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

To: CIVIL SERVICE COMMISSION (CSC) )
We hereby reques! the pubiication in the CSC Job Portal of the following vacant positions, which are authorized to be filled at the PGO BULACAN, BULACAN:
JOSE FE G
{
Date Nl R
Qualification Standards
Competency/
o Salary/ . b Area of
Position Title (Parenthetical Title, | Plantilla Monthly ;
No. Job/ P e Place of nment
applicatie) Itemn No. G Iw Salary Education Training Experience Eligibility Spk?m..ﬁnwc 2 e
Requirement
(i applicable)
Bachelor's degree relevant to the job 72 hours of supervis 5 years of responsible
4 Supervising Administrative Officer 8 22 81.796.00 and masteral graduate in a Hosid m:y exparience in Civil Servica Professional Provincial General
(Supply Officer V) e recognized/reputabie school iy management and 1 2nd Lavel Eligibility Services Office
—(preferably MPA) . supervision

Interested and qualifisd applicants should signify their Interest in writing through an application letier addressed to the head of office. Applicants must attach the following documents (o the application letter and send these to the sddress
below not later than Octobar 01, 2026,

1. Fully accomplished notarized Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sizad 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 Transeript of Records.

5. Mard copy or electronic copy of Training Certificate/s (if applicable)

6. Hard copy or electronic copy of Work Experience Sheet (if applicable)
Tnhmmmoﬂhmmmqummmm.mmmmmrpum;mqmdmm

communities, irrespective of sexual orientation and gender identities and/or expression, civil status, religion, and political affiliation e
This Office does not discriminate in the selection of smplovees based on the alorementioned oursuant lo Eaual Ooportunities for Emplovment Princiole (EOP) { LWVIL SERVICE omamiss), N
QUALIFIED APPLICANTS are advised to hand in or send through courierfemail their application to the head of office/ human resource management office/ records office, FIEl O T a : =
as the case may be: e VLALAN
H e on/ |
JOSE FERNANDO G_ MANAHAN L siVE |
P Hurman Resource Management Oficer OIC By: AZIELDC. BAUTISTA |
Provincia Capitl Butkding, City of Meiolos, Butacan = —ABMINISTRATIVE '
APPLICATR | ALL NOT BE ENTERTAINED. - e e
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JOB DESCRIPTION

Position Title: Supervising Administrative Officer (Supply Officer IV)
ftem No: 8

Salary Grade: 22-1

Monthly Salary £81,796.00

Office: Provincial General Services Office

Bachelor's degree relevant to the job

5 years of responsible

and masteral graduate in a 72 hours of supervisory experience in Civil Service Professional /
recognized/reputable school development course training management and 2nd Level Eligibility
{preferably MPA) supervision

i NG e .
To ensure the efficient acquisition, safekeeping, utilization, and accountability of government-owned supplies and properties
in compliance with procurement laws and asset management policies, supporting the logistical needs of the provincial

d compliant implementation of supply and property management operations, €Nnsuring proper
documentation, accountability, and availability of materials and equipment necessary for the day-to-day operations of the
provincial government

To oversee the efficientan

1) Supervise the receipt, inspection, storage, issuance, and recording of supplies, materials, and property.

2) Monitor inventory levels and ensure the maintenance of accurate and updated stock cards, ledgers, and inventory reports.

3) Coordinate and implement procurement activities in compliance with existing laws, rules, and regulations.

4) Conduct periodic physical inventory of government property and supplies in stock.

5) Prepare and review reports, such as property acknowledgment receipts, inventory reports, and disposal documents.

6) Recommend the disposal of unserviceable property following applicable procedures and regulations.

7) Supervise and train subordinate supply personnel to ensure efficient and com pliant operations.

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




