v DSWD

Field Office - National Capital Regio:

BAGONG PILIPINAS

JOIY 9UR FEANN

BE AN

‘ANGEL IN RED VEST’

As of 20 May 2025

DSWD Field Office - National Capital Region is
looking for interested and qualified applicants for the
following position/s:

One (1) Social Welfare Officer 1l
One (1) Senior Manpower Development Officer
One (1) Manpower Development Officer Il
One (1) Management and Audit Analyst Il
One (1) Administrative Officer Il
Two (2) Administrative Assistant 1l
One (1) Social Welfare Assistant
Two (2) Administrative Aide IV (Clerk Il)
One (1) Administrative Aide 1V (Driver Il)
(Permanent)

One (1) Project Development Officer Il
(Contractual)

Deadline of Submission:

30 MAY 2025

- Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
E I:..?-r'i:": = ethnicity, social status, class and political affiliation. Thus, the vacant position is
'.m open to all qualified individuals and the selection of employees shall be made
Si = only according to the principle of merit and fitness.
Em For more details, please visit the official website of DSWD Field Office NCR

ﬂ ;‘.;I:r!'m (www.ncr.dswd.gov.ph) or scan this QR code.

#BawatBuhayMahalagaSaDSWD @Enquiry@dswd.gov.ph ncr.dswd.gov.ph 0 o dswdfoncr




SOCIAL WELFARE OFFICER Il

ITEM NUMBER: OSEC-DSWDB-SOCWO3-275-2004
SALARY GRADE: SG 18/PHP 51,304.00
VICE: Taleno, Catherine A.
STATUS: Permanent
PLACE OF ASSIGNMENT: Rehabilitation Sheltered Workshop

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Bachelor's Degree in Social Work
TRAINING: Eight (8) hours of relevant training
EXPERIENCE: Two (2) years of relevant experience

ELIGIBILITY: RA 1080 (Social Worker)

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Bachelor's Degree in Social Work, With
Masteral Units
TRAINING: Relevant Social Work/SWOs training in case
management
EXPERIENCE: With experience in case management and
supervisory function, can apply technical
expertise in the preparation of the cneter’s
report
ELIGIBILITY: RA 1080 (Social Worker)
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JOB SUMMARY

Under general supervision of the Center Head 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 & RESPONSIBILITIES

« Monitor and supervise the program operations in the performance of
supervisee's tasks/functions and achievement of deliverables

-« Consolidate, review and provide inputs, submit periodic reports in the
accomplishments of the unit/center

« Networking, collaboration and coordination with other agency/partner
to ensure holistic approach in addressing client's needs

 Provide technical assistance and supervision through consultation,
meetings, dialogue and conduct of mentoring

- Ensure close coordination with key partner agencies, LGU and other
stakeholders

- Reviews and provide inputs and recommendations to proposed
activiies and budgetary requirements and evaluate the resource
requirements of the unit

- Facilitate and ensure provision of appropriate services to other
agency for further intervention

- Provide technical assistance to subordinates to ensure very
satisfactory job performance

- Provide technical assistance in assessing the needs of the clients
guided by the Social Work Principles and existing guideline
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%)

PANEL INTERVIEW 10%

5%

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

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

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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SENIOR MANPOWER DEVELOPMENT
OFFICER

ITEM NUMBER: OSEC-DSWDB-SRMDO-336-2004
SALARY GRADE: SG 18/PHP 51,304.00
VICE: Cobico, Victoria Marites Y.
STATUS: Permanent
PLACE OF ASSIGNMENT: Rehabilitation Sheltered Workshop

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Bachelor's Degree
TRAINING: Eight (8) hours of relevant training
EXPERIENCE: Two (2) years of relevant experience
ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Bachelor's Degree preferably in Education,
Psychology, Social Work and other Allied

Social Sciences
TRAINING: With relevant training involving project
monitoring and evaluation and budget

management
EXPERIENCE: At least two (2) years supervisory/managerial
experience on marketing, project

management related stints

ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility
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JOB SUMMARY

Under general supervision of the Center Head 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 & RESPONSIBILITIES

- Interprets and translates applications and philosophy, policies and
procedures, standards, method and techniques and recommends
modification for effective implementation of training programs in the
training center.

« Administers, directs and provides technical supervision to projects
being proposed along with the delivery of services in the center

« Develops innovative means in promoting the products of clients in the
center

- Establishes partnerships and networks to mobilize in promoting the
skills of the clients.

- Reviews and consolidates all reports being submitted by staff under
productivity services for onward submission to the center head

- Supervises and provides technical assistance to colleagues in crafting
proposals and other technical reportorial requirements.

« Maintains records and systems of all the income earned per project

- Drafts policies, concept paper along with the delivery of social welfare
and development programs to address the concerns and needs of the
clients.

- Act as the Procurement Officer of the center and facilitates processing
of Project Proposals for Supplies, Purchase Requests, Request for
Quotations, Purchase Orders
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- Assist the service provider in the delivery of goods/service and
prepares payment.

« Act as the Finance Officer of the Center, and assist in the preparation of
Work and Financial Plan, Monthly Disbursement Plan and
Implementation Report

« Monitors the budget utilization of the center.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%)

PANEL INTERVIEW 10%

5%

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

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

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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MANPOWER DEVELOPMENT

OFFICER II

ITEM NUMBER: OSEC-DSWDB-MDO2-76-2004
SALARY GRADE: SG 15/PHP 40,208.00
VICE: Mendoza, Teresita E.
STATUS: Permanent
PLACE OF ASSIGNMENT: National VVocational Rehabilitation Center

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Bachelor's Degree
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Preferably with Bachelor's degree with NC I
in Massage Therapy and DOH Certificate of
Registration as License Massage Therapist

TRAINING: 120 hours training on handling persons with
disabilities and other vulnerable groups with
special and challenging cases

EXPERIENCE: Has at least one (1) year experience working
in organization catering persons with
disabilities and other vulnerable groups

ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility
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JOB SUMMARY

Under general supervision of the Center Head 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 in designing, managing
and facilitating skills training for Persons with Disability and other
vulnerable group of clients.

DUTIES & RESPONSIBILITIES

« Teaches Social and Vocational rehabilitation related subject;

« Submits assessment and evaluation reports on social rehabilitation
trainee;

« Participates in evaluation of training programs and recommends
changes if needed;

« Prepares budget estimates on supplies and materials needed in
particular social and vocational courses;

. Attends and participates in seminars, conferences, workshops,
RTM and staff meetings;

« Escorts and assists trainees in and out of Center's activities;

« Participates in the evaluation of the particular training program area
as well as in the formulation of policies, objectives and work plans;

« Prepares and submits Work and Financial Plan and Procurement
Project Management Plan; and

« Performs other related tasks as needed.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%)

PANEL INTERVIEW 10%

5%

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

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

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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MANAGEMENT AND AUDIT

ANALYST I

ITEM NUMBER: OSEC-DSWDB-MAA2-87-2004
SALARY GRADE: SG 15/PHP 40,208.00
VICE: Salcedo, Christian A.
STATUS: Permanent
PLACE OF ASSIGNMENT: Office of the Regional Director

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Bachelor's Degree relevant to the job
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Bachelor’'s Degree relevant to the job
TRAINING: Eight (8) hours of relevant training
EXPERIENCE: Two (2) years of experience in Auditing and

Financial Management
ELIGIBILITY: Career Service (Professional) /

Second Level Eligibility
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JOB SUMMARY

Under the direct Supervision of the Regional Director and with some
latitude for the exercise of independent judgement, perform somewhat
difficult, responsible professional work requiring training, some
experience and broad knowledge of a special subject matter.

DUTIES & RESPONSIBILITIES

« Preparation of response to Commission on Audit findings and
recommendations;

. Facilitate meetings/ consultations between Service Providers/COA
and related partners;

« Transmit correspondence to Divisions/CRCF/Section/Units relative
to money claims and COA findings;

« Preparation of Monthly/ Quarterly/ Annual Audit Report and/or per
prescribed timeline and template;

« Monitoring and facilitation of resolution of IAS CARE; and

« Perform other related tasks as assigned by the Regional Director.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%)

PANEL INTERVIEW 10%

5%

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

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

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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ADMINISTRATIVE OFFICER Il

ITEM NUMBER: OSEC-DSWDB-ADOF3-26-2015
SALARY GRADE: SG 14/ PHP 37,024.00
VICE: Maglay, Christian O.
STATUS: Permanent
PLACE OF ASSIGNMENT: Procurement Section

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Bachelor's Degree relevant to the job
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Bachelor's Degree preferably in Public
Administration/Management and other related
courses

TRAINING: With relevant training either or combination on
procurement, administrative and technical
training

EXPERIENCE: At least one (1) year of experience either or
combination on government procurement and
relevant administrative training

ELIGIBILITY: Career Service (Professional) /

Second Level Eligibility
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JOB SUMMARY

Under general supervision of Section Head / Officer-In-Charge with some
latitude for the exercise of independent judgment, performs somewhat
difficult, responsible professional work requiring training, some experience
and knowledge of a special subject matter.

DUTIES & RESPONSIBILITIES

« Facilitates communication and coordination between the office, end-
user units, suppliers, and oversight offices;

« Provide technical assistance with units, sections, centers relative to
procurement-related concerns;

« Prepares and drafts

« procurement-related correspondence, memoranda, transmittal

- letters, and reports for internal and external stakeholders;

- Monitors procurement timelines and contract performance using
tracking tools and performance indicators;

- Provides technical assistance with the conduct of market research or
canvassing of prices and supplier data to support technical
evaluations;

- Assists the Section Head / OIC in reviewing in the Request for
Quotation (RFQ), canvass forms, and other technical documents using
prescribed templates and GPPB formats;

« Provides technical and administrative support during internal and
external audits or assessments of procurement processes;

- Attends relevant trainings, orientations, and capacity-building activities
to strengthen procurement agency;

- Responsible in drafting/preparing the relevant Accomplishment
Report/s of the section;

« Act as Focal Person and lead the Contract Monitoring Team (CMT) of
the section; and

« Performs other related duties that may be assigned by the immediate
supervisor, Division Chief and/or Regional Director
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%)

PANEL INTERVIEW 10%

5%

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

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

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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ADMINISTRATIVE ASSISTANT 1I

ITEM NUMBER: OSEC-DSWDB-ADAS2-9-2015
SALARY GRADE: SG 8/PHP 21,448.00
VICE: Asuncion, Mae Ninha B.
STATUS: Permanent
PLACE OF ASSIGNMENT: Standards Section

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Completion of Two (2) Years Studies in
College
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Bachelor’'s Degree in Office Management or
other related courses
TRAINING: Four (4) hours of relevant training

EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Subprofessional) /

First Level Eligibility
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JOB SUMMARY

Under general supervision and following detailed rules and procedures,
performs the simplest, routine professional work.

DUTIES & RESPONSIBILITIES

 Receive and monitor outgoing and incoming office documents.

- Standards Bureau quarterly reports are consolidated and submitted
quarterly.

« Respond to phone calls and assist walk-in customers.

- Facilitate letter sending via email and the Records Section.

« Prepares Requisition Issuance Slip (RIS).

- Monitors the use of security paper.

« Monitors and generates reports on budget utilization.

- Prepares and submits to the Records Section reports on the
maintenance and security of records.

« Document scanning and submission of a report of valueless records
to the Record Section.

« Assist and prepare MOV:s for the semestral OPC checkpoint.

- Assist in the preparation of logistics for the Standards Section’s
activities.

« Act as support staff during trainings and conducts
administrative/Standards initiated activities.

« Ensures the filing of documents as prescribed by the Records
Management standards.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%)

PANEL INTERVIEW 10%

5%

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

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

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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ADMINISTRATIVE ASSISTANT 1I

ITEM NUMBER: OSEC-DSWDB-ADAS2-162-2015
SALARY GRADE: SG 8/PHP 21,448.00
VICE: Fajardo, Renan M.
STATUS: Permanent
PLACE OF ASSIGNMENT: Cash Section

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Completion of Two (2) Years Studies in
College
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Commerce, Finance, Accounting, Business
Administration, Management or other related
field

TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility
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JOB SUMMARY

Under general supervision and following detailed rules and procedures,
performs the simplest, routine professional work.

DUTIES & RESPONSIBILITIES

- Assist the Cash Section Head in handling the day-to-day activities of
the Section

- Under general supervision, performs technical and administrative
support services functions related in the areas of financial
management.

« Act as Special Disbursing Officer and prepare the necessary
reconciliation and liquidation report.

« Ensure compliance to COA Audit Findings and other regulatory office
/ Agency.

« Maintain updated record of received disbursement vouchers and its
status.

- Undertake daily, monthly, quarterly and yearly reconciliation of
account balances and various financial reports with the Accounting
Section.

- Ensure timely payment of remittances, utilities, fidelity bond, various
claims and maintain updated monitoring report.

- Facilitate timely payment to creditors when deemed necessary.

- Provides technical assistance regarding treasury matters.

 Draft and /or formulate rules and guidelines to improve the Cash
Section day-to-day operations.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%
10%
5%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%

PANEL INTERVIEW

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

Note: Only those who obtained the 45 points or 76% on ETE
shall proceed to the next recruitment process.

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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SOCIAL WELFARE ASSISTANT

ITEM NUMBER: OSEC-DSWDB-SOCWAS-258-2004
SALARY GRADE: SG 8/PHP 21,448.00
VICE: Payumo, John S.
STATUS: Permanent
PLACE OF ASSIGNMENT: Learning and Development Section

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Completion of Two (2) Years Studies in
College
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Completion of two (2) years in College
preferably with units related to Social
Sciences or Office Administration
TRAINING: At least eight (8) hours training relevant to
records management, computer management
and training management
EXPERIENCE: At least two (2) years relevant experience
involving clerical/administrative jobs
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility
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JOB SUMMARY

Under general supervision of the Learning and Development Section
Head/Officer in charge with some latitude to the Social Welfare Officers
and Training Specialists and with some latitude for the exercise of
independent judgment, performs somewhat difficult, responsible
professional work requiring training, some experience and broad
knowledge of documents and training process.

DUTIES & RESPONSIBILITIES

« Assist in Organizing the conduct of learning and development
activites and provides administrative needs by following the
process flow from pre-training and post training activities to ensure
quality of the activity;

« Updates the database of learning and development such as but not
limited to Tracking;

« incoming and outgoing documents, educational support of DSWD
Staff and Training attended;

« Coordinates schedules of learning and development activities to
target participants to ensure 100% attendance;

« Acknowledge all submitted reports from OBSU/CRCF; and

« Assist in the preparation of Regional Special Order and Authority to
Travel
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%
10%
5%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%

PANEL INTERVIEW

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

Note: Only those who obtained the 45 points or 76% on ETE
shall proceed to the next recruitment process.

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.

#BawatBuhayMahalagaSaDSWD @Enquiry@dswd.gov.ph ncr.dswd.gov.ph 0 o dswdfoncr




ADMINISTRATIVE AIDE IV (CLERK II)

ITEM NUMBER: OSEC-DSWDB-ADA4-625-2004
SALARY GRADE: SG 4 /PHP 16,833.00
VICE: Lawagan, Wilbur C.
STATUS: Permanent
PLACE OF ASSIGNMENT: Accounting Section

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Completion of Two (2) Years Studies in
College
TRAINING: None Required
EXPERIENCE: None Required
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility

JOB SUMMARY

The Administrative Aide IV reports directly to the accounting head and
is responsible for the incoming and outgoing correspondences and
documents. This includes tracking and monitoring, organizing, indexing,
scanning, and filing all received documents, including memos, circulars,
and other pertinent documents.
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DUTIES & RESPONSIBILITIES

« Records and endorse incoming communications, letters, and the
likes:

« Write and distribute email, correspondence memo, letters, and the
likes;

« Sort, arrange, scan and file all documents received such as
circulars, memorandum, and other related documents; and

« Attend to queries related to accounting transactions;

APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING
CRITERIA FOR EVALUATION:

WRITTEN EXAM
(Initial Qualifying Exam - 10% | Special Technical Exam - 15%)

PANEL INTERVIEW
IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

Note: Only those who obtained the 45 points or 76% on ETE
shall proceed to the next recruitment process.

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.
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ADMINISTRATIVE AIDE IV (CLERK 1I)

ITEM NUMBER: OSEC-DSWDB-ADA4-660-2004
SALARY GRADE: SG4/PHP 16,833.00
VICE: Dimatulac, Marrie Chu B.
STATUS: Permanent
PLACE OF ASSIGNMENT: National VVocational Rehabilitation Center

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Completion of Two (2) Years Studies in
College
TRAINING: None Required
EXPERIENCE: None Required
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Completion of two (2) years studies in College
preferably in Office/Public Administration,
Management, Computer Science or any
bachelor’s degree in social sciences
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Subprofessional) /
First Level Eligibility
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JOB SUMMARY

Under immediate supervision, responsible for communicating Center's
Records procedures to all Services, and for coordinating the transfer of
records to the Records Center for semi-active storage and disposition.

DUTIES & RESPONSIBILITIES

« Communicates records procedures to all Services/Staff.

- Establishes and maintains records contacts in each Service or
program area for communication purposes.

« Participating in the center's records/FO-NCR Records led initiatives
(meetings, surveys, special projects, training)

« Instructing staff on records transfer procedures and providing
advice when required.

- Reviewing Records Transfer to ensure accuracy and
completeness, before signing and transmitting the records to FO-
NCR Records Section.

« Sending complete and accurate center's records inventory to the
FO-NCR Records Section

« Receiving copies of Transfer Lists after the records have been
transferred and distributing them to the appropriate Service so that
location and retrieval information is readily available to staff.

« Maintaining a central copy of approved records schedules for the
department.

« Maintain central digitized records for recovery

« Perform other tasks assigned or required.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%
10%
5%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%

PANEL INTERVIEW

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

Note: Only those who obtained the 45 points or 76% on ETE
shall proceed to the next recruitment process.

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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ADMINISTRATIVE AIDE IV (DRIVER 1I)

ITEM NUMBER: OSEC-DSWDB-ADA4-622-2004
SALARY GRADE: SG4/PHP 16,833.00
VICE: Masinsin, Simplicio Jr. P.
STATUS: Permanent
PLACE OF ASSIGNMENT: Haven for Children

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Elementary School Graduate
TRAINING: None Required
EXPERIENCE: None Required

ELIGIBILITY: Driver's License (Professional)

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Elementary School Graduate
TRAINING: Must have at least eight (8) hours of relevant

training
EXPERIENCE: Must have at least five (5) years experience
as Professional Driver

ELIGIBILITY: Driver’s License (Professional)
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JOB SUMMARY

Under immediate supervision operates the assigned motor vehicle of the
Center, attends to minor repairs and engine troubleshooting; and does
related work.

DUTIES & RESPONSIBILITIES

« Conduct BLOWBAGETS (Battery, Light, Oil, Water, Brake, Air, Gas,
Engine, Tire and Self) procedure on the assigned vehicle;

« Fill up the Driver's Trip Ticket and submit the same on a weekly basis;

- Facilitate weekly preventive maintenance service on the assigned
vehicle;

- Perform daily vehicle checklist/inventory as applicable jointly
conducted with the security guard-on-duty;

« Accomplish vehicle repair maintenance request form should there be
any component or part that needs to be repaired or replaced;

« Report any vehicular accident, breakdown or emergency and, if
required, secure Police Report and submit narrative report on the
incident;

- Comply with all other policies, guidelines, procedures and reminders
to drivers on the proper use, maintenance and security of vehicles;

« Demonstrate respect and courtesy to supervisors, dispatchers and
passengers in the course of official duties as driver;

- Observe road discipline and traffic rules including road courtesy,
proper driving habits and careful/defensive driving;

- Display honesty, integrity, punctuality, personal hygiene and
neatness, in prescribed office uniform, and maintain the daily
cleanliness, care and maintenance of assigned vehicles;

- Render services whether regular or overtime, as needed during
disasters, emergencies or other exigencies of the service;

« Maintain good attendance and punctuality in reporting for duty; and

- Performs other functions as may be assigned by immediate
supervisors from time to time.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

EDUCATION (E)

WRITTEN EXAM

(Non-Verbal Test - 5% | Special Technical Exam - 25%)

PANEL INTERVIEW

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 41.25 points or 75% of the Maximum Total score on ETE.

Note: Only those who obtained the 41.25 points or 75% on ETE
shall proceed to the next recruitment process.

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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PROJECT DEVELOPMENT OFFICER Ii

ITEM NUMBER: FONCR-CONTRACTUAL-PDO2-000253
SALARY GRADE: SG 15/ PHP 40,028.00
VICE: Duque, Rosemarie G.
STATUS: Contractual
PLACE OF ASSIGNMENT: Sustainable Livelihood Program

CSC - PRESCRIBED QUALIFICATION STANDARD

EDUCATION: Bachelor's Degree relative to the job
TRAINING: Four (4) hours of relevant training
EXPERIENCE: One (1) year of relevant experience
ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility

PREFERRED QUALIFICATION (COMPETENCY BASED)

EDUCATION: Bachelors Degree preferably in Management,

Entrepreneurship, Development Studies,
Community Development, or any business-related
course

At least four (4) hours of relevant training in any or a
TRAINING: combination of the following: Project Management
and Implementation, Social Entrepreneurship,
Business Operations, Business Plan Development,
Strategy Development, Community Organizing and
Monitoring and Evaluation
EXPERIENCE: At least one (1) year of relevant experience in
development-related projects involving community
organizing, business development and/or training

ELIGIBILITY: Career Service (Professional) /
Second Level Eligibility
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JOB SUMMARY

The SLP Implementing PDO is the lead in facilitating and conducting
activities under year 1 and one of the fields PDOs that provides support
and technical assistance to the lead PDO and program participants for
Year 2-5 of the SLP's 5 Years Sustainability Plan.

DUTIES & RESPONSIBILITIES

- Create a detailed work plan for the implementation of livelihood
assistance to Sustainable Livelihood Association (SLA's) in the
identified areas in collaboration with the different stakeholders for
year 1 implementation of regular SLP.

« Conduct preparatory activities at the regional/ cluster levels:

a. Conduct SLP orientation to C/MLGUs and LTWG, presenting the

Physical and Financial Target of the LGU.

-« Conduct preparatory activities for the program implementation such
as:

a. Gathering municipal data and information relevant to participant

and project identification, such as the government investment through

the Local Economic Development Plan and Annual investment Plan,
development projects of civil society organization as well as available
and accessible natural resources for potential use, in coordination
with the City/Municipal Action Team (C/MAT);

b. Coordination with City/ Municipal/ Barangay Stakeholders.

c. Scanning local market trends and commercial establishments to
identify sources of materials, tools and equipment needed to start-up
microenterprises, as well as direct markets for goods and services of
microenterprises; and

d. Coordinating with local public and private sector stakeholders as
development partners for social preparation and trainings, provision of
complementary interventions, and institutional market linking.
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- Organize social preparation and other capability-building activities for
program participants, primarily by:

a. Conducting orientations and SLP assemblies to spread awareness

about the program, its implementation process and interventions, and

participant eligibility.

b. Facilitating the Program's Social Preparation Activities that: identify

community economic activities and local markets; identify livelihoods

using SWOT analysis, conduct micro-enterprise and employment

training, and facilitate the SLP Association formation; and

c. Coaching program participants on business plan development and

feasibility studies to identify the most appropriate and profitable

livelihood endeavors.

- Facilitate livelihood assistance through:

a. Facilitating project proposal review and approval for funding and

project implementation; and

b. Ensuring the delivery and execution of SLP proposed projects for'

program participants;

c. Mobilizing resources for complementary interventions from public

and private sector stakeholders.

« Report and monitor program implementation:

a. Utilizing the reporting of Social Preparation and other capacity

building activities.

b. Submitting necessary documents and means of verification for the

review and approval of project proposals, as well as the delivery of

SLP modalities;

c. Utilizing the monitoring and evaluation system to account for program

participants served and specific assistance provided; and

d. Submit monthly narratives for accomplishments based on the

prescribed template.

e. Ensure encoding of served participants and projects in the offline

baseline system and submit to PMEO

« Perform other related tasks that may be assigned from time to time
by the immediate supervisor.
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APPLICANTS SHOULD BE GUIDED BY THE FOLLOWING

CRITERIA FOR EVALUATION:

25%
10%
25%
25%
10%
5%

EDUCATION (E)

WRITTEN EXAM

(Initial Qualifying Exam - 10% | Special Technical Exam - 15%

PANEL INTERVIEW

IPCR OR ANY RELATED
PERFORMANCE/REVIEW

INITIAL SHORTLISTING

Obtained 45 points or 75% of the Maximum Total score on ETE.

Note: Only those who obtained the 45 points or 76% on ETE
shall proceed to the next recruitment process.

FINAL SHORTLISTING

Top five (5) candidates who will obtain an overall cut off score of at
least 80%.

= |:"?'T:I|:i = Note: The Agency values inclusivity of age, gender, civil status, disability, religion,
2] ethnicity, social status, class and political affiliation. Thus, the vacant position is

'.m open to all qualified individuals and the selection of employees shall be made

er ol only according to the principle of merit and fitness.

m For more details, please visit the official website of DSWD Field Office NCR

u| =R (www.ncr.dswd.gov.ph) or scan this QR code.
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Interested and qualified applicants who met the above minimum
qualification standard (CSC-Prescribed) may submit the following
documentary requirements to FO - NCR Human Resource Planning
and Performance Management Section on or before 30 May 2025 not
later than 5:00 PM:
1.Application letter addressed to Regional Director MICHAEL
JOSEPH J. LORICO (Signifying the Position, Item Number, Status
of Employment, and Place of Assignment you are applying for)
affixed with your signature;
2.Fully accomplished Personal Data Sheet (PDS) with recent
passport-sized picture and Work Experience Sheet (CS Form No.
212, Revised 2017) which can be downloaded at www.csc.gov.ph;
3.Photocopy of duly signed Individual Performance Contract
Rating (IPCR)/Performance Assessment or Review in the
last/latest rating period (if applicable);
4.Photocopy of Certificate of Eligibility/Board of Rating and
updated PRC License;
5.Photocopy of Transcript of Records;
6. Photocopy of Diploma;
7/.Photocopy of Certificates of relevant Learning and
Development/Trainings attended;
8.Photocopy of Certificate/s of previous and present
Employment (if applicable);
9.Photocopy of Company/Agency Clearance (latest employer, if
applicable); and
10.Photocopy of Appointment and Service Record (if presently or
previously employed in any government agency).
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1.For online submission of application, please access this link
https:lIbit.lyIFONCRrecruitmenthub and submit the scanned PDF
copy of your credentials.

2.For multiple _applications, please submit separate application

requirements for each desired position.

3.For walk-in applicants, please ensure to submit your documents with
a clip fastener.

4.Present original or authenticated copies of the above documentary
requirements for verification during the filling of application.

5.All interested qualified next-in-rank employees with Permanent status
should submit the filled-out "next-in-rank intent to apply form"
together with their credentials.

6. Submission of applications beyond the deadline and with incomplete

attachments will_not be accepted and shall _mean automatic

disqualification for the position you are applying for.

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.

(Signed)
BENCHIE B. GONZALES

. Director Ill / Assistant Regional Director for
OO0 Administration

m
I. -
AT
m For more details, please visit the official website of DSWD Field Office NCR

u ;T;I:r!m (www.ncr.dswd.gov.ph) or scan this QR code.
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