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Republic of the Philippines 
PROFESSIONAL REGULATIONS COMMISSION

Request for Publication ot Vacant Positions

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:
IN<-%

CRUZ-PARIL

September 8, 2023Date:

Salary/ Qualification Standards
Position Title (Parenthetical 

Title, if applicable)
Job/ Duties and ResponsibilitiesPlace ot AssignmentNo. Plantilla Item No Monthly Salary Competency 

(if applicable)
Pay

Grade
EligibilityEducation Training Experience

1. Assists the Regional Director in providing administrative and logistical support 
o the PRBs in the evaluation of exam applicant’s qualification, conduct of 
icensure examinations, and implementation of licensure policies and programs:
2. Assists the Regional Director in planning, directing, and controlling regional 
operations related to the registration of new professionals, the renewal of 
Professional ID Card of practicing professionals, and the preparation and 
ssuance of Certificate of Registration:
3. Assists in recommending plans, policies, programs, guidelines, and standards 
relative to the processing of licensure and/or registration applications and 
administration of examinations:
4 Facilitates the establishment and maintenance of linkages with other 
government agencies and non-government and private institutions:
5 Supervises and monitors the undertaking of administrative preparations for and 
the conduct of examinations, oath taking, and other official functions:
6. Approves the prepared list of rooms, required number of exam personnel and 
corresponding office order;
7. Reviews and approves reports and communications;
8. Reviews inventories and records for disposal: and
9. Performs other related functions.

Four (4) years of 
supervisory/ 
management 
experience

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

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

Career Service 
(Professional) Second 
Level Eligibility

Chief Professional 
Regulations Officer

PRC-DOLEB-CPREGO-31-
2008

NCR (Licensure and 
Registration Division)24 N/A1 Php90.078 00

1 Assists in pre-evaluating applications for registration of professionals (local and 
foreign) pursuant to mutual recognition agreements, reciprocity agreements and 
other trade in services agreements affecting professionals, and for Special 
Temporary Permits based on the six (6) categories;
2. Assists in processing applications for initial registration of professionals, 
including registration without examination, prints and issues Professional 
Identification Card (PIC) and Certificate of Registration (CoR) upon approval by 
the Board and the Commission, and prepares reports on printed and issued PIC 
and CoR:
3. Assists in processing applications for conversion of professionals and re­
issuance of PIC and CoR;
4. Assists in processing applications for renewal of PIC, prints and issues the 
same if approved, and prepares reports thereon;
5. Assists in processing the authentication of documents (e g . PIC, CoR. etc ) 
issued by the Commission;
6. Assists in the processing and issuance of Certificates of Good Standing, 
Negative/Positive Certification, and other certifications;
7 Assists in processing applications for change of status, change of name, 
change of date of birth, and other corrections, and transmits updates to the 
central registry and official database of professionals:
8. Assists in the conduct of mass oath-takings: and 
9 Performs other related functions.

Career Service 
(Professional) Second 
Level Eligibility

NCR (Licensure and 
Registration Division- 
Registration Section)

PRC-DOLEB-PREGOI -57- 
2008

Professional Regulations 
Officer I2 11 Php27.000.00 Bachelor's Degree N/ANone Required None Required



1. Receives requests for authentication, certification, and verification, checks 
completeness of supporting documents, and determines number of copies 
requested;
2. Verifies the professional status of client and. if in order, prepares Certification 
and affixes documentary stamps and dry seal of the Commission;
3. Checks the quality of the printed Professional Identification Card (PIC) and 
enters serial number in the database;
4 Generates the list of printed PICs. including spoiled PICs. in preparation for the 
issuance thereof;
5. Prepares the list of unclaimed PICs and turns over the same to the Releasing 
Unit Head for safekeeping; and
6. Performs other related functions

Completion of two-year 
studies in College or 
High School Graduate 
with relevant 
vocational/trade course

Relevant MC 11 s. 1996. 
Career Service (Sub­
professional) First Level 
Eligibility

NCR (Licensure and 
Registration Division- 
Registration Section)

PRC-DOLEB-ADA4-82-
2008

N/ANone RequiredNone RequiredPhpl 5.586.003 Administrative Aide IV 4

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

Completion of two-year 
studies in College or 
High School Graduate 
with relevant 
vocational/trade course

Relevant MC 11 s. 1996, 
Career Service (Sub­
professional) First Level 
Eligibility

NCR (Office of the 
Director)

PRC-DOLEB-ADAS1-32-
2008

N/ANone requiredNone requiredPhpl 8,620.00Administrative Assistant I 74

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 September 29. 2023.

1 Fully accomplished and Notarized Personal Data Sheet (PDS) with recent passport-sized picture (CS Form No. 212. Revised 2017) and attached Work Experience Sheet which can be downloaded at www.csc.gov.ph (The date of 
PDS must be within the publication period);
2 Performance Rating (for private employees) or DPCR/IPCR in the last rating period (for government employees);
3. Photocopy ot certificate of eligibility/rating/license; and
4. Photocopy of Transcript of Records;
5. Certificates of Relevant Trainings and Seminars attended.
6. Designation order in case the applicant has been designated in an acting capacity or Officer-in-Charge in a Department/Office/Division
(Applicable for Chief Administrative Officer, Chief Professional Regulations Officer, Information Technology Officer III positions) (for government employees);
7. Proof of related/relevant experience earned in special assignment/committees or Technical Working Group (TWG) (if applicable);

The following documents will be submitted only by the Top Five (5) Ranked Candidates

8. NBI clearance or proof of application; (for private employees)

9. NBI. CSC, Ombudsman,Sandiganbayan Clearances or proof of application (for government employees);
10. Medical Declaration Form (can be downloaded at PRC website); and
11. Personality Test

QUALIFIED APPLICANTS are advised to hand in or send through couner/email their application to;

MS. RONALD G. WATSON PUBLICATION #7
OIC-Director. PRC National Capital Region (NCR) Office - Manila
HRMPSB Chairperson
2nd fir.. Finance and Administrative Division, PRC Annex Bldg.. P. Paredes St.. Sampaloc Manila 
THRU : HENESSY MAE L. ORBETA
Administrative Officer V (HRMO III)
B!r:na.recruitrrjentg)prc.gov.ph

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED

http://www.csc.gov.ph
R.




