Date:

October 21, 2019

No.

Position Title
(Parenthetical Title, if
applicable)

Plantilla Item No.

Salary/
Job/ Pay
Grade

Monthly Salary

Qualification Standards

Education

Training

Experience

Eligibility

Competency
(if applicable)

Place of Assignment

Duties and Responsibilities

Supervising
Professional
Regulations Officer

PRC-DOLEB-
SVPREGO-39-2008

22

Php65,319.00

Bachelor's Degree

Sixteen (16) hours of
relevant training

Three (3) years of
relevant experience

Career Service
(Professional)
Second Level
Eligibility

Region VII (Regulations
Division)

1. Assists the Division Chief in planning, directing, and controlling operations related to
the implementation of regulation policies and programs;

2. Assists the Division Chief in planning, directing, and coordinating the administrative
and logistical support to the PRBs in implementing regulation programs in the region;
3. Assists in the implementation, monitoring, and evaluation of Continuing Professional
Development (CPD) programs and policies in the regions, including the compliance of
CPD providers, reviews and monitors the approval of applications for accreditation of
CPD providers, programs and speakers, as well as firms, plants and machineries, and
issues the Certificate of Accreditation thereof;

4. Reviews processed resolutions for COS/COBD/CON, including transmittals,
reports, documents, and correspondence/communications;

5. Signs applications for stateboard verification documents;

6. Reviews reports and documents for submission to the Regional Director and other
oversight government agencies in the region;

7. Assists in monitoring and evaluating the implementation of regulatory policies and
programs, and recommends policies and programs to improve regional operations;

8. Assists in reviewing the performance ratings of supervisors and employees in his
section; and

9. Performs other related functions.

Chief Administrative
Officer

PRC-DOLEB-
CADOF-55-2017

24

Php83,406.00

Master's Degree or
Certificate in
Leadership and
Management from
the CSC

Forty (40) hours of
supervisory/
management learning
and development
intervention

Four (4) years of
supervisory/
management
experience

Career Service
(Professional)
Second Level
Eligibility

Region VII ( Finance and
Administrative Division)

1. Assists the Regional Director in planning and supervising the financial and
administrative operations of the regional office;

2. Directs and supervises the preparation of financial and administrative reports,
documents, and correspondence;

3. Prepares and submits regular reports, including special reports and documents, to
the Commission, DBM, Commission on Audit, Civil Service Commission, and other
oversight government agencies;

4. Monitors and evaluates the implementation of financial management and
administrative policies and programs, and recommend policies and programs to
improve regional operations;

5. Supervises the formulation of annual work and financial plan, physical target,
accomplishment report, and planning tool of the Regional Office;

6. Encourages or causes the participation of staff in the conduct of disaster
management activities in the Region or in nationwide campaign;

7. Reviews and approves the posting of regional website contents; and

8. Performs other related functions.

Accountant Il

PRC-DOLEB-A3-54-
2017

19

Php45,269.00

Bachelor’s Degree in
Commerce/ Business
Administration major
in Accounting

Eight (8) hours of
relevant training

Two (2) years of
relevant experience

RA 1080

Region VII ( Finance and
Administrative Division)

1. Prepares financial statements and reports, consolidates monthly report of income,
expenditures and allotments of the office, and maintains books of accounts;

2. Handles the withholding and remittance of taxes and the payment of government-
mandated contributions (i.e.: PAG-IBIG; PhilHealth; GSIS, etc);

3. Conducts pre-audit of all financial transactions;

4. Implements internal accounting control and recommend improvements, if
necessary;

5. Directs and supervises the accounting activities of the Regional Office;

6. Renders technical advice on financial and budgetary matters;

7. Implements administrative and financial policies for the control of allotments,
expenditures, and collections;

8. Reviews vouchers, journal vouchers, treasury warrants, requisitions, purchase
orders, financial reports, and trial balance before submitting to the supervisor for
approval;

9. Monitors fund releases and cash position of the Regional Office; and

10. Performs other related functions.




Interested and qualified applicants should signify their interest in writing. Attach the following documents to the application letter and send to the address below not later than 19-November-2019.

1. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture (CS Form No. 212, Revised 2017) which can be downloaded at www.csc.gov.ph;

2. Performance rating in the last rating period (if applicable);
3. Photocopy of certificate of eligibility/rating/license; and
4. Photocopy of Transcript of Records.

QUALIFIED APPLICANTS are advised to hand in or send through courier/email their application to:

MARILOU C. BAYKING
Administrative Officer V (HRMO II1)
HVG Arcade, Subangdaku, Mandaue City, Cebu

prc.cebucity@gmail.com

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.


mailto:prc.cebucity@gmail.com

