Republic of the Philippines

DEPARTMENT OF SCIENCE AND TECHNOLOGY V

PHILIPPINE COUNCIL FOR HEALTH RESEARCH AND DEVELOPMENT

-

OneDOST4U: Solutions and Opportunities for All

BACONC PILIPTMAS

NOTICE OF VACANT PLANTILLA POSITION
As of June 30, 2026

Office of the Executive Director

I. One (1) Administrative Assistant lll

Plantilla Item No.: PCHRDB-ADAS3-1-2004
Basic Salary: 24,329.00/month (SG 9)
Monthly Additional Allowances:
a. Personnel Economic Relief Allowance
b. RA 8439-mandated allowances
(Subsistence, Laundry, Hazard Pay)

Qualification Standard

Education: Completion of two-year studies in College or
Completion of Grade 12/Senior High School

Experience: None required

Training: None required

Eligibility: Career Service (Subprofessional) / First Level Eligibility

Place of Assignment: Office of the Executive Director, 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

Preferred Qualifications/ Attributes

e At least two (2) years of completed college education in Business
Administration, Office Administration, Information Technology, or any related
course;

e Has good oral and written communication skills;

e Computer literate and can create simple monitoring databases;

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

o Possesses positive interpersonal skills, professional work ethic, and good
moral character; and
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e Coachable, team player, multi-tasker, and able to perform effectively under
pressure with minimal supervision.

Duties and Responsibilities

1. Receives and manages incoming and outgoing documents requiring the
signature and/or action of the Executive Director (ED);

2. Reviews and verifies the completeness, accuracy, and proper staff work of
documents prior to submission for the ED’s signature and approval;

3. Prepares official travel documents and assists in the processing and liquidation
of travel-related cash advances, when applicable;

4. Assists the ED in travel arrangements, including booking of airline tickets,
accommodation, and online check-ins;

5. Serves as custodian of the ED’s electronic signature and ensures its proper
and secure use;

6. Drafts communications, correspondence, and replies to emails on behalf of the
ED, as necessary;

7. Responds to requests for document approvals and other related concerns
received through email;

8. Organizes and manages the schedule of meetings, appointments, and official
activities of the ED;

9. Prepares briefing materials, documents, and other necessary requirements for
meetings attended by the ED,;

10. Receives calls and emails addressed to the Office of the Executive Director
(OED) and endorses them to the appropriate division, section or unit for
appropriate action;

11. Assists visitors and guests by addressing inquiries and providing necessary
information related to the Office of the ED;

12. Manages the records of the OED, including proper filing, maintenance,
creation, retention, and disposition of records;

13. Provides assistance to other divisions of DOST-PCHRD on Council-wide
activities such as General Assembly, Governing Council Meetings, and
PNHRS meetings;

14. Facilitates the request, procurement, and monitoring of office supplies and
administrative requirements for the Office of the ED;

15. Prepares, consolidates, and updates Human Resource-related reports and
provides regular updates to the Executive Director for monitoring and
appropriate action; and

16. Performs other tasks and responsibilities that may be assigned by the
Executive Director or immediate supervisor.

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 July 14, 2026.
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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
. Application Letter addressed to:
PAUL ERNEST N. DE LEON, MDM
OIC, Office of the Executive Director
DOST-PCHRD
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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 ltem No._Division
(Example: DELA CRUZ_PCHRDB-ADOF5-1-2026_FAD)

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

PAUL ERN N. DE LEON, VIDM
OIC, Office of the Executive Director

DOST-PCHRD
Date Posted: June 30, 2026
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