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Republic of the Philippines
PGO BULACAN, BULACAN
Request for Publication of Vacant Positions

To: CIVIL SERVICE COMMISSION (CSC) .
We hereby request the publication in the CSC Job Portal of the following vacant positions, which are authorized to be filled at the PGQ BULACAN, BULACAN:
JOSE FER G.
(
Date: T 01-Jul-26
Qualification Standards
Position Title Sal of ’
iti . ary/ Area
Plantilla Monthly dage .
No. (Parenthetical Title, if Job/ Pay ! . Specialization/ | Place of Assignment
applicable) Item No. Grade Salary Education Training Experience Eligibility Residency
Requirement
(if applicable)
Career Service
Administrative Officer | (Professional) / Second PHO-Baliuag District
1 (Records Officer 1) 574 10 25,586.00 Bachelor's degree None required None required Level Eligibility Hospital
1 year of relevant PHO-Baliuag District
2 Nurse |l 594 16 43,560.00 Bachelor of Science in Nursing | 8 hours of relevant training experience RA 1080 Hospital
None required (MC 10, s PHO-Baliuag District
3 Cook | 630 3 15,852.00 Elementary School Graduate None required None required 2013 - Cat. IIl) Hospital
None required (MC 10, s. PHO-Baliuag District
4 Cook | 831 3 15,852.00 Elementary School Graduate None required None required 2013 - Cat. Ill) Hospital
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address below not later than July 16, 2026.
1. Fully accomplished netarized Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sized or unfiltered digital picture (CS Form No. 212, Revised 2025); digitally signed or electronically signed;
2. Hard copy or electronic copy of Performance rating in the last rating period (if applicable);
3. Hard copy or electronic copy of proof of eligibility/rating/license; and
4. Hard copy or electronic copy of Transcript of Records. e R
5. Hard copy or electronic copy of Training Certificate/s (if applicable) CIVIL “EE V€ DOMASSION

6. Hard copy or electronic copy of Work Experience Sheet (if applicable) )
This Office highly encourages all interested and qualified applicants to apply, which include persons with disability (PWD) and members of the indigenous Pl : :
communities, imespective of sexual orientation and gender identities and/or expression, civil status, religion, and political affiliation. Y el gl g B 30 ol w
This Office does not discriminate in the selection of emplovees based on the aforementioned pursuant fo Eaual Opportunities for Emplovment Principle (EOP). . 4 sy S ool 10 VU e

QUALIFIED APPLICANTS are advised to hand in or send through courier/femail their application to the head of office/ human resource management office/ records office ﬁ
as the case may be: ...: JAZIELDC.BAUTISTA
! AD TRATIVE STAFF
JOSE FERNANDO G. MANAHAN l_“_ﬁﬂ .ﬁ X%
Provincial Human Resource Managemeni Officer-OIC

L NOT BE ENTERTAINED.




JOB DESCRIPTION

Position Title: Administrative Officer | (Records Officer I)

Item No: 574

Salary Grade: 10-1

Monthly Salary £25,586.00

Office: PHO-Baliuag District Hospital

QUALIFICATION STANDARDS
Education Training Experience Eligibility
Career Service
Bachelor's degree None required None required (Professional) / Second

Level Eligibility

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION

Responsible in managing patient's health records.

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary)

Ensures medical records are organized, accurate and complete.

STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies)

1) Plans, organizes and controls the activities of the unit, exercising direct administrative supervision and control over all
subordinates in the section; shall plan and make work assignments and schedules

2) Shall direct and review work of the staff

3) Establishes policies and procedures for the content, control storage and retrieval of records in accordance with the

adopted system

4) Shall organize workflow throughout the service

5) Ensures the maintenance of the patient s right to privacy and confidentiality

6) Attends court proceedings and represent the hospital in court cases involving subpoena of medical/ clinical records

7) Cooperates with all other departments of the hospital in all matters pertaining to medical records

8) Perform other duties that may be assigned from time to time.




JOB DESCRIPTION

Position Title: Nurse |l
Item No: 594
Salary Grade: 16-1
Monthly Salary P43,560.00
Office: PHO-Baliuag District Hospital
QUALIFICATION STANDARDS
Education Training Experience Eligibility
Bachelor of Science in Nursing | 8 hours of relevant training Tyear of.relevant RA 1080
experience

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION

Responsible in the management of safe, effective and efficient nursing care and services in all patients.

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary)

Responsible for managing the individualized patient care by promoting and restoring patients' health through nursing
process.

STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies)

1) Carries out an initial and on -going assessment of the nursing needs of patients for whom he / she is responsible.

2) Implements nursing care plan for each patient assigned based on identified patient needs.

3) Applies scientific principles in administering care through continued evaluation.

4) Recognizes the need for an participates in the interpretation of nursing and medical care to the patient and his family.

5) Communicates and consults with physicians and other health care professionals as indicated.

6) Utilizes resources within the hospital in meeting the care and educational needs of patients and families.

7) Performs other duties that may be assigned from time to time.




JOB DESCRIPTION

Position Title: Cook |
Item No: 630, 631
Salary Grade: 3-1
Monthly Salary £15,852.00
Office: PHO-Baliuag District Hospital
QUALIFICATION STANDARDS
Education Training Experience Eligibility
) . None required (MC 10, s.
Elementary School Graduate None required None required 2013 - Cat. Il

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION

Responsible for the preparing, cooking, storing of food for patients in the hospital.

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary)

Prepares and cooks meals with optimal nutritional care for patients

STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies)

1)Provides overall supervision of the preparation and cooking and cooking of meals.

7) Coordinates work assignments with utility worker assigned as cook s helper in maintaining quality standard in the
preparations and cooking of meals.

3) Prepares daily storeroom requisitions needed for the preparations of meals.

4) Keeps record of supplies received and consume for inventory purposes.

5) Reports to the immediate supervisor any leftovers for proper usage and storage.

B) Assists or give suggestions on menu planning and the preparation of the duty schedules of subordinates. Assists in the
standardization of the recipes and portion control,

7) Performs other duties that may be assigned from time to time.




