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Department of Social Welfare and Development

SOCIAL WELFARE OFFICER

:

ITEM NUMBER : FONCR-PCONTRACTUAL-SOCWO3-000065
SALARY GRADE - SG 18 / PHP 46,725.00

VICE :  OMBROG, TRIXIA MAE T.

STATUS : . CONTRACTUAL

PLACE OF ASSIGNMENT OPERATIONS OFFICE 2 (MANILA

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION : BACHELOR’S DEGREE IN SOCIAL WORK
TRAINING - 8 HOURS OF RELEVANT TRAINING
EXPERIENCE : 2 YEARS OF RELEVANT EXPERIENCE
ELIGIBILITY : RA 1080 (SOCIAL WORKER)

PREFERRED QUALIFICATION (COMPETENCY-BASED)

EDUCATION : BACHELOR'’S DEGREE IN SOCIAL WORK
TRAINING : 24 HOURS OF RELEVANT TRAINING
EXPERIENCE : 3 YEARS OF RELEVANT EXPERIENCE

ELIGIBILITY : : RA 1080 (SOCIAL WORKER)

JOB SUMMARY

THE SOCIAL WELFARE OFFICER IIl IS RESPONSIBLE FOR
MANAGING THE OVERALL OPERATIONS AND ADMINISTRATIVE
OF PROVINCIAL CLUSTERS AND ENSURING IMPLEMENTATION
OF ACTIVITIES AS SCHEDULED BASED ON THE APPROVED
WORK AND FINANCIAL PLAN. SUPERVISE AND MONITOR THE
SYSTEMS AND PROCESSES FOR PANTAWID PAMILYANG
PILIPINO PROGRAM IN COORDINATION WITH ALL-
STAKEHOLDERS (PARTNERS AND BENEFICIARIES), ENSURING
THAT ALL UNITS ARE ORGANIZED AND ALL SYSTEMS ARE
FUNCTIONING AT THE MUNICIPAL LEVEL IN ACCORDANCE WITH
APPROVED WORK AND FINANCIAL PLAN AND STANDARD
PROCEDURES OF THE PROGRAM.
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DUTIES AND RESPONSIBILITIES

1. REVIEWS AND PROVIDES INPUTS AND RECOMMENDATIONS TO
PROPOSED ACTIVITIES AND BUDGETARY REQUIREMENTS AT
PROVINCIAL LEVEL; CHECKS AND EVALUATES THE RESOURCE
REQUIREMENTS OF PROVINCIAL OPERATIONS (PERSONNEL,
MATERIALS AND LOGISTICS) FOLLOWS-UP WITH CONCERNED
UNITS, COORDINATES WITH FIELD STAFF AND ALLOCATES
RESOURCES ACCORDINGLY.

2. PROVIDE TECHNICAL ASSISTANCE AND SUPERVISION
THROUGH CONSULTATION, MEETINGS, DIALOGUES, CASE
CONFERENCES AND CONDUCT OF SPOT CHECKS AND
MENTORING TO THE MUNICIPAL LINKS/FIELD IMPLEMENTERS IN
THE PERFORMANCE OF THEIR TASKS AND FUNCTIONS AND
ACHIEVEMENT OF DELIVERABLES (COMBINED DUTIES OF PL
AND SWO IiI).

3. CHECKS AND PROVIDES TECHNICAL ASSISTANCE TO
SUBORDINATES TO ENSURE FUNCTIONING OF ALL ADVISORY
COMMITTEES AND ACTION TEAMS IN THE PROVINCE
(MUNICIPAL/LOCAL/PROVINCIAL  ADVISORY = COMMITTEES,
MUNICIPAL/LOCAL/PROVINCIAL ACTION TEAMS); EVALUATES
PROGRAM SITUATION IN THE PROVINCE AND CONDUCTS
CONSULTATIVE MEETINGS AND COMMUNICATES WITH
STAKEHOLDER COUNTERPARTS TO DISCUSS PROVINCIAL
PROGRAM SITUATION, ISSUES AND CONCERNS AND SEEK
THEIR INVOLVEMENT IN THE RESOLUTION OF SUCH
PROMOTION OF- THE PROGRAM SPECIFICALLY ON MEETING
THE SUPPLY SIDE REQUIREMENTS, ADVOCACY AND
CONVERGENCE THRUSTS INCLUDING TAPPING AND
MOBILIZATION OF COMMUNITY RESOURCES.

4. MONITOR AND SUPERVISE THE SYSTEMS OPERATIONS AT THE
PROVINCIAL LEVEL PARTICULARLY ON THE TIMELY RESPONSE
TO DOCUMENTS AND REQUIREMENTS OF THE KEY SYSTEMS,
E.G. TIMELY AND COMPLETE SUBMISSION OF UPDATES FORM;
DISSEMINATION, COMPLETION OF CVS FORMS BY PARTNER
AGENCIES AND STAKEHOLDERS; RETRIEVAL AND SUBMISSION
TO RPMO AND REPSONSE TO QUERIES AND COMPLAINTS AND
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~ 7. COORDINATE WITH THE CLUSTER FOCAL STAFF AND C/MLS IN

5. REVIEW AND MONITOR THE CONSOLIDATED

8. ASSIST CITY LINK/ICASEWORKERS ON THE CONDUCT OF CASE

9. ENSURE CLOSE COORDINATIONATION WITH KEY PARTNER

Department of Social Welfare and Development

VALIDATION OF GRS CASES AND CONDUCT OF CASH GRANTS
RELEASES.

UPDATES/REPORTS ON PROVINCIAL CASELOAD AS FOLLOWS:

a. REGISTRATION AND ENROLLMENT-IDS, OATH OF
COMMITMENT AND LBP FORMS; '

b. HOUSEHOLD DATA UPDATING;
c. VERIFICATIONS OF COMPLIANCE - HOUSEHOLDS,
CHILDRE, SCHOOLS AND HEALTH CENTERS COVERED IN
THE CONDUCT OF VERIFICATION;
d. UPDATING OF LIBRARY OF SCHOOLS AND HEALTH
CENTERS IN COORDINATION WITH THE ITO;
e. GRIEVANCES AND COMPLAINTS RECEIVED, RESPONDED
AND RESOLVED.
. MONITORS AND ENSURE THE COMPLIANCE OF LOCAL

GOVERNMENT UNITS AND PARTNER AGENCIES ON SUPPL
SIDE REQUIREMENTS OF THE PROGRAM. .

THE IMPLEMENTATION OF THE 4PS WITHIN THE CLUSTER AREA
DOWN TO MUNICIPAL LEVEL.

MANAGEMENT OF HOUSEHOLDS WITH DYSFUNCTIONAL
FAMILIES AND/OR WHOSE HOUSEHOLD MEMBERS ARE IN
DIFFICULT CIRCUMSTANCES SUCH AS CHILD AND WOMEN
ABUSE CASES, CHILD IN CONFLICT WITH THE LAW, MARITAL
CONFLICT, AND SYSTEMS-RELATED CASES.

AGENCIES. LGUS AND OTHER STAKEHOLDERS AT THE
MUNICIPAL LEVEL THROUGH THE MUNICIPAL LINK TO
FACILITATE COMPLIANCE VERIFICATION, COMPLEMENTATION
OF SUPPORT SERVICES AND OTHER REQUIREMENTS OF THE
PROGRAM.
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