’s work
and reporting concerns if they do a rise
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e Undertake and apply learning from appropriate
training and development programmes.
o Undertake any other duties as may be required.

Safeguarding

o Work in compliance with/ uphold the
organization's Safeguarding framework -
Policy on Personal Conduct, Protection of
Children and Vulnerable Adults Policy,
Dignity at Work Policy, Reporting
Malpractice (Whistleblowing) Policy, Equal
Opportunities Policy and Policy on Modern
Slavery

« Encourage an open and transparent way of
working that facilitates a strong safeguarding
culture within and between teams

o Ensure that all staff understand the
provisions clearly and challenge any
unacceptable behaviour

o Ensure that any concerns, reports or
complaints are taken seriously and
investigated promptly and thoroughly
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Person Specification

Essential Experience

e A good understanding of Fleet, Store and
Drivers Management

e Minimum 3-year experience of working in the
related domain.
Familiar with fuel and spare parts.
MS Office skills for recording and reporting.

e Be able to understand and communicate in
English and Arabic, and complete MAG forms and
log sheets.
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Qualifications
e High School Degree.

HuD)'E YN

Aeladl dgill Bolgds

Desirable

A9 yall B 5ol

Signed employee:

Date:

Signed manager:

Date:




