i Republic of the Philippines

m DEPARTMENT OF SCIENCE AND TECHNOLOGY
. PHILIPPINE COUNCIL FOR HEALTH RESEARCH AND DEVELOPMENT
OneDOST4U: Sclutions and Opportunities for All EacoN BiewAS

NOTICE OF VACANT PLANTILLA POSITIONS

As of April 21, 2026

Research Information, Communication, and Utilization Division

. One (1) Science Research Specialist |

Basic Salary:
Plantilla Item No.:

Qualification Standard

Education:
Experience:
Training:

Eligibility:

Place of Assignment:

Competency
Requirements:

36,125.00/month (SG 13)
PCHRDB-SRAS1-4-1998

Bachelor’s degree relevant to the job

None required

None required

Career Service (Professional) / Second Level Eligibility
Research Information, Communication, and Utilization
Division, PCHRD Office

1. Core
- Delivering Service Excellence
- Exemplifying Integrity
- Personal Effectiveness
- Driving Innovation
- Building Inclusive, Collaborative Working Relationships
- Quality Management System
2. Technical
- Planning and Execution
- Partnering and Networking
- Solving Problems and Making Decisions
- Communicating Effectively
- Information Management
- Financial Management
- Capacity-Building for the Network
- Research Utilization
- Scientific Research and Other S&T Project Management

Preferred Qualifications/ Attributes

e With at least
Management;
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one (1) year of relevant experience in Project and Event

i Quality Management
System certified
Tw according to
N 1SO 9001:2015
W ID: TUV100 05 4960
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e Has a minimum of four (4) hours of relevant training;

e Proficient in MS Office (Word, Excel, PowerPoint) and Google Workspace
applications;

e With good interpersonal skills, professional work ethic, and moral character;
and

e Proactive, results-driven, and able to perform effectively under pressure with
minimal supervision.

Duties and Responsibilities

1. Project Management

e Ensures in-depth knowledge and compliance with the National Unified
Health Research Agenda (NUHRA) and latest Harmonized National
R&D Agenda (HNRDA), the DOST GIA Guidelines, and other relevant
regulatory requirements in processing the Support to Research
Dissemination Grant Program;

e Assists in the submission of SRD project proposals through the online
Project Management System (PMS);

e Conducts thorough internal reviews of assigned proposals and provides
well-thought recommendation reports;

o Facilitates external technical reviews, when necessary, synthesizes
reviewers’' feedback, and coordinates closely with proponents to
implement required revisions;

o Prepares documentation for project approval at the appropriate level
(Executive Director and Governing Council);

e Monitors approved projects to ensure compliance with MOA
deliverables, prepares status reports, and maintains updated project
information in the PMS;

e Compiles and presents accomplishment reports on the SRD Program
for Governing Council review;

e Facilitates the monitoring and follow-up of unliquidated projects to
ensure timely liquidation and proper closure of project accounts; and

e Performs additional duties as assigned by the Division Chief of the
Research Information, Communication, and Utilization Division.

2. Events Management

e Assists in the development and execution of event concepts, timelines,
and stakeholder coordination plans to ensure seamless event
execution;

e Assists in event budgeting and financial management to optimize
resources;

e Assists in venue selection, permit acquisition, and logistical
arrangements; and

e Gathers and analyzes attendee feedback, assesses event
performance, and compiles reports for continuous improvement.
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ll. One (1) Science Research Specialist |

Basic Salary: 36,125.00/month (SG 13)
Plantilla Item No.: PCHRDB-SRAS1-9-1998

Qualification Standard

Education: Bachelor’s degree relevant to the job

Experience: None required

Training: None required

Eligibility: Career Service (Professional) / Second Level Eligibility

Place of Assignment: Research Information, Communication, and Utilization
Division, PCHRD Office

Competency 1. Core
Requirements: - Delivering Service Excellence
- Exemplifying Integrity
- Personal Effectiveness
- Driving Innovation
- Building Inclusive, Collaborative Working Relationships
- Quality Management System
2. Technical
- Planning and Execution
- Partnering and Networking
- Solving Problems and Making Decisions
- Communicating Effectively
- Information Management
- Financial Management
- Capacity-Building for the Network
- Research Utilization
- Scientific Research and Other S&T Project Management

Preferred Qualifications/ Attributes

e Bachelor's degree, preferably in allied health, education, social sciences,
natural and formal sciences, media and communication, or business;

e With relevant experience in Project Management, digital repository
management and enhancement, event organization, and capacity-building
facilitation;

e Has knowledge in program and service marketing, digital repositories, and
Project Management;

e Proficient in MS Office (Word, Excel, PowerPoint) and Google Workspace

applications;
e With good interpersonal skills, professional work ethic, and moral character;
and
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e Proactive, results-driven, and able to perform effectively under pressure with
minimal supervision.

Duties and Responsibilities

1. Health Research and Development Information Network (HERDIN)

e Facilitates the implementation of the Health Research and
Development Information Network (HERDIN) Orientation and Research
Camp within the health research community, and follows up on and
monitors the output of partner institutions;

e Facilitates the creation of IEC materials, including brochures,
presentations, social media content, and newsletters for the
promotional activities of HERDIN;

e Monitors and evaluates the effectiveness of HERDIN promotional
activities and recommends improvements;

e Provides user support and responds to inquiries related to HERDIN
access, features, and services;

e Participates in and connects with various libraries and information
activities to broaden the network for information sharing and
collaboration; and

e Aside from training and research camps, conducts information
dissemination activities for various stakeholders, such as researchers,
institutions, and students.

2. Project Management

e Be conversant with the DOST-GIA Project Management Guidelines and
mandates of the IPS Section in relation to the projects being reviewed
and monitored by the section;

e Conducts in-house review of assigned proposals and prepares well-
thought recommendation reports;

e Coordinates the external peer review, prepares a clear synthesis of the
reviewers’ comments, and liaises closely with the proponents when
revisions are called for;

o Where project approval is recommended, prepares the documentation
for approval at the relevant level (Executive Director and Governing
Council);

e Monitors the implementation of approved projects, prepares the
required project status reports, and continuously updates project
information in the PMS;

e Prepares periodic accomplishment reports for the project and ensures
its completion within the approved project duration; and

e Ensures the completion of the projects, specifically the submission of
the projects’ technical and financial deliverables. '

3. Other Health Research Information Databases
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e Contributes to enhancing other databases managed by IPS, such as
the Philippine Health Research Registry and the PCHRD Management
System; and

o If necessary, acts as the lead end user for the information system
managed by IPS and facilitates enhancements to the system in close
coordination with the PCHRD ICT team and other end users.

4. Event Organizing and Other Tasks

o Facilitates the conduct of Council activities for continued collaboration
with stakeholders (e.g. focus group discussion);

e Participates in Council's activities, capacity-building programs, and
continuous professional development initiatives;

o Participates in the Council's Quality Management System (QMS)
activities; and

e Performs other duties assigned by the Division Chief of the Research
Information, Communication, and Utilization Division.

lll. One (1) Administrative Aide IV

Basic Salary: 17,506.00/month (SG 4)
Plantilla Item No.: PCHRDB-ADA4-21-2004

Qualification Standard

Education: Completion of two-year studies in College or High School
Graduate with relevant vocational/trade course

Experience: None required

Training: None required

Eligibility: Relevant MC 11 s. 1996 Career Service (Subprofessional) /

First Level Eligibility
Place of Assignment: Research Information, Communication, and Utilization
Division, PCHRD Office

Competency 1. Core
Requirements: - Delivering Service Excellence
- Exemplifying Integrity
- Personal Effectiveness
- Driving Innovation
- Building Inclusive, Collaborative Working Relationships
- Quality Management System
2. Technical
- Planning and Execution
- Solving Problems and Making Decisions
- Communicating Effectively
- Information Management

_ Quality Management
System certified
according to
1SO 9001:2015
¥ ID: TUV100 05 4960
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Preferred Qualifications/ Attributes

e Bachelor’s degree in a relevant or related field;

e Has knowledge in administrative and office support functions;

o Proficient in MS Office (Word, Excel, PowerPoint) and Google Workspace
applications;

e With good interpersonal skills, professional work ethic, and moral character;
and

e Proactive, results-driven, and able to perform effectively under pressure with
minimal supervision.

Duties and Responsibilities

1. Health Research and Development Information Network (HERDIN)
e Encodes, uploads, and updates research information, metadata, and
related records in the HERDIN database; and
e Conducts a periodic inventory and organizes the library and other
information materials.

2. Administrative and Other Tasks

e Records all incoming and outgoing documents of IPS;

e Provides general administrative assistance, including filing,
photocopying, scanning, and records management;

e Assists in the conduct of Council’s or IPS activities;

e Supports logistical requirements for meetings, trainings, and other IPS
activities (e.g. registration and materials preparation);

e Participates in Council’s activities, capacity-building programs, and
continuous professional development initiatives; and

e Performs other duties assigned by the Division Chief of the Research
Information, Communication, and Utilization Division.

DOST-PCHRD encourages interested and qualified applicants including persons with
disability (PWD), members of indigenous communities and those from any sexual orientation
and gender identities (SOGI) to signify their interest in writing. DOST-PCHRD complies with
the Equal Employment Opportunity Policy (EEOP) and that no person with disability shall be
denied access to opportunities for suitable employment. A qualified employee with disability
shall be subject to the same terms and conditions of employment and the same compensation,
privileges, benefits, fringe benefits, incentives or allowances as a qualified able-bodied
person.

Attach the following documents to the application letter and send to the address below not
later than May 05, 2026.

1. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture (CS
Form No. 212, Revised 2025) which can be downloaded at www.csc.gov.ph;
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2. Accomplished Work Experience Sheet;
3. Performance rating in the last rating period;
4. Photocopy of certificate of eligibility/rating/license;
5. Photocopy of Transcript of Records and Diploma;
6. Photocopy of certificates of training/seminars attended;
7. Photocopy of Service Record/ Certificate of Work Experience/Certificate of
Employment; and
8. Application Letter addressed to:
LEAH J. BUENDIA
Undersecretary for R&D and
OIC, Office of the Executive Director, DOST-PCHRD

QUALIFIED APPLICANTS are advised to send through email their application requirements
addressed to:
EARVIN JAMES P. MILANTE
Administrative Officer V
Human Resource Management Section
Philippine Council for Health Research and Development — DOST
Saliksik Building, General Santos Avenue, Bicutan, Taguig City
recruitment@pchrd.dost.gov.ph

Email Subject Format:
SURNAME_Plantilla Iltem No._Division
(Example: DELA CRUZ_PCHRDB-ADOF5-1-2026_FAD)

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

Loy
LEAH J. BUENDIA
Undersecretary for R&D and
OIC, Office of the Executive Director, DOST-PCHRD

Date Posted: April 21, 2026

® ID: TUV100 05 4960
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