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To: CIVIL SERVICE COMMISSION (CSC)

We hereby request the publication of the following vacant positions, which are authorized to be filled, at the PROFESSIONAL REGULATIONS COMMISSION in the CSC website:

Date:

Education Training Experience Eligibility
Competency         

(if applicable)

1
Administrative 

Assistant III

PRC-DOLEB-ADAS3-

54-2017
9 Php17,975.00

Completion of two-

year studies in 

College

Four (4) hours of 

relevant training

One (1) year of 

relevant experience

Career Service (Sub-

professional) First 

Level Eligibility

Region XI (Office of the 

Director)

1. Receives calls and guests for the Regional Director;

2. Receives and logs personal and routed letters for the Regional Director and 

forwards the same for information;

3. Receives and organizes all papers for action of the Regional Director;

4. Schedules and keeps a record of the Regional Director’s appointments;

5. Types and encodes communication letters, periodic reports, and other documents 

for submission to PRC-CO, concerned government agencies, LGUs, and other 

private organizations;

6. Routes memoranda, resolutions/office orders, circulars, guidelines received to 

different divisions, units and satellite office for action; and

7. Performs other related functions.

2

Supervising 

Professional 

Regulations Officer

PRC-DOLEB-

SVPREGO-63-2017
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 XI (Licensure and 

Registration Division-

Examination Section)

1. Provides administrative and logistical support to the PRBs in the conduct of 

licensure examinations and implementation of licensure policies and programs;

2. Assists in recommending plans, policies, programs, guidelines, and standards 

relative to the administration of examinations;

3. Assists in establishing and maintaining linkages with government agencies and 

non-government institutions; 

4. Supervises the undertaking of administrative preparations for the reservation of 

testing centers, screening, orientation and scheduling of room watchers and floor 

and building supervisors, posting of room assignments, printing of test papers, 

delivery of test materials, conduct of examinations, and other related activities;

5. Reviews the Memorandum of Agreement with schools, for signature of the 

Regional Director;

6. Reviews the list of rooms and building with capacity;

7. Reviews required number of examination personnel and prepares corresponding 

Regional Special Order (RSO) and budget estimates for the conduct of examination;

8. Administers paper-and-pencil and/or computer-based examinations; 

9. Reviews and approves reports on the conduct of examination, with 

policy/program/procedural recommendations, as well as the accomplishment and 

other reports of the division; and

10. Performs other related functions. 
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Duties and Responsibilities

Electronic copy to be submitted to the CSC 

FO  must be in MS Excel format
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Monthly Salary
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Place of Assignment



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:

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

ROSARIO R. BRILLANTES

HRMO Designate

2nd Floor Granland Business Center, Rafael Castillo 

St., Agdao, Davao City

prc.davao@gmail.com

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);

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 04-09-19.

mailto:prc.davao@gmail.com

