Date: September 18, 2019
Position Title Salary/ Qualification Standards
No. | (Parenthetical Title, if Plantilla Item No. Job/ Pay Monthly Salary Competency Place of Assignment Duties and Responsibilities
applicable) Grade Education Training Experience Eligibility (if applicable)
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
Career Service issues the Certificate of Accreditation thereof;
1 Supervising Professional [PRC-DOLEB-SVPREGO- 2 Php65,319.00 Bachelor's Degree Sixteen (16) hours of  [Three (3) years of |(Professional) Region VIII (Regulations [4. Reviews processed resolutions for COS/COBD/CON, including transmittals, reports,
Regulations Officer 43-2008 e relevant training relevant experience |Second Level Division) documents, and correspondence/communications;
Eligibility 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.
1. Prepares the annual budget estimates for the region and monitors the implementation
of the approved budget;
2. Prepares the regional budget estimates for cash advances, conduct of various
licensure examinations, and other office activities for the issuance of cash advances to
the Disbursing Officer;
3. Attends budget hearings on regional budget proposal, as needed;
4. Advises the head of office and the Chief of the Divisions on financial and budgetary
Career Service concerns;
2 Administrative Officer V. [PRC-DOLEB-ADOF5-43- Bachelor’'s Degree |Eight (8) hours of Two (2) years of (Professional) Region VIII (Finance and 5. Prepares Obligation Request and Status and Disbursement \(ouchers,
(Budget Officer Il) 2008 18 Php40,637.00 relevant to the job |relevant training relevant experience Sefc.or.\c.i Level Administrative Division) 6. Analyze§ agency exPendltures and recommends corresponding cost economy
Eligibility measures if necessary;
7. Formulates the annual budget proposal, regional action plan, work and financial plans,
and project procurement management plan;
8. Reconciles and prepares reports on the status of appropriation of fund and keeps
systematic records of funds release;
9. Maintains records of funds and prepares periodic reports;
10. Performs quality management system functions; and
11. Performs other related functions.
1. Handles the collection of fees and charges;
2. Balances the receipts issued with the collections;
Career Service 3. Assists in the preparation of request of certification of deposited collection from the
, (Professional) . . Bureau of Treasury;
3 |Administrative Officer | PRC-DOLEB-ADOF1-50- 10 Php19,233.00 Bachelor's Degree None Required None Required Second Level Region Vil (Finance and 4. Assists in the preparation of deposits of collection;

2008

relevant to the job

Eligibility

Administrative Division)

5. Assists in the preparation of summary of daily collections and Statement of Account
Current, and reports of collections; and
6. 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 17-October-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:

DHORIE JANE D. SULLA

Administrative Officer V (HRMO lIl)

2nd Floor, Uytingkoc Bldg., Senator Enage St., Tacloban City

pre.taclobancity3@gmail.com

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.



mailto:prc.taclobancity3@gmail.com

