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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 PGO BULACAN, BULACAN

JOSE FERNA G. MANAHAN
(OIC

Date ~ 28-Jul-26
_——————
Qualification Standards
Competency/
Salary/ Area of
No. Position Title (Parenthetical | Plantilla J oE-_H,_ Monthly Specialization/ | Place of Assignment
Titie, if applicable ) tem No. | " o de Salary Education Training Experience Eligibility Residency
Requirement
(if applicable)
Administrative Officer IV Provinclal Human
(Human Resource Bachelor's degree relevant to CS Professional / 2nd Resource Managemen
1 Management Officer I) 9 1§ 40,208.00 the job 8 hours of relevant training | 1 year of relevant experience Level Eligibility Office |
Administrative Office IV Provincial Human
(Human Resource Bachelor's degree relevant to CS Professional / 2nd Resource Managemen
2 Management Officer i) 14 15 40,208.00 the job 8 hours of relevant training | 1 year of relevant experience Level Eligibility Office

Interested and qualified applicants should signify their interest in writing through an application letter addressed 1o the head of office. Applicants must attach the following documents to the application letter and send these to the address
below not later than August 13, 2026

1. Fully accomplished netarized Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sized or unfiltered digital picture (CS Form Neo. 212, Revised 2025). digitally signed or electronically signed;
2. Hard copy or electronc copy of Performance rating in the last rating period (If applicable):
3. Hard copy or electronc copy of proof of eligibility/rating/license; and
4. Hard copy or electronc copy of Transcript of Records.
5. Hard copy or electronc copy of Training Certificate/s (if applicable)
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 indiganous

83353.8.i-ﬁo&io«hﬂe...ﬁti.&a-:&?it%i&.as.xnaﬂa;oz____-ieu_%.-aq3.__-_.%-3:_ e —
This Office does not discriminate in the selection of emplovees based on the aforementioned pursuant fo Eaual pportunities for Emolovment Principle (EOP) Civi

QUALIFIED APPLICANTS are advised to hand in or send through courier/emall their application to the head of office/ human resource management office/ records office, FIF - AN w
as the case may be oy T
wr T ol - avrs
JOSE FERNANDO G. MANAHAN | =W L
Provincisl Human Resource Management Officer.OIC _
E

Provincial Capitol Bullding, City of Malolos, Buiacan By: _

(44) 791-8145 / mail com
APPUTCATIONS WITH INCORIPLETE BORUMENTS SHATL NOT BE ENTERTAINED.




JOB DESCRIPTION

Position Title: Administrative Officer IV (Human Resource Management Officer Il)
Item No: 9,14 -
Salary Grade: 15-1
Office: Provincial Human Resource Management Office
QUALIFICATION STANDARDS
Education Training Experience Eligibility
Bachelor's degn_’ee S TS Gl ialevarttrnIng 1year of_reievant Career Service (Prof.e.ss.lqnal) /
relevant to the job experience Second Level Eligibility

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION

Creates and manages a human resources system for hiring and placing staff, including permanent, temporary, and
casual employees. (HRPDD)

Manages an efficient HR information system, oversees payroll and benefits administration, handles leave and
retirement processes, and implements a comprehensive health, wellness, and safety program to maintain a healthy
workforce. (HRIMWBD)

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

Tasked with creating and applying consistent standards for recruitment, selection, and other HR activities, in
accordance with the approved Merit Selection Plan. (HRPDD)

Runs an efficient HR system, manages payroll and benefits, handles leave and retirement, and ensures a healthy
workforce through wellness and safety programs. (HRIMWBD)

STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies)

1.) Creating and updating job descriptions to accurately reflect the responsibilities and
HRPDD requirements of the position.

2.) Publication and posting of vacant plantilla positions

3.) Screening resumes and applications to shortlist candidates.

4.) Conducting initial interviews to assess candidates’ qualifications and fit for the role.

5.) Scheduling and organizing interviews with the HRMPSB members and Local Appointing
Authority

6.) Appointments preparation and other related documents as well as preparation and
submission of Report on Appointed Issued (RAI) at the CSC Field Office

7.) Facilitating the onboarding process for new hires, including orientation and training.
8.) Keeping detailed records of all recruitment activities, including candidate evaluations and
interview feedback.

9.) Ensuring that the recruitment process complies with all relevant laws and regulations.

10.) Verifying candidates’ eligibility to work and conducting background checks as needed

1.) Develops and maintains an efficient human resource management information system
HRIMWBD (HRIS).

2.) Administration of payroll, deductions, and other benefits.

3.) Leave administration, retirement/separation using the HRIS.
4.) Development and implementation of a comprehensive health, wellness, and safety
program.




