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

Te: 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:
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JOSE FER G. MANAHAN
Date: ~ " 16.5ep-26
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Requirament
(if applicable)
Bachelor’s degree relevant lo the job 5 years of responsible
1 Supervising Administrative Officer 4 2 8179500 and masteral graduate in a 72 hours of supervisory axpenence in Civil Service Professional Provincial
(Management and Audit Analyst IV) wEE recognizedireputable school development course management and | 2nd Level Eligibilty Administrator's Office
_{preferably MPA) oty _supervision
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below not later than October 01, 2026,

1 Fully accompished nolarized Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sized or unfiered digital picture (CS Form No. 212, Revisad 2025), digitally signed or electronically signed;

2. Hard copy or electronic copy of Performance rating in the last rating period (if applicable);
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4. Hard copy or electronic copy of Transcript of Records,

5. Hard copy or electronic copy of Training Certificate/s (if applicable)
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QUALIFIED APPLICANTS are advised to hand in or send through couriar/amall their spplication to the head of office/ human resource management office/ records office,
as the case may be;

JOSE FERNANDO G. MANAHAN
Provincial Human Resourcs Mansgement Officer-OIC
Provincial Capitol Bulding, City of Malolos, Budacan
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JOB DESCRIPTION

Paosition Title: Supervising Administrative Officer (Management and Audit Analyst IV)
Item No: 4

Salary Grade: 22-1

Monthly Salary £81,796.00

Office: Provincial Administrator's Office
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Bachelor's degree relevant to the job
and masteral graduate in a 72 hours of supervisory

recognized/reputable school development course training

(preferably MPA)

5 years of responsible
experience in
management and

supervision
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To oversee and enhance the effectiveness of government departments by developing, implementing, and monitoring
performance management systems. Tliis division ensures that departmental activities align with organizational goals,
evaluates performance based on key metrics, identifies areas for improvement, and provides recommendations to improve
efficiency, accountability, and service delivery. It plays a key role in supporting transparency, continuous improvement, and
effective governance within the provincial government.

Civil Service Professional /
2nd Level Eligibility
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Involves overseeing the evaluation and enhancement of departmental performance, conducting audits, ensuring compliance
with policies, and providing strategic recommendations to im prove efficiency, accountability, and governance acrass
provincial government departments. This includes monitoring key performance indicators (KPIs), conducting risk
assessments, preparing detailed reports, and working closely with various stakeholders to implement improvements in
performance manage

1) Manitoring and evaluating the performance of various departments under the Provincial Administrator’s Office.

2) Reviewing performance indicators and ensuring that the division's goals are met.

3) Conducting internal audits to ensure compliance with local government policies and regulations.

4) Ensuring that processes within the office adhere to auditing standards and governmental requirements.

5) Preparing detailed reports for senior management on findings from performance assessments and audits.

6) Coordinating tasks among different departments to ensure the smooth implementation of projects.

7) Developing of policies and strategies to improve departmental performance.

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




