
NOTICE OFVACANCY
as of December g, ZAZ|

: CASHCLERK

' 9G 9 (php i9,952.00):2
, 

legionar 
program Management Office - cash section: Cost of SeMce (JanuaryI December2022)

prefened 
eualifi cations (Competency-based):

Education : 'eacnelo/e[.'gt 
. in Business Administration (Financial Management,Trainins 

ti[::l',T,!ff'Jffl',9tfll,flffi]li{f.ocoirrsei 
-- '-'

Experience , #r.rJiriiirffi;;;;ffiJ#1,r.Etigibitity : None neqrirej 
, --' ,

Job Functions:

1. prepares report of checks issued
2. Record a, issued voucherc to warant, cash book and rnfimos3. prepare PACS (Satary & TEV of Katahi frpfoy*r).
4. Release Checks & ADA to Creditors
S. lssue Official Receipt.
6' Prepare Advice checks lssued and cancelled (AClc). For checks and ADA.T. prepare Advice to Debit Account ( ADA)
B, Receive approved vouchers from Approving Officers.9, Forward Vouchers to KAI-.{HI ffice.
10. Bank Transactions,

11. Submit Monthly Report
12' Pay*utas scheduled (social Pension, ccAM, pantawid, and other related pay-out)

" 
t",A'lr$T;t'nctions that mav be directed ol, tne Regionar program Management for the imptementation

Due to the increasing incidence of covlD-19, interested and quarified appricants may submit their apprication thrurecruitment'focrg@dswd'gov.ph with the complete scanned copies of the foltowing documents betow on or before December16,2021.

Application Letter addressed to olc Regional Director Ramel F. Jamen;
Pensonal Data sheet with passport siie lD picture (civil service Form No. 212, Revised 2017 with work
-Experience 

sheet, which can be downroaded aiwww,ci..grwi,
franscript of Records;
Certificate of relevant trainings and seminars attended;
Barangay certification stating that you have no illness and/or you are physically fit to travel;copy of duly signed lndividual Performance contracusu*.ro;iRating of performance conkact Assessment(if applicabte)

Note:Be reminded to indicate APPLlcATlol{ FoR CASH CLERK . KALAHI as the e-mail subject. Request forextension of submission and application with irromplete documentr *iri not be facilitated.

The agency values divensity.in its workplae 
3.1d 9n9-o-uraoe 

quarified applicants regardless of age, sex, sexualorientation, ethnicity, poriticar afiiriatio"n, otit ion, o iiioirity irJilr.;
For inquiries' please call Human Resource Planning and Performance Management section thru the telephone number (0g5)

342- 5619 toca|114.

Position

Designation

Salary

Number of Vacancy
Area of Assignment
Status of Employment

1.

2.

3.

4.

5.

6.

GENELYN

AO V/ HRPpMS Head
December 9.2021


