[image: image1.jpg]



BUNDA FILLING STATION

JOB VACANCIES

Bunda Filling Station, a subsidiary of Bunda Farm Limited, is looking for highly qualified and competent staff to fill the following vacant positions at its newly established service station which is along the Lilongwe to Mitundu Road:

1. SERVICE STATION SALES ASSISTANTS (6)

The Filling Station Sales Assistant shall be responsible for 
the 
following:
A. JOB SPECIFICATION
a. Selling fuel and lubricants for motor vehicles

b.  Run fuel pumps and fill fuel tanks of vehicles with gasoline or diesel fuel to particular levels
c. Wash customer vehicles windshields and check fluid levels and air pressure
d. Sell newspapers, magazines, ready food, groceries, and vehicle related items
e. Prepare and submit to the Filling Station Supervisor daily sales reports of fuel, oil, and any other items on sale
B.  JOB REQUIREMENTS
a. Should have a minimum of MSCE with passes in English and Mathematics

b. Should able to work with people of various backgrounds and 

c. Should willing to work during odd hours including on weekends and public holidays
d. Must be retail oriented with good knowledge and experience working with figures/mathematics
e. Must always be joyous, hearty and ready toserve/assist customers
f. Able to work without supervision
g. Must be of sound in health 
h. Must be aware of security and safety issues relating to the industry
i. Must be of honest character  
2. FILLING STATION SHIFT LEADER (2)
A. JOB SPECIFICATION
a. Serving as a leader of a work shift/schedule
b. Selling fuel and lubricants for motor vehicles

c.  Run fuel pumps and fill fuel tanks of vehicles with gasoline or diesel fuel to particular levels
d. Wash customer vehicles windshields and check fluid levels and air pressure
e. Sell newspapers, magazines, ready food, groceries, and vehicle related items
f. Prepare and submit to the Filling Station Supervisor daily sales reports of fuel, oil, and any other items on sale.
B. JOB REQUIREMENTS

a. Should have a minimum of MSCE with passes in English and Mathematics

b. Should able to work with people of various backgrounds and 

c. Should willing to work during odd hours including on weekends and public holidays

d. Must be retail oriented with good knowledge and experience working with figures/mathematics

e. Must always be joyous, hearty and ready toserve/assist customers

f. Able to work without supervision
g. Must be of sound in health 
h. Must be aware of security and safety issues relating to the industry
i. Must be of honest character  
3. FILLING STATION FORECOURT SUPERVISOR (1)
A. JOB SPECIFICATION
a. Verifying customer fuel purchases
b. Collecting fuel payments

c. Issuing customers cash receipts

d. Keeping track of fuel levels in the fuel storage tanks

e. Ordering of new fuel stocks and other items sold at the Filling Station

f. Receiving new Filling Station supplies of fuel and other related items

g. Ensuring that all the Filling Station premises are clean all the time
h. Ensuring good use and maintenance of Filling station equipment and infrastructure
B. JOB REQUIREMENTS

a. Must have an MSCE certificate plus a Diploma in Accounting

b. Good customer service skills and experience
c. Must have previous experience in retail or cash handling

d. Should be able to work independently 
e. Should be prepared to work long and odd hours; and on weekends and public holidays

4. FILLING STATION MANAGER (1)
A. JOB SPECIFICATION
a. The Filling Station Manager shall be the overall in charger for Filling Station operations

b. Determining stock needs

c. Maintaining stock inventory

d. Minimizing wastage and pilferage

e. Overseeing and controlling cash

f. Planning, scheduling of work

g. Ensuring that all Filling Station Staff adhere to all laid down policies and procedures

h. Preparing and submitting weekly operations and sales reports to Management

B. JOB REQUIREMENTS

a. Must be at least 30 years old 

b. Must have MSCE certificate plus a minimum of Diploma in Accounting 

c. Good leadership and management skills
d. Must be a Team worker and builder

Salaries in all positions are negotiable depending on candidate’s qualifications, experience and in line with those payable in the motor oil retail industry.

Applications clearly stating qualifications, experience, names of at least three traceable referees and copies of relevant certificates should be submitted to the address below by closing of business on Friday 11th November, 2016:
The University Registrar

Lilongwe University of Agriculture and Natural Resources

P O Box 219

Lilongwe. 

