Position Title

Place of Assignment

Qualifications

Education

Experience
Training
Eligibility

One (1) Administrative Aide IV

PRB Screening Unit
P. Paredes St., cor. N. Reyes St., Morayta, Manila

Completion of two-years studies in College (prior to 2018),
OR High school graduate with relevant vocational/trade
course (prior to 2018), OR Completion of Grade 12/Senior
High School under Technical —Vocational-Livelihood Track,
OR Completion of Grade 10/Junior High School with relevant
vocational/trade course (TESDA NC Il) (starting 2018)

None required

None required

None required

Job Description

Vi.
Vii.
viii.

XI.

Xii.

Xiii.

Salary

Assist in the transmittal of documents;

Assist in the processing and evaluation of applications/nominations received
for PRBs under his/her cluster, as to completeness of documentary
requirements;

Assist in the preparation of folders of applicants/nominees [three (3) folders
per applicant/nominee, and five (5) applicants/nominees per vacant position];
Assist in the monitoring and coordination with APOs/AIPOs and
applicants/nominees regarding the submission of documentary requirements;
Coordinate with the Commission Proper regarding the scheduling of
interviews and oathtaking activities;

Assist in the conduct of interviews and oathtaking ceremonies;

Assist in the monitoring of e-mails;

Prepare reports, as needed;

Assist in the provision of administrative assistance to the PRBs and Office of
the President-Search Committee Secretariat, as needed;

Assist in filing and maintaining physical and electronic records of the Unit;
Attend to all queries of the applicants, nominees, APOs/AIPOs, and the
general public about matters related to the screening and selection of
nominees for positions to PRBs under his/her assigned cluster;

Maintain a monitoring record of all applications/nominations received for
PRBs under his/her cluster; and

Perform other related functions.

Equivalent to Salary Grade 4 or Php 795.73/day

Mode of Employment
Job Order Worker

Interested and qualified applicants must submit the following:

1. Letter of Intent (include the Position Title and Place of Assignment)

2. Duly accomplished and NOTARIZED Personal Data Sheet (PDS) with Work
Experience Sheet and recent passport-sized picture (CS Form No. 212, Revised
2025 which can be downloaded at www.csc.gov.ph
(The date of the duly notarized PDS must be within the publication period: 16 to

26 July 2026)

3. Photocopy of Transcript of Records
4. NBI Clearance or receipt/any proof of transaction
5. TINID

Qualified applicants are advised to email their application not later than 26 July 2026 to:

KHRISTINE S. LABAO

Administrative Officer V (HRMO IlII)

P. Paredes St., cor. N. Reyes St., Morayta, Manila
prcrecruitmentapp@gmail.com



http://www.csc.gov.ph/
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