British Embassy
Tokyo

JOB TITLE & GRADE

BE B S AR - RESEEE T B AREMNICBW T, HERFORIE, e, HEER
DEEZHED TUVET,

The purpose of the British Embassy in Tokyo is to promote the British Government’s prosperity,
security and consular interests in Japan.

BUfE, BEREERMEEEII T VZ A LOERFLEE L TWET (EER) . YEEET
EAHE (BX >, TAE1T0AED I="R) 2iElG, ZEETICTREHA LT
WD ENEAREFA Y (TR EME TEO, EWO LMK - fRAAESOEBHR LTV, E
HOBMERLBERGAILI N7 VAR— bR =V —ICHWEZ LET, £, 74 %
TONRY Ao HBEBLH Y 7,

The British Embassy in Tokyo is looking for a fulltime Official Driver (Permanent contract). The
successful candidate will drive Embassy official vehicles, such as sedan cars and mini buses (6
and 9 passengers excluding driver), to transport Embassy staff and visitors in a safe and timely
manner, conduct minor repairs and highlight vehicle maintenance needs to the Transport
Manager. There are also simple administration tasks using a PC.

ZE72B% Main Duties

o HTICHRTOHNTEAHEZZEIZH D~ T —ZIASF LR HiElRE L, FBRICH
fLEEIE L <$#89 5, Operates assigned vehicles (sedan and minibuses) in a safe and
courteous manner

o TATxUVT RIAEL T (FMITEZAENRVERNEIRE T 5) S
TIZEBWTHEIOLENT 5, Maintains defensive driving in all circumstances

o HIA R T, HIEANIRHRZFFo C—FMUI2ETLV— NI T 2B 2D, £,
ERERIEIZ K> TEREPLERIGAS & HEIZKIST 5, Reads and interprets
maps and driving directions to plan the most efficient route for passengers prior to and
during the journey

o ZERLEDODIEER (— FUL MEME) ZREICHIEANIHZE T D, Presents
safety briefing to passengers prior to each trip departure

o ETIZHTHNIZAMEDS « WBLISHEEAME & L TR L < 2V RERIZER T
DAY - fBRA U, E7ERREITICH LI IREECTIE D RRIZ & A PO
DS % B EBIAT 9, Ensures that the assigned vehicle is always presentable inside
and outside by washing the car frequently, and roadworthy by checking tyre pressures
and fluid levels each day

o ETOEITRIAREINT-HETELL L, BHBEERNICERENOSLT

A % 5, Keeps accurate records of and obtains signatures for all journeys
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TRy DA NREGH LB L TTPHNEIRY, EEEPAAGECTHELVNEL
NV arDh A —IZANJJT D, Takes transport bookings via email and phone
calls and precisely records the information in the Outlook booking calendar in English
and Japanese.

W& B D72 OB HL 2 B i <>, AHBICHEA Th 2 KEFERH X v SO A
\ZDOWTHHMEZTT 9, Conducts training sessions with staff on vehicle maintenance,
and monitors equipment in vehicles for crisis purposes.

BW DY) RETCHEMAB R EOFERET 7 LD X MIRERT D,
Record petrol and ETC usage monthly to an excel file.

Z DOk RN THISk 5% 75, Carries out other duties as directed by line
management.

s 24 Requirements

TRLEH - BEJ) - R MLE L SHET

The successful candidate must be able to demonstrate the following key skills or experience:

& AR - MSER O B AREER A TFREOREF L EITLIEEZ L L TR
i, Clean Japanese driving licence for the past two years and clean criminal record

H AR DB KA IE~DOTRWEL#E, Good knowledge of Japanese traffic regulations
FEIOLE I = NRZFEE, A L—X|ZETT DHES], Ability to drive a vehicle
carrying 9 passengers

FN O FEELE R & R Z £ D AR k% F03%, Knowledge of main routes
and usual traffic situation in the Tokyo area

HL O A BA IS I KA < BE ST & BREE OB 23 ok % 35, Ability to recognise
vehicle maintenance needs and perform minor repairs

HAGENHETH Y, B OG- StAEZI DK S, The position requires
excellent Japanese skill in writing, reading and talking.

BE H R E AR R & L CUEHOFH A mD, e Bz ff - TITEI T S B AL
Role models professional behaviour, enhancing the reputation of the British Embassy
[FIRE DR « BREE AL L, WS ICIEFT D T & & D 1R EE O b ZERF IR
2 Zeift: 2 W7 16 TR B> < %, Willing to be flexible both in terms of hours
and timing worked, and supporting colleagues

NI ALDIA T LRIRT T MLy 7 DA—)V « T Lo X —EREDME R D
., Ability to type using PC keyboard efficiently, and use Outlook email and calendar
basic functions.

WEEA N, BAMHEEZ BT T EHEA~OEPIA 72 V3, Positive attitude to

learning English and willing to increase usage and vocabulary.
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TREMHIIVAETIZR N TTI N L TWAEREE LWTT

The following experience or skills are desirable, but not essential:

o JEERT L L CERIL 3 FRIMELI-RRNS S 53, At least three years
experience of working as a professional driver

o HIULHMBEENIGT HZMEDH HERE COBERRD & 5 F, Experience of
working in a multi-cultural team environment

o HHEMWIZREE « A— /W EIGETITA DR ZF> TV HH, Ability to listen and
check understanding in English. Understanding written and spoken simple English is an
advantage.

e VIP (EAN) HEZFL L TOHDOE WY —EXZRALH K 55, Able to conduct
high quality Chauffeur services

o HHEBEIHE ZOMEIROBEFELHAD, Yx T va v BEROMIAICEIT 2 A
ik & Ff > T 53, Shuto ko and other motorway knowledge

o VAUV YTIET 4 ADY— R, =7 B)VOEARBIEN KD FE, Familiarity
with MS Office applications including Word, and basic Excel

Flo, HEETHEET DAY FRREMEN RO LNET, HEICBNTH U HITEER
FIBEEAED —D L 72 0 EFT O T, ZNENOmEMEE B IZBE T i EOREBRZ BRIV L
EJraN

The successful candidate(s) must also be able to demonstrate that they meet the following
competences at interview.

B 1-FICEORmW—E X0ty B HERE
(Competence 1:Managing a Quality Service)
o HENROTWDHLELE, HWMAIE L., 2R - RS2 SBEICE & 208
5. Wl —vAxom EEHIET,
o MEAZBIT LI RITEIZ L, MEZBELRV,
o BZICBD S MEES, BUR, FIECHANIK L TOIFRSH A F 0 Az i dr,
I THS,

Tt 2 L RVESE L EHE L KU 5
(Competence 2: Collaborating & Partnering)
o WESIEBDOLE Z2TOTIE R, Y—ERA0R EEZBETD, F—248
RO EBCEMR O Y 38012 L FEBAIIZ I 2. BT 5,



ET HON,
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o FoLORGEOBR - HHEHNPDH LI, 8D RS FIC b ML,
[5YDE 2 R MU 20,

Wi 3-2TDOANDRESIBR
(Competence 3: Building Capability for All)

o W OERBEKFIZ, BOOFFS TWAHEENEZEDDHI-ZOHS TEET L)
EEMRE LD RS ERICEBIICE LA RO 5,

o EHIBRGTRXYmAFRORER EhbUER LRI NISGG. £o. Kz L
TLESGE, BRICZTIED, BRIICIEZ D, ERDIMRICORITDED
BT %,

42l mET5
(Competence 4: Changing & Improving)

o REFRELHWHREBIIESORRETIT, A & 2B TR 2R 2255 R &
7,

o HHFEBOUESNHIVUIFILE L THORIFRICHR L, £, W@ Ot
BRlZZAbS A U2 a bRl E SIS, TS L, F—24 - A E L TEDERITH
FHRD B L& R,

B 5 FRnE
(Competence 5: Communicating)
o BHEWIBMUIRZELM, FEICTHAVRBETHEL, BHLAEWRRLT—
LOSHIZBMUIY | A—ARBHOKIEET B,
o RN OFEHRA R L THORME L LA L, OS2 D22 ERICE HE
ZEAOBEMET 5,

HIE6-HFEADLETEEZIT)
(Competence 6: Delivering at Pace)
o HOOHFITHIRAZ R D, HHIT-ORER « FIRRZTEN L, RE SN REE A %
TICREVKETIEEZ 20T,
o fD[EE L BRI AH A 2 THEEICE Y #AD-D, #9: U CRIEMR 2123, R
REFNODOFRE RS20 FEITIENVEEE E0ERVERICT 5,
o AOHFEICEHMTEFL, HERERNZFHES EEICHET 5,

ZAEDE » b —O0ur Values
FESNVEE O E LT, HEERRERMFEEHEII TROF LA =T AL THVET, As
part of the Foreign and Commonwealth Office (FCO) the Embassy/Consulate-General aims for
excellence by:

o FHffE%HL5 Taking responsibility

o FLWVPESHIEDEARLHE T %R Encouraging innovation
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BCH 71 LT < Working together

BT, BBEDPRA 2T AT 4 7 Z2ERICEE LAV, BUROEISDTEY HITHOWTHT
HANTICRS L, 2NHERS LTEMEZEI T4, FARERD DBHRE TH LT
DIZEFEY P—Z2 AL TWET, FZEI/N— M —Ed, EEOERLIBREOTZD
W7 LTS8 L E 97, Our values support a vibrant culture where all staff take on
stretching responsibilities, where ideas thrive and the status quo can be fearlessly challenged.
We work together effectively with all our partners to make a greater difference for the UK

L2440 Benefit package includes:

ik 6 7 H ORI HIM AR <M EAUX, EfB E7RY 9, Thejobis
being offered on full-time permanent basis. This position is subject to a 6 month
probation period.

BRI A ] 9 Wi SR 5 s BRI 1P T8, B o hid%
PECET, BICL-oTUIRERHLIHELH Y THHETIIHY FHA,
F—=LDFXL—3 g U DTz, B < R OREITIERIICZE D S A
REMENYH D £ 9, Working hours: In principle, the working hours are 9am to 5.30pm
on weekdays with one hour lunchand occasional overtime. The working hours may be
altered for smooth operation of the team.

AEERG 513X 23 7 5000 T9, 6 A & 12 AlIZA—FAnZhbhvEd (AR
HLFELe8) . ARG IIZATOMBEBEICL > TO R D515

» ¥ 9, Salary of JPY 235,000per month with 1 month bonus equivalents payable in
June and December. (Note: Salary may be reduced due to tax status)

HE)F I IEFROSBED AN AIRE T 28, H%E 3 )7 5000 2% B[R T,
Commuting allowance of up to JPY35,000 per month (paid on an actual cost basis).
R 24 BOAMWRIKRIEDRH D 305, VAERIZAM L2 BAHCEA L7z B
AHE SN SN E T, YEEIFXEEEMIELEHEE L T ET, 24 days paid
annual leave (calculated pro rata). The Embassy has been strongly encouraging staff
to use up the entire annual leave.

ERELRIR & JEAFAI T A F 97, Health Insurance and Employee pension
(kenko hoken/kosei nenkin).

TEFRBRIZINAH K £ 9, Employment Insurance (koyou hoken).

KR IeiHE L BE IR 23 D=3 H W £7°,  Excellent training and
development opportunities.

A A E2—OBRITFER 2945 A 30 B 6 A 2 @A ETEHEEL T
¥ 7, Expected interview date is between 30 May and the second week of June
2017.

AR IFER 29 5 6 A2 D 7 ARTEE RIAATUWE T, Start date: Late
June or early July 2017.
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o WNEFEIIABHZeEILYE 4 —CHSH k518 % 5 F O EISFERAEED
e 2 BV L TUWE T, The successful candidate will be asked to submit their

Driving Record Certificate for the past 5 years which is available from Japan Safe
Driving Centre.

JSEEZEIE To Apply

RATOBREE & HBEAK (Tt =73 A E2hb X yrm— L TFRFIW) &AL 29
5 H 22 BABBMBLETA — A=, b LUTHETBED SISV, £ —A—LD
LB AIEZPDFE 7 7 A WIZCEF F &V, Please either email or post your updated CV
together with the completed application form, which can be downloaded from our website (see
below), by cop Monday 22 May 2017. Please choose PDF file when sending us the forms via
email.

HiJFE FH # (application form) :
https://www.gov.uk/government/uploads/system/uploads/attachment data/file/611242/Appli
cation Form APAC v2.docx

15fF 5 (address)

Email: japan.recruitment@fco.gov.uk

Address: British Embassy Tokyo, No.1 Ichibancho, Chiyoda-ku, Tokyo 102-8381

To: HR Management Section

EEFEAL., BRICE 25 -BLAMAFOFERIIZIM T THEF AL, No

accommodation or relocation expenses are payable in connection with this position.

JISEE T AARTHEN R D B A FFo T RITIUIWT A, SMEEDO T OLA IR,
MBS CREFEDN ETDORAR L —I1272 58565V £3°, The applicant must have
work authorisation for Japan however if a foreign national, the British Embassy/Consulate
General will support a visa application if required.

AR OVERENETHD DTV RWGEE, WEEENES T A ETITA—L
TELNTETWRVWERIE, FEOMRERD EEADOTO I THAT IV, Please
note that incomplete applications will not be taken into consideration. Only shortlisted
candidates will be contacted.

BF H e [H K AEAE & i i TR 1T [EH PN FE, REH, T, GREEZ, PER, ai& e
ICL o TEMEET, FELHEDSTIEIET S/EH T TF, The British Embassy and
Consulate General are equal opportunities employers and do not discriminate on grounds of
ethnic origin, race, religious beliefs, age, disability, gender or sexual orientation.
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