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- Receives/Controls all incoming documents;

- FoMards the received incomlng drcuments to the respstive

Handles all dmuments intendgd tor the team:

> Addrgsses all con€rns,/follow ups as to the status of tha

> Monitors and updates database of all transactions con@rning the
team's assigned Division - returned and approved documents,

> S€ns rGiving copios of approved/signed d@uments;

Generates monthly report for all transactions in the database and
to the team for validation and for submission to the Administrativa

Head every 2nd Friday of each month.

Performs other task that may be assigned by immediate superuisor/s.

staff;

9
relevant training

Preferably with Career Servie
Subprofessional/ First Level
Eligibility

Php2o,4O2.OO Php4,080 401 ONS Completion of at least two-year
studies in @llege or High
Sch@l Graduate with relevant
vo€tional/trade course

exp6risn€
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NO. POSIr}ON TITLE
(wti mjor taGkltunsriom)

COMPARABLE
AAIAf,Y
CRAOE

t\lo. oF
vActNcrEs

PLACE OF
AAAIGNMENT

REUANKS
E UCATK)N EXPERIEf{CE TRAINING ELIGISIUTY

SALAIIY
PER MOI{1H

{PLU8 UP rO
2OT PREMIUT,I}

TOTAL

documents,

With at least 4 hours of


