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Date:24 March 2022

NOTTCE OF VACANCY

We wish to inform you that the Department of Social Welfare and Development (DS\A/D)Field Office Caraga has one (1) vacant Contract of Service position with details as follows:

Office: KALAHT CTDDSS CARAGA

BUDGET ASSISTANT

Item Number : N/A
Compensation : SG 9 (php 2O,4O2.OO)
Place of Assignment : Regionar program Management office

Education
Experience
Training
Eligibility

PREFERRED QUALIFTCATIONS:

Education

Experience
Training
Eligibility

JOB DESCRIPTION:

The Budget Assistant will ensure that funds are available for use of program implementation. He/shewill see to it that all budgetary requirements of the Project are included in the financial plan.

Functions and Responsibilities:

'l Monitor utilization of allotment per Statement of Allotment Advice (S44) anct per fundsource
2' Prepare-monthly statement of Allotment and obtigation (sAoB) and submit toCentralOffice on time.
3' Assist in the preparation of financial reports of the project and regular funds ofDSWD;
4' Render additional seMces as authorized in the exigency of the seMce which shall becompensated accord ing ly.5' Perform other functioni inat may be directed by the Regional program Managementfor the implementation
6. prepare requests for realignment if the need arises;

Job Outputs:
1. Obligation Requests
2. statement of Ailocation, obrigations rncu*ed and Barances

: Bachelor's degree in Business Administration: At least one (1) year relevant experience: None Required
: None Required

: Graduate of Business Administration (Financiar Management,
Accounting Technology, or finance- related): Minimum of one (1) year relevant experience: At least eight (8) hours relevant trainings: None Required
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Applicants shourd be guided by the foilowing criteria for Evaruation:

r Education (E)
. Training (T)
o Experience (E)
r lnitial Quatifying Test (teT)
. SpecialExam(Tecfrnical)
. Competency-Basedlnterview
o IPCR or any related performance AssessmenUReview 5o/o

25%
10%
250A

10o/o

10%
15%

Total 100%

lnitiar shorflisting: obtain 75% or the maximum totar scorc and onry those who
second shoruisting, ,;?r:"i; ;ffi::rffiff;"fliH1,:tIns shouro not be ress than 80%

lnterestedandqualifiedapplicantsmaysubmittheirapplicationthru@
with the complete scanned copies of the following documents below on or beforc 3l March 2022.

1. Apprication letter addressed to orc-Regionar Director Ramer F. Jamen;2' 'PDF file of duly filled out Personal Data sheet *itn 
"mreo 

signature and passport size lDpicture (civil service Form No. 212, Revised zorz witn work Experience sheet, which canbe downloaded at www.csc.gov.ph);
3. Authenticated copy otiEnscripiG'hecords;4' Authenticated copy of certificate of erigibiritylrating/ricense;5' Certificate of rerevant trainings and seminars attended; and6' copy of duly signed lndivldual Performance coniia.uiurmary of Rating performanceContract Assessment or the likes.

***r*r****r*il*********.!MpoRTAN 
T REMI N DERSaT***r***r******.fi*****i**

a. walk-in appricants wiil not be entertained in observance to the new normar.b' Files should be in a PDFA/vord/iroriir"g" (ensure trat it is ctear and readabre) and must not
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|,i',;;'no"o 
to indicate eppr-rcan6i.i ron euoeer AssrsTANT- KALAHT as the e_mair

All vacant positions shall be open to all qualifled applicants regardless.9f age, gender, civil status,disability' region' ethnicity, toii.r .t"tr. i"s, potiticat aririaii-on, or other simiiar factors/personar
:ffii&*?.i"o',#*,,il counter io-ti"-p,in.ipres oi;il'il ritnesi r"; il; io1-ano equar

Request for extension. of submission and application with incomplete documents wi1 not beentertained' A, communications p"rt.ining io your apprication wi, be sent via e_mair.

For inquiries' please call Human Resource Planning and performance Management section thru thetelephone number (0S5) 342_ 5619 tocat 114.

GENELYN P
Administrative
Human Resource planning and pent'rm..* Management Section

website: rrr,- "\r u rr . r,u,r r,,r phier Nor., roasJ r)sJii;ilf;, (0s5) 8 r 59r 73


