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

To: CIVIL SERVICE COMMISSION (CSC)
We heraby request the publication in the CSC Job Portal of the following vacant positions, which are authorized 1o be filled af the PGO BULACAN, BULAGAN:

JOSE FERN. G. MANAHAN

(O 8,
Date: 'l 17-Sep-26
Qualification Standards
Competency /
e & ’ Salary/ . ° Area of
Ne. | Position Titie [Pam:'thf#cal Title, it ‘:’Iam:: Poryple 4 ngc;nmw _ _ ‘ o Speciaiization/ | Piace of Assignment
applicable) em No. | ° - ade lary Eduration Training Expernience iy Residency
Requirerment
(if applicable)
i i Service (Sub- Pravincial Cooperative
1 Administrative Assstant || 2 8 22 42300 cmw'::gighms ”?é:::rl: 4 hours of relevant 1 year of relevant prgf;;?maij r?ireft fevai " Entelpri::m
(Administrative Assistant) : mm' mege b SoriaVirade: courss training experience Elgibiity Development Office

below not later than October (2, 2026
1. Fully accomplished notarized Personal Data Sheel (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 electronc 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 elecirarc copy of Transcript of Records.

5. Hard copy or electronc copy of Training Certificates (if applicable) A s
6. Hard capy or electronc copy of Work Experience Shes! (if applicable) CIViL 3ERVICE COMMISSION i
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communities, imespective of ssxual onentation and gender identities and/or expression, civil status, religion. and political affiliation. : ) .
This Office does not discriminate in the selection of empiovess based on the aforementioned pursvent to Equal Coportunities for Emplovment Principle (EOP). F‘ O NJETE
QUALIFIED APPLICANTS are advised to hand in or send through courier’email their application to the head of office/ human resource management office/ records office, : -A?‘IEL‘b C- B;lU?lﬁSf A
as the case may be: By: __ e = ESLEE
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Provincial Capitol Bulding, Gy of A Bulacan i Ly e

(D44 ) 791-8145 / pgbhrplanni mail com .
APPLTCATIONS WITH NCOWPLE TE DOCOMERTS SHATTNOT BE ENTERTAINED,



JOB DESCRIPTION

Position Title: Administrative Assistant Il (Administrative Assistant)
Item No: 2
Salary Grade: 8-1
Monthly Salary £22,423.00
Office: Provincial Cooperative Entergri onment Office
P AN = PN R T o T
Completion of two years studies in Career Service (Sub-
; ; 5. 1 year of relevant 4
collage or High School Graduate with ! 4 haurs of relevant training o professional) / First Level
% rie
relevant vocational/trade course pe Eligibility
s
Provides general administrative su pport.

Attends to the administrative concerns of the department.

1) Attends and facilitates instructions and administrative concerns of the Department Head.

2) Monitars transit of personnel records, dissemination of memoranda, circulars and other information.
3) Prepares and submits disbursement vouchers, the annual procurement plan, the work and financial plan, memoranda,

special orders, and letters or technical corresponderices.

4) Acts as custodian for office supplies and materials.

5) Provides technical requirements and administrative support.

6) Prepares and submits minutes of the meeting,

7] Perform other duties that may be assigned from time to time.




