
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

 

 



 

 

 



 

 

 

 



 

 

 



 

 

 

 



 

 



 



 

 



 

 

 

 

 

 

 

 

 

 

 



 

 

 
Kindly fill out the Job Application Form through this link: 

https://forms.gle/aijU3wo8H6hbho2P9 

 

1. Application Letter stating the desired position, item number/code, salary grade and 

office/bureau/service/unit addressed to Ms. Jennifer M. Rizo, Officer-in-Charge of Human 

Resource Management and Development Service; 

2. Duly signed and updated Personal Data Sheet (PDS) with recent passport size picture and 

thumbmark; 

3. Duly accomplished Work Experience Sheet; 

4. Authenticated or photocopy of Transcript of Record and/or Diploma; 

5. Authenticated or photocopy of Certificate of Grades for Master’s Degree earned units (if 

applicable); 

6. Certificate/s of relevant trainings and seminars attended (if applicable); 

7. Certificate/s of Employment; 

8. For vacant Division Chief positions only: Service Record and/or Certification with actual 

duties and responsibilities as certified by the Human Resource Management Officer or any 

authorized representative. (Note: Special Order or Designation Order should also be attached 

as additional supporting document/s); 

9. Valid NBI Clearance or proof of payment i.e. official receipt of the NBI clearance;  

10. Authenticated or photocopy of Civil Service Eligibility and/or Valid PRC ID /proof of payment 

or schedule of appointment for the PRC renewal license; and 

11. Individual Performance Contract Rating (IPCR) in the last rating period or its equivalent for 

external applicants (Performance Evaluation/Appraisal) from the previous/current employer. 

 

 
Note: All vacant positions shall be open to all qualified applicants regardless of age, 

gender, civil status, disability, religion, ethnicity, social status, class, political 

affiliation, or other similar factors/personal circumstances which run counter to the 

principles of merit and fitness for the job and equal employment opportunity. 

 

Walk-in applicants will not be entertained in observance to the new normal. 

 

Files should be in a PDF and must not be compressed into archive file formats such 

as RAR or ZIP. If applying for multiple positions, submit a separate set for each. 

 

Any application emailed to jobs@dswd.gov.ph shall use the email subject (Surname_Item 

Number/Item Number_Office Assignment), unless otherwise it will not be entertained nor 

processed. 

 

Requests for extension of submission and application with incomplete documents 

will not be entertained. All communications pertaining to your application will be sent 

via e-mail. 

 

**Qualified applicants will be notified thru text message and/or email.  

 

https://forms.gle/aijU3wo8H6hbho2P9


 

 

 

 

 


