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NOTICE OF VACANCY
As of _QCT 05 2022
Position (1) PROJECT DEVELOPMENT OFFICER IV
Item Number FONCR-COS-PD0O4-2209001
Salary Grade SG 22/ Php 69, 963.00
Vice NEWLY CREATED POSITION
Status . CONTRACT OF SERVICE
Place of Assighment : TARGET CASH TRANSFER PROGRAM
CSC - PRESCRIBED QUALIFICATION STANDARD
Education : Bachelor’s Degree relevant to the job
Training . Sixteen (16) hours relevant training
Experience . Three (3) years relevant experience
Eligibility - Career Service (Professional) / Second Level Eligibility
JOB SUMMARY
The Project Development Officer IV (PDO V), functions as the Regional Field Coordinator

(RFC), and directly reports to the Regional Director, and shall contribute to the operations

of the Targeted Cash Transfer Program by functioning as a Team Leader, and performing

overall superyision to the Regional Program Management Office (RPMO), and overseeing

all technical gnd administrative tasks that require attention to detail.

DUTIES AND RESPONSIBILITIES

= 2 B =

Prepare, review and analyze the Work and Financial Plan.
Prepare CL

Review and process request for fund releases;

uarterly / Semestral / Annual Fund Utilization Report;

Monitor and tract fund sub—allotmebnt, notices of cash allocation, and actual cash

disbursements;

5. Ensure the legality, propriety, accuracy and completeness of and process payments

from all fi
6. Study an
NPMO a
7. Files and

ancial transactions involving the RPMO,;

determine causes of delay in the utilization of funds, coordinate with the

concerned PRMO regarding identified causes of delay of fund utilization;

aintains financial reports of the Program;
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8. Liaise with Financial Officer of the Financial Management Service; and

9. Perform
filing an
10. Prepare
required
11. Prepare
12. Perform

Applicant

dministrative, secretarial / clerical, records management record keeping,
liaison tasks;

roject / activity proposals and project financial reports / updates as may be
y the other offices.

nd coordinate the procurement concerns of the Program; and

bther related tasks as maybe required by the Program.

s should be guided by the following Criteria for Evaluation:

Ed

cation (E) 25%

Irﬂning (T) 10%

Ex;?erience (E) 25%

Written Exam

Initial Qualifying Test (IQT) 10%
Special/Technical Exam 15%

Pa?el Interview 10%

As

IP?R or any related Performance 5%

essment/ Review

TO

TAL 100%

Initial Shortlisting Obtained 45 points or 75% of the maximum total score on

ETE.

Only those who obtained the 45 points or 75% on ETE shall
proceed to the next recruitment process.

Final Shortlisting Top 5 ranking candidates but overall rating should not be

less than 80%.
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Position . . (1) INFORMATION TECHNOLOGY OFFICER |
Item Number . FONCR-COS-ITO1-2209002

Salary Grade : SG19/Php 49, 835.00

Vice . NEWLY CREATED POSITION

Status : CONTRACT OF SERVICE

Place of Assighment . TARGET CASH TRANSFER PROGRAM

CSC - PRESCRIBED QUALIFICATION STANDARD

Education : Bachelor’s Degree relevant to the job

Training . Eight (8) hours relevant training

Experience . Two (2) years relevant experience

Eligibility . Career Service (Professional) / Second Level Eligibility
JOB SUMMARY

The Information Technology Officer | (ITO I) directly reports to the Regional Director, and

shall contribute to the operations of the Targeted Cash Transfer Program by performing

both technical and administrative tasks that require attention to detail, specified below:

—

. Performs data validation and verification procedures of TCT database;
2. Uploads validated files to the Land Bank of the Philippines;

3. Functions as the Designated Procurement Officer of the NPMO;

4

. Resolves, or refers grievances for proper action.

l

DUTIES AN[# RESPONSIBILITIES
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Encodes data sources for system processing;

Operates assigned information systems;

Assisﬂs in the maintenance of document management of the RPMO;

AssisF in the encoding of technical reports, letters, memorandums and others;
Perfo1ms data validation and verification procedures of TCT database;

Uploads validated files to the Land Bank of the Philippines;

Func?lns as the Designated Procurement Officer of the NPMO;

Resollves, or refers grievances for proper action.

Perform other related tasks as maybe required by the Program.

|
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Applicanrs should be guided by the following Criteria for Evaluation:

Education (E) 25%
Iriining (M 10%
_Ex?erience (E) 25%
Written Exam
Initial Qualifying Test (IQT) 10%
Special/Technical Exam 15%
Palrel Interview 10%
IPCR or any related Performance 5%
Assessment/ Review
TOTAL 100%
Initial Shortlisting (E)Tt')tEained 45 points or 75% of the maximum total score on

Only those who obtained the 45 points or 75% on ETE shall
proceed to the next recruitment process.

Final Shortlisting Top 5 ranking candidates but overall rating should not be
less than 80%.
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Position . (1) PROJECT DEVELOPMENT OFFICERIII
ltem Number . FONCR-COS-PD0O2-2209003

Salary Grade . SG 15/ Php 35, 097.00

Vice . NEWLY CREATED POSITION

Status : CONTRACT OF SERVICE

Place of Assignment . TARGET CASH TRANSFER PROGRAM

CSC - PRESCRIBED QUALIFICATION STANDARD

Education : Bachelor’s Degree relevant to the job
Training . Four (4) hours relevant training
Experience : One (1) year relevant experience
Eligibility [ . Career Service (Professional) / Second Level Eligibility
l
JOB SUMMARY

The Project Development Officer Il (PDO 1) directly reports to the Undersecretary and the
Assistant Secretary for Standards and Capacity Building, and shall contribute to the
operations of the Unconditional Cash Transfer Program by functioning as an Alternate
Team Leadef, and performing overall supervision to the National Program Management
Office (NPMQ), and overseeing all technical and administrative tasks that require attention
to detail.

DUTIES AN[T RESPONSIBILITIES

Prepare, review and analyze the Work and Financial Plan.
Prepare Quarterly / Semestral / Annual Fund Utilization Report;
Review and process request for fund releases;

= W N =

Monitor and tract fund sub-allotment, notices of cash allocation, and actual cash

disbursements;

5. Ensure the legality, propriety, accuracy and completeness of and process payments
from all financial transactions involving the RPMO;

6. Study and determine causes of delay in the utilization of funds, coordinate with the
NPMO and concerned PRMO regarding identified causes of delay of fund utilization;

7. Files and/maintains financial reports of the Program;

8. Liaise with Financial Officer of the Financial Management Service; and

9. Perform administrative, secretarial / clerical, records management record keeping,
filing and liaison tasks;

10. Prepare project / activity proposals and project financial reports / updates as may be

required by the other offices.
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11. Prepare
12. Perform
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and coordinate the procurement concerns of the Program; and
other related tasks as maybe required by the Program.

Applican&s should be guided by the following Criteria for Evaluation:
Education (E) 25%
Trdining (T) 10%
Experience (E) 25%

Wiritten Exam

Initial Qualifying Test (IQT) 10%

Special/Technical Exam 15%
Panel Interview 10%
IPCR or any related Performance 5%

Assessment/ Review

TOTAL 100%

Initial ShothIisting Obtained 45 points or 75% of the maximum total score on

ETE.

Only those who obtained the 45 points or 75% on ETE shall
proceed to the next recruitment process.

Final Shortlisting Top 5 ranking candidates but overall rating should not be

less than 80%.
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Position . (1) ADMINISTRATIVE ASSISTANT il
Item Number . FONCR-COS-ADAS3-2209004

Salary Grade . SG9/Php 20, 402.00

Vice . NEWLY CREATED POSITION

Status . CONTRACT OF SERVICE

Place of Assignment . TARGET CASH TRANSFER PROGRAM

CsC - PREiCRIBED QUALIFICATION STANDARD

Education | : Completion of 2-year studies in College or High School Graduate with
| relevant vocational / trade course
Training . Four (4) hours relevant training
Experience 1 : One (1) year relevant experience
Eligibility . Career Service (Sub-Professional) / First Level Eligibility
JOB SUMMARY

The Administrative Assistant Il (ADAS lll) directly reports to PDO V, and shall contribute
to the operations of the Targeted Cash Transfer Program by performing administrative
tasks that require attention to detail, specified below:

1. Flnctions as the Designated Procurement Officer of the NPMO;

2. Takes the lead in managing the administrative affairs of the NPMO;

3. Hesolves, or refers grievances for proper action.

DUTIES AND RESPONSIBILITIES

Take:F the lead in managing the administrative affairs of the NPMO;

Assists in the maintenance of document management of the NPMO;

Assists in the encoding of technical reports, letters, memorandums and others;
Manages the schedule of meetings of the Director IV;

Func}ions as the Designated Procurement Officer of the NPMO;

Resolves, or refers grievances for proper action.

ol B R

Perfarm other related tasks as maybe required by the Program.

Applicants should be guided by the following Criteria for Evaluation:

Education (E) 25%
Irﬂining (T) 10%
Experience (E) 25%

|
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Wiritten Exam

Initial Qualifying Test (IQT) 10%
Special/Technical Exam 15%
Parwel Interview 10%
IPCR or any related Performance 5%

Assessment/ Review

TOTAL 100%

Initial Shor+isting Obtained 45 points or 75% of the maximum total score on

ETE.

Only those who obtained the 45 points or 75% on ETE shall
proceed to the next recruitment process.

Final Shorthting Top 5 ranking candidates but overall rating should not be

less than 80%.
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Position ‘ . (1) ADMINISTRATIVE ASSISTANT | (COMPUTER
OPERATOR )

[tem Number . FONCR-COS-ADAS1-2209005

Salary Grade : SG7/Php17,899.00

Vice : NEWLY CREATED POSITION

Status : CONTRACT OF SERVICE

Place of Assignment . TARGET CASH TRANSFER PROGRAM

CSC - PRESCRIBED QUALIFICATION STANDARD

Education . Completion of 2-year studies in College or High School Graduate with
relevant vocational / trade course
Training : None Required
Experience : None Required
Eligibility . Career Service (Sub-Professional) / First Level Eligibility
JOB SUMMARY

The Administrative Assistant | (ADAS 1) directly reports to PDO V, and shall contribute to
the operations pf the Unconditional Cash Transfer Program by performing administrative,
clerical, secretariat tasks that require attention to detail, specified below:

Redord keeping and management;

Scheduling of appointments;

Making travel arrangement as needed,;

Pre\ aration of simple memoranda;

ER. B= 88 e

Famiiliar in the preparation of government financial and procurement if
documents (Obligation Requests, Disbursement Vouchers and Purchase
Requests)

6. Answering phone calls and makes referrals to appropriate office;

Moriitoring of other deliverables that may be assigned.
\

DUTIES AND RESPONSIBILITIES

1. Receives and records incoming and outgoing documents and updates them at
the ED'IJIMS;

2. Tracks ¢communications and maintains a central file of documents in the NPMO;
Operates fax machines and transmits messages to other agencies and offices;
Provides$ clerical and administrative assistance in addressing requirements in the
conduct/of meetings, conferences, etc.

5. Assists in the preparation of technical reports, letters, memorandums and others
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Provides administrative assistance in the day-to-day NPMO operations;
Familjar in the preparation of government financial and procurement if documents
(Obligation Requests, Disbursement Vouchers and Purchase Requests)

8. Answering phone calls and makes referrals to appropriate office;
Encoding of data necessary in program operations;

10. Perfofm other related tasks as maybe required by the program.

Applicantg should be guided by the following Criteria for Evaluation:

Education (E) 25%
Training (T) 10%
Experience (E) 25%

Written Exam

Initial Qualifying Test (IQT) 10%
Special/Technical Exam 15%
Parfl Interview 10%
IPCR or any related Performance 5%
Assessment/ Review
TOTAL 100%
Initial Short’isting Obtained 45 points or 75% of the maximum total score on
‘ ETE.

|

Only those who obtained the 45 points or 75% on ETE shall
proceed to the next recruitment process.

Final Shortlisting Top 5 ranking candidates but overall rating should not be less
than 80%.

|
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Interested and fualified applicants who met the above minimum qualification standard (CSC-
Prescribed) mayl submit the following documentary requirements to FO - NCR Human Resource

Planning and Performance Management Section on or before OCT 20 2022 not later than
5:00 PM:

1.

= O 0 D A

1B
12.

Application letter addressed to Regional Director MONINA JOSEFINA H. ROMUALDEZ
(Signifying the Position, Item Number, Status of Employment, and Place of Assignment you
are applying for) affixed with your signature;

Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture and Work
Expenen Sheet (CS Form No. 212, Revised 2017) which can be downloaded at
WWW. csc

Photoco of duly signed Individual Performance Contract Rating (IPCR) in the last rating
period (For government personnel) or its equivalent for external applicants (Performance
Evaluation/Appraisal) from the current/last employer (if applicable);

Photocoply of Certificate of Eligibility/ Board of Rating and updated PRC License;

Photocopy of Transcript of Records:

Photocopy of Transcript Diploma;

Photocoply of Certificate of Grades for Master's/Doctor's Degree earned units (if applicable);
Photocoply of Certificates of relevant Learmning and Development/Trainings attended,

Photocoply of Certificate/s of previous and present Employment (if applicable);

. Photoco of Special Order or Certification indicating the supervisory/management

experience/functions signed by the HRMO or any authorized representative (for Division Chief
positions lonly/if applicable);

Photocopy of Company/Agency Clearance (latest employer, if applicable); and

Photocopy of Appointment and Service Record (if presently or previously employed in any
government agency).

The Agency values inclusivity of age, gender, civil status, disability, religion, ethnicity, social status,
class and political affiliation. Thus, the vacant position is open to all qualified individuals and the

selection of employees shall be made only according to the principle of merit and fitness.

NOTES:

1.

2.

gg\ Concurrent
i

For line submission of  application, please access this link
https://bit.ly/FONCRrecruitmenthub and submit the scanned PDF copy of your credentials.

Any application emailed to recruitment.foncr@dswd.gov.ph shall use the email subject
(Surna Position_Item Number/Code_Position_Office Assignment_Position).

Appllca who wish to apply for more than one (1) position, must submit application
documents for each position and plantilla item number.

Present driginal or authenticated copies of the above documentary requirements for verification
during filihg of application.

All interested qualified next-in-rank employees with Permanent Status shall submit the filled-
out "Next-In-Rank intent to apply form” together with their complete requirements including the
latest IPQR with Very Satisfactory Rating. Non-submission of the same shall automatically
waive their right to be included as candidates.

. Submissibn of applications beyond the deadline and with incomplete attachments will not

be accepted and entertained.

/7
MICHAEL JG 4@ . LORICO
Director 11 / & abministration

DD Division Chief
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