
Job description 

Job Title: Driver/Handyman 

Hours: 37.5 hrs/week 

Start Date: January 2020 

Job Type: Full-time 

POSITION SUMMARY: 

To provide secure and timely driving services to transport passengers and/or goods. Assist with pick up 

of office purchases and any other tasks required by Head of Mission or his/her substitutes. Act as a 

logistic support for the Consular service, assist with arrangement for various meetings/events and 

perform handyman jobs at the Consulate, Residence or any other location in Los Angeles as required. 

The position requires effective workflow organization and teamwork, attention to detail, accuracy, 

efficient multi-tasking and discretion. 

 DUTIES & RESPONSIBILITIES: 

1. Transportation 

 Provide transportation for Head of Mission, other employees, goods and / or documents 

 Facilitate airport pickups for VIP visitors and transportation during official visits  

 Planning each route based on road and traffic conditions and managing parking 

 Responsibilities include regular cleaning of the vehicles 

 Check oil and tires properly and keep the vehicles in clean condition, both inside and outside 

2. Act as support to the consular service 

 Provide administrative support for filing and archiving, moving or transportation of office 
equipment and supplies 

3. Handyman tasks 

 Painting (interior and exterior) carry out house repairs and maintenance, wall drilling, furniture 

moving 
 equipment maintenance 

QUALIFICATIONS: 

 Fluent in English 

 3 years of accident free driving experience with valid Californian driving license 

 Some knowledge of mechanics for vehicles 

 Experience and knowledge of Do It Yourself projects 

 Experience and knowledge of electricity and plumbing is an advantage 

 Familiar with location of International Organizations, and others within Los Angeles 

 Being able to use with ease GPS tools 

 Good communication skills and able to work as a team member 

 Capable to execute tasks in a timely and efficient manner 

 Able to prioritize workflow and meeting schedules 

 Flexibility to work some nights and weekends 

 Excellent physical condition, well organized, methodical person. 
 Impeccable professional ethics and respect of confidentiality - FBI background check 

Benefits: private medical insurance upon choice of applicant. 

To Apply: Interested applicants should submit their resume and a short motivation letter to the 
following mailbox: losangeles@diplobel.fed.be Deadline for application: 31 March 2020 

mailto:losangeles@diplobel.fed.be

