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	AGENCY
	Department of Defence

	POSITION NUMBER
	DL3019

	POSITION TITLE
	Assistant Transport Manager

	CLASSIFICATION
	LE2

	SECTION
	Defence – DCP Transport

	REPORTS TO (TITLE)
	Transport Manager

	EMPLOYMENT TYPE
	On-going 


About The Australian Government’s Department of Defence
The role of the ADF in Timor-Leste is to assist the Government of Timor-Leste in the development of the Timor-Leste Defence Force (F-FDTL) and Ministry of Defence (MoD) into a professional and capable organisation to protect and defend the national security and interests of Timor-Leste.
The Defence Cooperation Program is focused on assisting the Government of Timor-Leste, MoD and F-FDTL, with the development of a capable and sustainable defence force that will play a positive role in international and regional security in accordance with the Government of Timor-Leste’s priorities.
About the position
Under limited direction from the Transport Manager, the Assistant Transport Manager administers the delivery of a high quality, effective logistical support for Defence staff and families in support of the Timor-Leste Defence Force (F-FDTL). Under general direction, the incumbent duties include the raising of all associated paperwork for the process of conducting vehicle inspections, maintenance, registration and the like. 
Key responsibilities of the position include but are not limited to:
· Support the Transport Manager with end‑to‑end fleet administration, including maintaining vehicle and accessory registers; managing registration and financial records; ensuring accurate servicing, maintenance, and expenditure documentation; and conducting initial audits and investigations such as securing camera footage and TapGPS data
· Support the Logistics Manager with strategic fleet planning, including maintaining vehicle replacement and disposal schedules and assisting with the development of vehicle‑related business cases
· Oversee contracted car cleaning services to ensure the vehicle fleet is maintained in accordance with established cleaning schedules, with heightened attention during high‑level visits
· Be prepared to perform the role of Primary driver for the Defence Attaché (DA), drive the DA to meetings as required
· Perform the role of Primary driver for high level visitors, drive VIPs and senior visitors to and from official functions as required
· Liaise with Timorese Police to regulate vehicle fleet documentation
· Assist the Transport Manager for any visits to Australia for new vehicle procurement
· Other duties as directed by Transport Manager, Operations Officer or Logistics Manager

Required Qualifications/Experience/Knowledge/Skills:
· Fluent in English, reading, writing and verbal
· Fluent in Tetum
· Desired - Bahasa Indonesia
· High level of computer skills, especially in Excel and Word
· Strong attention to detail
· Ability to prepare, review and reconcile transport documents
· Understanding of scheduling and maintenance plans
· Current Timor-Leste driver’s licence
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