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Serblisyong Maagap, Mapagkalings, Matapat
at Walang Puwang sa Katiwalian
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Department of Social Welfare and Development

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo

e 32?,3:,':,5“,5:;:’,,3‘ Corner Legarda Sts., &) 8733-0010t0 16 || foncr@dswd.govph (@) https://ncr. dswd.gov.ph/ n@dswdloncr 3| @dswatoncr > dswafoncr




@wDSWD

Department of Social Welfare and Development

R~ DSWDNCR
Bg)oew
i 1 SOCIAL WELFARE OFFICER Il ,

ITEM NUMBER © OSEC-DSWDB-SOCWO02-335-2004

SALARY GRADE : 8615/ PHP 36,619.00

VICE :  BELIZARIO, ROWENAB.

STATUS o ' PERMANENT ‘

PLACE OF ASSIGNMENT . :  NATIONAL VOCATIONAL REHABILITATION CENTER
CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION - :  BACHELOR'S DEGREE IN SOCIAL WORK

TRAINING :  FOUR (4) HOURS OF RELEVANT TRAINING

EXPERIENCE :  ONE (1) YEAR OF RELEVANT EXPERIENCE

ELIGIBILITY :  RA1080 (SOCIAL WORKER)

PREFERRED QUALIFICATIONS (COMPETENCY-BASED)

EDUCATION : BACHELOR'S DEGREE IN SOCIAL WORK

TRAINING gl 120 HOURS OF TRAINING ON GENDER-RESPONSIVE CASE

MANAGEMENT 120 HOURS OF TRAINING IN HANDLING PERSONS WITH
DISABILITIES AND OTHER VULNERABLE GROUPS

EXPERIENCE : HAS ATLEAST 1 YEAR OF EXPERIENGE WORKING IN
" ORGANIZATIONS CATERING TO PERSONS WITH
DISABILITIES
AND OTHER VULNERABLE GROUPS
ELIGIBILITY - . RA1080 (SOCIAL WORKER)

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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@DSWD

Department of Social Welfare and Development

=
Serblisyong Maagap, Mapagkalings, Matapat
ﬁ at Walang Puwang sa Katiwalian

JOB SUMMARY

PERFORMS AS CASE MANAGER TO HELP CLIENTS REACH.THEIR OPTIMUM ADJUSTMENT TO THEIR
DISABILITY AND WORKS TOWARDS SOCIAL INTEGRATION IN THEIR FAMILY AND COMMUNITY.

9.

DUTIES AND RESPONSIBILITIES -

. GONDUCTS INTERVIEW, HOME VISI'TS, JRIL VISITS, CASE COUNSELING AND CASE MANAGEMENT

CONFERENCES;

PREPARES SOCIAL CASE STUDY REPORTS OF CLIENTS;

CONSOLIDATES INTERVENTION PLANS OF DIFFERENT SERVICES FOR THE CLIENT;

MONITORS STATUS OF INTERVENTION PLANS OF THE DIFFERENT SERVICES FOR TIiE GLIENT'

COORDINATES WITH THE DIFFERENT SERVICES OF THECENTER RELATED Tl] THE
REHABILITATION NEEDS OF CLIENTS;

ATTENDS REHABILITATION TEAM MEETINGS;

ASSESSES AND RECOMMENDS QUALIFIED CLIENTS FOR LIVELIHOOD ASSISTANCE IN
COORDINATION WITH THE PLACEMENT OFFICER; |

COORDINATES AND NEGOTIATES WITH LGUS, NGO'S, NGA'S, INDUSTRY ESTABLISHMENTS AND
PRIVATE INDIVIDUALS ON RECRUITMENTS OF CLIENTS AND SPONSORSHIP FOR TRAINING
NEEDS;

CONDUCTS AFTER GARE MONITORING OF REHABILITATED CLIENTS;

10. PREPARES/ SUBMIiS PROJECT PROPOSAL, CASE STUDIES AND OTHER REPORTS,;

11. PERFORMS OTHER RELATED TASKS ASSIGNED OR REQUIRED.
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Department of Social Welfare and Development

? DSWDNCR

APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING CRITERIA FOR EVALUATION:

EDUCATION (E) - 25%

TRAINING (T) 10%
EXPERIENCE (E) - 25%
WRITTEN EXAM

INITIAL QUALIFYING TEST (Il 10%

SPECIAL / TECHNICAL EXAM 15%
PANEL INTERVIEW 10%
IPCR OR ANY RELATED PERFORMANCE 50
ASSESSMENT/REVIEW

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 CANi]IDATES BUT OVERALL RATING SHOULD NOT BE LESS THAN 80%.

« Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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Department of Social Welfare and Development

- 2) pswoncr
&
i 1 ADMINISTRATIVE ASSISTANT | ’

ITEM NUMBER :  OSEC-DSWDB- AI]AS1 135-2004
SALARY GRADE :  S67/PHP18,620.00

VICE o ' MANALASTAS, SHARLYN C.
STATUS ~ . PERMANENT

PLACE OF ASSIGNMENT  :  PROTECTIVE SERVICES DIVISION

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION . : COMPLETION OF TWO (2) YEARS OF STUDIES IN
COLLEGE |
TRAINING :  NONEREQUIRED
EXPERIENCE : NONE REQUIRED
ELIGIBILITY :  CAREER SERVICE (SUBPROFESSIONAL) /
“FIRST LEVEL ELIGIBILITY

PREFERRED QUALIFICATIONS (COMPETENCY-BASED)

EDUCATION :  BACHELOR’S DEGREE IN OFFICE MANAGEMENT AND
“ ADMINISTRATION, SECRETARIAL COURSE
OR ANY COURSE RELEVANT TO THE JOB
TRAINING ) : 8 HOURS OF TRAINING IN ADMINISTRATION AND
5 RECORDS MANAGEMENT STRATEGIES
EXPERIENCE : 1 YEAR AND ABOVE OF EXPERIENCE IN
-ADMINISTRATIVE TASKS
ELIGIBILITY : CAREER SERVICE (SUBPROFESSIONAL) /
' FIRST LEVEL ELIGIBILITY

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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Department of Social Welfare and Development

=
Serblisyong Maagap, Mapagkalings, Matapat
ﬁ at Walang Puwang sa Katiwalian

JOB SUMMARY

UNDER GENERAL SUPERVISION OF THE SOCIAL WELFARE OFFICER V AND WITH SOME LATITUDE FOR
THE EXERCISE OF INDEPENDENT JUDGMENT, PERFORMS SOMEWHAT DIFFICULT, RESPONSIBLE
PROFESSIONAL WORK REQUIRING TRAINING, SOME EXPERIENCE AND BROAD KNOWLEDGE OF A
SPECIAL SUBJECT MATTER.

DUTIES AND RESPONSIBILITIES

1. REVIEWS, RECORDS, CLASSIFIES AND FACILITATES INCOMING/OUTGOING
COMMUNICATIONS;

2. ENCODES AND FILES CONFIDENTIAL CORRESPONDENCE, REPORTS AND OTHER
DOCUMENTS;

3. KEEPS SCHEDULE OF MEETINGS AND OTHER AGTIVITIES OF THE DIVISION CHIEF
AND THE DIVISION IN GENERAL;

4. KEEPS TRACK OF DAY-TO-DAY COMMUNICATIONS;

5. ANSWERS AND EXHIBITS POLITE AND PROFESSIONAL COMMUNICATION VIA
PHONE CALL;

6. MAKES TRAVEL ARRANGEMENTS FOR THE D‘IVISIUN CHIEF;

7. SERVES AS OPC/IPCR SECRETARIAT AND COORDINATES WITH OPC ASSIGNED
FOCAL PERSONS WITH COVERED PERIOD;

8. TIMELY CU[].RDINATIUN WITH OTHER SECTIONS RELATIVE TO DIVISION'S
ACTIVITIES/TASKS AT HAND; AND '

9. CARRIES OUT OTHER AI]MINISTRATIVE TASKS.

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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Department of Social Welfare and Development
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING CRITERIA FOR EVALUATION:

EDUCATION (E) 23%
TRAINING (T) - 10%
EXPERIENCE (E) 23%
WRITTEN EXAM :

INITIAL QUALIFYING TEST (1QT) 10%

SPECIAL / TECHNICAL EXAM 15%
PANEL INTERVIEW 10%
IPCR OR ANY RELATED PEBFURMANCE 50
ASSESSMENT/REVIEW

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 proceéss.

-

| FINAL SHORTLISTING
TOP 5 RANKING CANDIDATES BUT OVERALL RATING SHOULD NOT BE LESS THAN 80%.

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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Department of Social Welfare and Development
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I 1 SOCIAL WELFARE ASSISTANT ’

ITEM NUMBER . OSEC-DSWDB-SOCWAS-261-2004
SALARY GRADE . SG8/PHP19,744.00

VICE " : INES, CARISSAR.

STATUS . PERMANENT

PLACE OF ASSIGNMENT :  OFFICE OF THE REGIONAL DIHEGTUH

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION : COMPLETION OF TWO (2) YEARS OF STUDIESIN
COLLEGE
TRAINING : FOUR (4) HOURS OF RELEVANT TRAINING
EXPERIENCE © ONE (1) YEAR OF RELEVANT EXPERIENCE
ELIGIBILITY © CAREER SERVICE (SUBPROFESSIONAL) /
| FIRST LEVEL ELIGIBILITY

PREFERRED QUALIFICATIONS (COMPETENCY-BASED)

EDUCATION : COMPLETION OF TWO (2) YEARS IN COLLEGE

-

PREFERABLY WITH UNITS RELATED T0 SOCIAL SCIENCES,
BUSINESS ADMINISTRATION/MANAGEMENT COURSES
TRAINING : AT LEAST EIGHT (8) HOURS OF TRAINING RELEVANT T0
| CLERICAL, OFFICE MANAGEMENT/ ORGANIZATION,
RECORDS MANAGEMENT, AND COMPUTER-OPERATION

EXPERIENCE : - ATLEAST TWO [2) YEARS OF RELEVANT EXPERIENCE
_ INVOLVING CLERICAL JOBS
ELIGIBILITY : GAREER SERVICE (SUBPROFESSIONAL) /

FIRST LEVEL ELIGIBILITY '

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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L DSWD

Department of Social Welfare and Development

=
Serblisyong Maagap, Mapagkalings, Matapat
* at Walang Puwang sa Katiwalian

JOB SUMMARY

UNDER GENERAL SUPERVISION OF THE REGIONAL DIRECTOR / SUPERVISING ADMINISTRATIVE
OFFICER WITH SOME LATITUDE FOR THE EXERCISE OF INDEPENDENT JUDGMENT AND FOLLOWING
DETAILED RULES AND PROCEDURES, PERFORMS THE SIMPLEST ROUTINE PROFESSIONAL WORK.

DUTIES AND-RESPONSIBILITIES

1. IMPLEMENTS VARIOUS PROGRAMS, SERVIGES AND RELATED ABTIVITIES TO MEET
THE NEEDS OF CLIENTS;

2. TAKES INVENTORY OF SUPPLIES/ MATERIALS EQUIPMENT;

3. KEEPS RECORDS OF STOCK RECEIVED ISSUED ON HAND FOR GUNVENIENT
RETRIEVAL,

4. REPORTS SHORTAGES AND DAMAGES/UNSERVICEABLE SUPPLIES AND
MATERIALS;

9. PREPARES, RECEIVES AND STORES DOCUMENTS SUCH AS DELIVERY RECEIPTS,
BILLS AND STATEMENTS;

6. REVIEWS AND RECORDS INCOMING AND OUTGOING CORRESPONDENCE AND GIVES
THEM TO THE IMMEDIATE SUPERVISOR FOR CLASSIFICATION;

1. REVIEWS, SORT REGURD{S, COPIES AND STAMPS INCOMING CORRESPONDENCE
FROM INSTITUTIONS/ CENTERS AND REFERS TO DIVISIONS CONCERNED.

8. KEEPS AND MAINTAINS FILES OF ALL RECORDS AND DOCUMENTS.

9. SORTS AND INDEXES ALL RECORDS PERTAINING TO THE DIFFERENT

INSTITUTIONS/ CENTERS.
~ 10.PREPARES AND MONITORS PUBLICITY AND ADVOCACY. PLAN OF THE PROGRAMS.

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo

A Maagap at Mapagkalingang Serbisyo!
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Department of Social Welfare and Development

/ DSWDNCR

APPLIGANTS SHOULD BE GUIDED BY THE FOLLOWING CRITERIA FOR EVALUATION:

EDUCATION (E) 23%
TRAINING (T) ~ 10%
EXPERIENCE(E) 29%
WRITTEN EXAM :

INITIAL QUALIFYING TEST (1QT) 10%

SPECIAL / TECHNICAL EXAM 15%
PANEL INTERVIEW 10%
IPCR OR ANY RELATED PERFORMANCE 50
ASSESSMENT/REVIEW

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°%.

« Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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Department of Social Welfare and Development

/ DSWDNCR
) ﬁi Lo
i 1 ADMINISTRATIVE AIDE IV (CLERK Il ,

ITEM NUMBER :  (OSEC-DSWDB- ADAS- 637-2004

SALARY GRADE :  S64/PHP15,586.00

VICE g ~ GABAGAT, CHRISTALYN G.

STATUS o g PERMANENT

PLACE OF ASSIGNMENT  : RECEPTION AND STUDY CENTER FOR CHILDREN

GSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION . : COMPLETION OF TWO (2) YEARS OF STUDIES IN
COLLEGE '
TRAINING :  NONEREQUIRED
EXPERIENCE :  NONE REQUIRED
ELIGIBILITY :  CAREER SERVICE (SUBPROFESSIONAL) /
-FIRST LEVEL ELIGIBILITY
PREFERRED QUALIFICATIONS (COMPETENCY-BASED)
EDUCATION :  COMPLETION OF TWO YEARS OF STUDIES IN COLLEGE
TRAINING : . EIGHT (8) HOURS OF RELEVANT TRAINING
EXPERIENCE : ONE (1) YEAR OF RELEVANT EXPERIENCE
ELIGIBILITY y : CAREER SERVICE (SUBPROFESSIONAL) /
FIRST LEVEL ELIGIBILITY

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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Department of Social Welfare and Development

| 7 DSWDNCR
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JOB SUMMARY

ACT AS ACLERK OF THE CENTER, RESPONSIBLE FOR THE INCOMING AND OUTGOING DOCUMENTS FROM
THE CENTER HEAD TO THE RESPECTIVE STAFF. REPORTING SUCH AS BAYANIHAN BAYAN PROGRAM,
URGENT CONCERNS, ICT MANAGEMENT REPORT, UTILITIES MONITORED, WORK AND FINANCIAL PLAN
(WFP), FEEDBACK REPORTS AND OTHER RELATED TASKS. OFFICER- -

DUTIES AND RESPONSIBILITIES
1. RECORDS ALL INCOMING AND OUTGOING DOCUMENTS [CUMMUNIGATIUNS, MEMOS, ETC);
2. PHOTOCOPYING OF COMMUNICATIONS; i
3. LOG BOOKING OF DOCUMENTS;
4. PREPARATION OF DTR EVERY 1ST AND 16TH DAY OF THE MONTH;
9. ACT AS LIAISON OFFICER;
6. ACT AS RECORDS MANAGEMENT UFFICER;
1. SUBMITICT SERVIGES AND MANAGEMENT REPORTS;
8. SUBMIT QUARTERLY REPURT% OF UTILITIES MUNITORED;
9. CONSOLIDATE REPORTS PER RMDC DIRECTIVES;
10. CONSOLIDATE PFiMP FROM ALL UNITS OF THE CENTER; AND
11.D0 OTHER RELATEb TASKS.

A Maagap at Mapagkalingang Serbisyo!

#BawatBuhayMahalagaSaDSWD #MayPusoAtRamdamAngSerbisyo
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