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Dale:29 Apil2022

We wish to inform you that the Department of Social Welfare and Development (DSV1/D) Field
ffice Caraga has one (1) vacant pemanent position (extended deadline) with details as
follows:

Office: Office of the Regional Director

Item Number
Compensation
Place of Assignment

PREFERRED LIFICATIONS:

Education

Experience
Training

Eligibility

DSWD Ce4tre

osEc-DSv1/DB-CADOF-60-201 s
SG 2a (Php 88,410.00)
DSVVD Field Office Caraga

Maste/s Degree or Certificale in Leadership and Management
from CSC
4 years of SupeMsory Management Experience
40 hours of Supervisory Management Learning and Development
lntervention
Career Service (Professional)/ Second Level Eligibility
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tEield affice CartgE, B- PsLm Sllt t, B'rr-'rr! CitY , PhltiFFine! 86{E

JOB DESCRIPTION:

Under the general direction of the Regional Direclor and with some latitude for the

exercise of independent judgement, serves as Chief of the Administrative Division and

Assistant Regional Director for Administration (as may be assigned) engaged in varied

work ranginj from routinary to very difficult and responsible work pertaining to all

administrative con@rns; performs exceptionally difficult and responsible work

requiring training and considerable experience along management and supervision

and derionstrat-d capacity for sound independent work and an intimate knowledge

,fong general adminislrative support services, property and procurement

,rnidr"nt, personnel management, financial management, intemal con_trol.system

,ni pio""t."t, data analysislnd risk assessment. management' fact finding and

,drini"tt"tir" investigation and perform other related tasks'

Functions and ResPonsibilities:

1. Assign/distribute work of subordindes' define scope of work' standards' methods'
' 

;r;;; "r,a 
pro".ort q uirta ano supeMse implementation/completion of tasks

io 
"n.ut" "figil"nt 

of division \'/1/FP with the agency's direc{ions:

2. Review and evaluate proposaisto aaOress work-related problems of the.division and
- ;;;il possible solutions to the higher level of authority for approval.

3. Design and develop guid"'li"*,;t;;;s' standards and methodologies for effeclive

functioning of the division'
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4. Provide coaching and mentoring and other development strategies to develop stafi

competencies under hisy'her supeMsion.
5. Oversee the maintenance and management of ofiice facilities and properties tO ensure

its funciionality and seMceability.
6. Oversee the development and implementation of operational financial plans to support

the mission and planned ac{ivities of the agency.
7. Oversee the value'based and stralegy-based allocation and utilization of resources to

ensure 100% utilization of cash allocation and 100% liquidation of cash advances by
providing updates and technical assistance along financial management and
monitoring.

8. Monitors compliance to reportorial requirements by Central Office and other oversight
agencies.

9. Oversee the general adminislrative support functions of the division along human
resource, personnel, legal concems, procurement physical properties, data processing
and records keeping and financial resources of the organization as a whole.

10. Perform other releted lask as may be assigned by the immediate supeMsor.
Applicants should be guided by the following Criteria for Evaluation:

25Yo

'loo/o

25o/o

10o/o

15o/o

lOo/o

5o/o

100o/o

lnitial shortlisting: obtain 80% or4g points of the maximum total score of the ETE

second shortlisting: Top fiv6 (5) highest rating but overail rating should not be less
than BS%

lnterested and qualified applicants may submit their application thru
recruitment.focr q@dswd.q ov.ph r.,ith rha M- plete scanned copies of the fcllowing documents
below on or before 09 Jtay 202f2

r Education (E)
o Training (T)
o Experience (E)
o lnitial Qualifying Test (lQT)
. Special Exam (Iechnical)
. Competency-Based lnterviai,
o IPCR or any relded Performance AssessmenuReview

Tota!

Application letter addressed to OIC-Regional Direc{or Ramel F. Jamen;
PDF file of duly filled out nota rized Personal Data Sheet with afiixed signature andpasspo( size lD prcture (Civil SeMce Form No. 212 Revised 2017 with WorkExperience Sheet, which can be dorvnloaded at www.csc ov h

1

2

3
4
A

Authenticated copy of Transcript of Records or equivalent;
Authenticated copy of certificate of eligibility/rati ng/lic€nse (if appticabte);
Copy of Certificate of relevant trainings and seminars attended (if incticated in the pDS);
and;

6. Copy of duly signed lndividual Pedormance Contraci Rating/Summary of RatingPerformance Cont ract Assessment or equivalent (if with wotk experience).
PORTANT REMIN DERS***rrr*,r+rr*r.**rrr**

Walk-in applicants will not be entertained in observance to the neu, normal
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b. Files should be in a PDFMord/Excel/lmage (ensure that it is clear and readable) and must
not be compressed into archive file formats such as RAR, Z|PlC,oogle Drive. lf applying
for multiple positions, submit a separate set for each position.

c. Be reminded to indicate APPLICAION FOR CHIEF ADil|NISTRATIVE OFFICER as the
e.mail subject.

All vacant positions shall b€ open to all qualified applic€nts regardless of ag€, gender, civil status,
disability, region, ethnicity, social status, class, politic€l afiiliation, or other similar faclors/personal
circumslances which run counter to the principles of meril and fitness for lhe job and equal employment
opportunity.

Reouest for extension of submission and aoolication with incomolete documents will not be
entertained (unless otherurise approved by the PSB). All communications pertaining to your
annliaalinn will ha cant rria c-mail

For inquiries, please call Human Resource Planning and Performance Managemenl Seclion
thru the telephone number (085) 342- 5619 local 1 '14.

RTURILLAS
Administrative
Human Resource Planning and Performance Management Section

RFJ/MCLM/GPM/sr$n
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