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Dale. 31 January 2072

OTICE OF VACANCY

We wish b inform you that the Departrnent of Social Weltare and Derelopment (DSWD)
Field ffice Caraga has one ( l ) \racant Contract of S€rvice positbn with details as follows:

Ofiice: Social Fension Program

ADMIN]STRATIVEAIDE IV

Item Number . FOCARAGA€OS-ADA4{00o05
Compensation : SG 4 (Php 14,993)
Place of Assignment : DSWD Field Oftrce Caraga

CSC PRESCRIBED QUALIFICATION STANDARDS:

Edu cation
Experience
Training
Eligibility

PREFERRED QUALIFICATIONS :

Education
Experience
Training
Eligibility

Completion of tv,o (2) years in college
None required
None required
Career Service (Sub-professional)/First Lewl Eligibility

Bachebr's Degree
At least one (1 ) year of relevant experience
At least four (4) hours of relevant training
Career Service (Subprofessional)lFirst Le\el Eligibility

Under the immediate supeMsion of the PSDSocial Pension Head, the Administrative Ade
lV shall assist in the operatbnalization of fie Social Pension Program.

Functions and Responsibilities :

'I . Perform highly skilled and responsible clerical \,\orks;
2. Assist in the povision of techn ical/hstructional services to Sochl Pensbn

beneficiaries,
3. Collate and maintain Social Pension documenb submrtted by the LGU;
4. Perform filing, printing, and scanning of all Pension payrolls and other documents;
5. Act as liaison and perform ernnds regarding Social Pension concerns;
6. Prepare minutes of the meeting of every SRPMO activities; and
7. Perform other related tasks as assQned by the Supervisor.

Applicants should be guided by the following Gibria for Evaluation

Education (E) 2A%
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DSWD Cd[raUTidd ofic. Cssg!, & P0lm! Sred, ButJm City. Ptiliprines 86m
&'.bdte i Tel Nosi (0&<)34L{619 Tcl.f.x (065) 8159173

JOB DESCRIPTION:



. Training (T)

. Experience (E)

. lnitbl Qualif,ing Te$ 0aT)

. Special Exam (Technical)

. lnterview
Total

10o/o

20o/o

10o/o

15o/o

25o/o
.t00%

lnitial Shortlistingi Tho6e who obtained an average percentih on IQT
Second Shortisting: Top five (51 highest rating

lnterested and qualified applicants may
wittr the crmplete

documents below on or hfore 08 February 2022

submit their
scanned copies

application thru
of he following

1 . Application leter addressed to OIC-Regional Director Ramel F. Jamen:
2. .PDF file of duly filhd out Personal Data Sheet with afiixed signa re and passport

size lD picture (Civil Service Form No. 212, Revised 2017 with Wort Experience
Sheet which can be downloaded at
Authenticated copy of Transcnpt of Records,
Authenticated copy of certificate of eligibilitylrating/license;
Certificate of releviant trainingE and seminars attended; and
Copy of duly siqned lndividual Performance Contractlsummary of Rating
Peformance Contract Assessment or the likes.

-IITPORTANT 

REMINDER

a. Walk]n applicants will not be entertained rn obsen/ance to lhe new normal.
b. Files should be in a PDFi/{ord/Excel/lmage (ensure that it is clear and readable)

and must not be compressed into archi\e file formats such as RAR, Z|Pli3oogle Drive. lf
applying for multiple positions, submit a separate set for each positron.

c. Be reminded to indicate APPLICATION FOR AAlf v - SOCPEN as the enail
subject.

Request for extension ol submission and application with incomplete documents will not be
enteftained All communrcations p€rhining to your application will be sent via e-marl

For inquiries, please call Human Resource Planning and Perbrmance Management Section
thru tre telephone number (085) 342- 5619 local 1'14.

GENELYN P. URILLAS
Administrative Offi cer V
Human Resource Planning and Performance Manage{nent Section
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Ds$,D Ceoual,/fidd offic. Cs.g!, t. ftlmr sre.t. Butrm Oty. Phlip{ia.s 81600

&'ebsite: . Td Nos.: (0&! | l'4X619 T€ldn: (085) El59l73


