PHILIPPINE CQUNCIL FOR HEALTH RESEARCH AND DEVELOPMENT
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i Reguibic of the Philpgines
DEPARTMENT OF SCIENCE AND TECHNOLOGY

BATIIMNT SIS

NOTICE OF VACANT PLANTILLA POSITION
As of May 14, 2026

Finance and Administrative Division

. One (1) Administrative Aide IV

Basic Salary: 17,506.00/month (SG 4)
Plantilla Item No.: PCHRDB-ADA4-20-2004

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: Finance and Administrative 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

Preferred Qualifications/ Attributes

e Atleasttwo (2) years of completed college education in Records Management,
Office Administration, or other related fields;

e With relevant experience and training in Records Management and Quality
Management System;

e Has good oral and written communication skills;

e Computer literate and can create databases;
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e Proficient in Computer Office Applications (MS Office, Google Suite, and other
Office/Google Suite platforms);

o With positive interpersonal skills, professional work ethic, and moral character;
and

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

Duties and Responsibilities

1. Receives, reviews and releases all incoming communications to the concerned
PCHRD officials/employees;

2. Encodes and releases incoming communication for action of the Officer-In-
Charge of the Office of the Executive Director and/or concerned
division/official/employee;

3. Assists in recording and releasing outgoing communications in the absence of

the Records Officer;

Acknowledges emails received through Records Management Section;

Photocopies documents needed in the operation of the Council;

Assists in retrieving record from central file when deemed necessary;

Assists in facilitating the notarization of the legal documents of the Council;

Assists the Records Officer in performing the QMS-related tasks;

Answers telephone calls and relay/refer to concerned person; and

0. Performs other duties and functions assigned from time to time by the

Immediate Supervisor and/or Division Chief.
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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 28, 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;

Accomplished Work Experience Sheet;

. Performance rating in the last rating period;

. Photocopy of certificate of eligibility/rating/license;

. Photocopy of Transcript of Records and Diploma;

. Photocopy of certificates of training/seminars attended;

. Photocopy of Service Record/ Certificate of Work Experience/Certificate of

Employment; and
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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.qov.ph

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

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

{41

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

Date Posted: May 14, 2026
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