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Dale. 27 December 2021

We wish lo inform you thal the Department of Social Welfare and Development (DSV1D) Field
Ofiice Caraga has one (1) vacant permanent position with delails as follows:

OfEce: Human Resource anagement and Development Davisaon

ADMINISTRATIVE AIOE lV (Clerk lll

Item number : OSEC-DSWDB-ADA4-10-2006
Compensation : SG 4 (Php 14,993.00)
Place of Assignrnent: Leaming and Development Section

CSC PRESCRIBED QUALIFICA TION STANDARDS:

Education
Experience
Training
Eligibility

Completion of two (2) years studies in College
None required
None required
Career SeMe (Subprofessional) / First Le\€l Eligibility

PREFERRED O LIFICATIONS:

Bachelo/s degree
At least two (2) years of relevant experience on ofiice administration
Eight (8) hours of relevant training
Career SeMce (Subprofessional) / First Level Eligibility

Educalion
Experience
Training
Eligibility

Under immediate supervision, assisls in the performance of adminislrati\re support and clerical
functions and does other related wo*s.

Functions and Responsibilites:

1. Provide adminis{rative support to ensue continuity of the offce operations;
2. lmprove and operate docurnent tracking and olher ofiice operations-related (computeo
systems;
3. Track, check, and ensure completeness of attachrnents of incoming and outgoing
documents;
4. Encode and print out conespondences, reports and other documenls;
5. Maintains and rnanage files and records;
6. Assist in the man4ement of the daily schedule of ac{ivities and arrangement of the sec{ion;
7. Prepare cash advance, liquidalion reports and reimbursements;
8. Assists Training Specialist in the preparation of materials for IDCB adivities implementalion;
9. Monitor/update schedule of aciivities of the section, including weekly convocation uodates;
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NOTICE OF VACANCY

JOB DESCRIPTION:



10. Coordinate and collaborate with offices within and/or outside the Deparlment to ensure
efficient, effec{ive, and timely delivery of seMces; and
11 . Perform other tasks and designations as assigned such as, but not limited to: supply and
property management, procuremenl managernent and records rnanagernent.

Applicants should be guided by the following Criteria for Evaluation

o Education (E) 20o/o

o Training (T) 15Yo

o Experience (E) 25o/o

r lnitial Qualifying Test (lOT) 10o/o

. Special Exam (Technical) 1Oo/o

o lnteMew 15o/o

o IPCR or any relded Performance Assessment Review 5%
Totat 100%

Obtain 75% of the maximum total score of ETE and those who
obtained a high aveage percentile on IQT
Top five (5) highest rating but overall rating should not less than
80o/o

lnterested and qualified applicants may submit their application thru
recruitment.focrq@dswd. qov. oh with the complete scanned copies of the follouring documents
below on or bGbte l0 Januery 2llZ2.

1. Application letter addressed to O|C-Regional Direclor Ramel F. Jamen;
2. PDF file of duly filled out Personal Data Sheet with affixed signdure and passport

size lD picture (Civil SeMce Form No.212, Revised 2017 with Work Experience
Sheet, which can be downloaded al www csc qov. ph)

3. Authenticated mpy of Transcript of Records;
4. Authenticated copy of certificate of eligibility/rating/license;
5. Certificate of relevant trainings and seminars attended;
6. Copy of duly signed lndividual Performance ContracUsummary of Rating Performance

Contract Assessment or the likes.

IMPoRTANTREiIINDERS.''*-**:}}rff}}r*fft*rfftrrr

a. Walk-in applicants will not be entertained in observance to the nfl, normal.
b. Files should be in a PDFMord/Excel/lmage (ensure thd it is dear and readable) and must

not be compressed into archive file formats such as RAR, Z|Plcoogle Drive. lf applying
for multiple positions, submit a separate set for each.

c. All communications pertaining to your apdication will be sent via e-mail.
d. Be reminded to indicate APPLICATIOII FOR A.AIDE lV (Chrk lll - LDS as the e.mait

subject.
e. Request for extension of submission and application with incomplete documents will not

be facilitated.

All vacant positions shall b€ open to all qualified applicants reg€rdless of ag€, gend€r, civil status,
disability, regaon, ethnicity, social status, class, political afiiliation, or other similar faciors/personal
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lnitial Shoftlasting:

Secon Shortlisting:



circumstances which run counter to the principles of merit and fltness for the iob and equal employment

opportunity.

Requesl for extension of submission and application with lncomflete documents will not be
entertained. All communications pertaining to your applicdion will be sent via email.

For inquiries, please call Human Resource Planning and Performance Management Sec{ion

thru the telephone number (085) 342- 5619 local 114.

R:::^#M:1*LLA'g
Human Resource Planning and Performance Management Section

PAGf, J of3
DSWD Cenual/Field Office Ca.ag& R. kllna Stee! Butt an City, Pbilippines 8600
Website: lut \\\| ttt=s..!h Tel Nos.: (085) 3425619 Telefax: (085) 8159173


