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l Ch'el Slatislical Spe.ialist

C@ro'nal* and e,e('ses coitrolano d'ed'on ove.
allaspects and phases o,censls and suNey
operaloos inclld n9 p.errm nary pr@essing and
labualon of data for rmmedrats ocal needr Monnors
perod calry a lphasos olopsralion in lhe area
inc !di.g lhe dala ol local applcal]ons and makes
n€cessary recohmendaron lor wo/t mprovemenl and

- Plans pursua to guidolinos set and in c@rdrnalion
wilh olher provincEl agencies or locarotficrats
stallsticar p.ograms as m8rte needed tosupporl
p.olets of provinoar apprrcaron and recommend thetr
ntelraton to the overarr provinoal scheme:
Formuates a p.ogram ol lechnrcal assislance to tocat
agencies and oftices tak nq into consideration soeoa
and spec fc needs ot lhe prov nce rrs.esourcesand
potenlrals rnclldng lhe sell n9 up ola statislcalunn
and lrarning ol ls lechnicalpersonnelthal can
undenake sp€cral srldres to. the panicurar agency

:1 RSSO O3.TARLAC PSA,CSTATS-137 201s Masle/s deg,ee preterabty n
SialGtcs. Marhemafics
Eco.omics. Engneenng,
Compule. Science Soootogy or
olher relared co!.ses o.
Can cate rn Leadership snd
Managemenl from the CSC

lF ve (5)ye.6 demonst,aEd

labrlrt, n rhe srarrsrcar. le.hn,car

land lCToperat,ons. sutueys,n arl

lasDecls ol soc'o+co.omrc lrfe.

loala anatysls and pror€.t
lmanaaemenr and dara
v suarr2alron, Four (4ly€als oi
which are rn posrron/s hvorvrng
manaqemenl 3nd suD€rvision.
and has wortrng kno*lodgo in

spreadshe€1. rcrd pr@Bsrn9

Fony(40)hours r.amrng
p.eferably on statrslr@l merhods.
tools, prqect msnagement,
Processes and suretusion and 40
hours ol trarning rn managemenl

C6rc6l S€Mca (Ftoless,onalY
Second Loval E[gibr'ly

Preterablywith al leasr 16 hou.s ol
Procursment rainings d hember ol
Ts.hnical Working Group on &ds
and Awards or Secrerariar

2 Chiel Starisrical Special6l

Serves as lhe admrnrsrat ve and techn ca head ot
ihe provrncial stat sl cs ollce, responsib e for d recring
conducting and soporvrslng the operations within h s
arsa oI ass gnme.l:and

- Bans, pucuant lo guidali.€s sst and in c@rdi.alion
wilh olher provincial .ga.cias o. local offioats.
slalistacal programs 6s may b€ n€€dsd lo suppdt
p.o,ects ot narionar and rocsl applrcation, and
recomrends rheir integretion ro lhe ove.att.egionat

2t RSSO BARMII BASILAN PSA,CSTATS 178 2015 Masre/s deg.ee prele.abty ;
Stalrsrics. MathemarB
Eco.om cs, Engineenng,
Computer Sc erce, Soc orogy or
olh€r r€ ate! colrses or
Cen ficate i. Leadershio and
Manag€menl lrom the CSC

F've (5) yea6 demonsrrated
ab I'ly n lhe slatslicar techn'cal
and lCToperarons sutueys,. arl
asoocls of soc'o 6conomrc le
data analrsrs and proloct
managemenl and dara
vrsla zalion, Four(4)ye.rs ot
which are n posrrron/s i.rclving
managemenl and supervrsron:
and has wortrng knowredge h

spreadsheer. word process ng

Forty (40) hours lrarnrng
prelerably on statstcal merhods,
lools. prolect mana96ment,
processes a.d supsrvison and 40
hours of lra nrng n management

Ca.ee. Setu ce (Prcress onal)/
Second Level Eligib ly

P.elerabrywth al leasr l6 hou.s ol
pro.ureme.t rairings or member ol
T6chn calWorking Group on Bids
and Awa.ds or Secrelariat

3 Chiel Slatislical Sp€cialist

- Serves as lhe administratrve and technrcat head ol
the prov nc al starislics o,l ce. responsib e for dnectng
condlcling and sopervrs ng the operatons wlhrn hrs
a.ea ol assignmenti and

- Plans, pursuantlo guidelrnes setand in coo.dlnarron
wlh other provi.c al agencres orl@alofcias,
statislrcal p.ograms as may be needed to suppon
proFcts ofnalio.a and local applrcai on, and
recomme,rds lheirinl€gralon lo the overall regional

2.1 RSSO 07 CEBU PSA CSTATS.197 20]5 Masle/s deg.ee prelerably n
Slalistics. Mahemat cs
Econom cs, Engineering,
computer scrence, so.rorogy or
olher relaled courses or
Ce(ricare in teadeGhrp and
Manaaemenl lrom the CSC

Five (5) years demonsirated
ab 'ly n he sratstc. rschncar
and ICT operatons. survoys n arr

aspecB of soc'o-econon c r e.
dala analysis and prot6cr
nanagemenl and dala
vrsualEalion, Four {4) yea6 oI
whrch a.e rn pos(on/s rnvolvr.g
maragemenl and s!pervrsroni
and has working knowledge n

spreadsheel. wod process ng

Fony (40)hours t€,.lnq
prelerably on stat strca merhods.
lools, prolecl managemenl,
proc€sses and supervisron and 40
hours oltarnrng '. managemenl

Career Serv ce (Proiessiona )/
Second Leve Eligrb ly

Pr€ferab y wlh al leasl l6 holrs or
procurement tra nings or member or
Technrca WoA n9 Group on Brds
a.d Awards or Sec.etariar

.1

- Takes charge oI CRS Serbr[s Outlel .e]aGd
concernsi Ass'sts n rho preparatron oI CRASM.
preparation oI pubricarions. cdduct of
lrainrngs/seminars and olhs act vities related to c vrt

' Takes cha.ge ollhe procu.ement act vitres ofrhe

Slati!lical Specialast ll l6 RSSO NCR,CRASO PSA 552-209-2015 Bachslois degree prelsrabry rn

Slaristics. Msrhematics.
Economrcs. Enginee.ng.
Computer Soenco. Soooroqy o.

Iwo (2) ye66 demonstratsd
abililyin dala analysis and prqecl
managemenl, dala vrsvalizalion
and slalrs carsurveys and has
wor(rng knowledge h Ofrice
sofiware (e g sprcadlheet. wod
p.ocessing and presentaton)

Sxlen (16) hou6 lraininq
prelerably on slairsircal methods
r@ls, prolocr manaqeme ,

proc6s6 and/6 othsr .erared

Carcsl Service (Prclessio.al)/
S€cond Level Eligibrl[y

Prolor6bly with at lsast eight houE
of procurem€nl trainings or member
of Te.nnical Wodinq Group on &ds
ano Awa.ds q ssrelanal

J .)f r /ltl/ u
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5

Col ecis. edilsrevies. analr2es daia:

Conducls ield supervsion of stal st cai
.clrvrlres/op€ranons prepa.es cosl esl males.
wo.k oad analys s, fi.ancralrepo.1, accomp[shment
reporrs, nairal ve repons fo. each act vity:

- Prepares news updates/re eases/pub catons of
prod!ced stansrcal dala,

- Conducls l.a nings on slallsl car surveys/census and
rnlormal on dissemrnalion activ ties: and

- Arslsts in lhelormualon oladsquate slalrslca
st.ndards for the va.ious phases ot data compiralon
labllalion and publcato. to dsuroaccuracy olthe
results and lhe unrfom[yand comparabil yoldala,
rncludrng lhen limely prese.latDn in lho fom o,
specral releases, monographs, .epons. elc

Stalaslical Speci.lislli t6 RSSO NCR.NCR II PSA-SS2-544.2015 Bacheto. s degree p.eferably rn
Slalislics, Matheman6,
Economics. Enginee.ing.
Computer Sc,erce. Sociology or

Two l2) yea6 demonsraled
abrlrry rn dara analysrs and prqecl
ma.agemenr, dara vrsua zalion
and slatstca surveys and has
workrng knowledge in Ofrice
softwarc (e s spreadsheel. word
processrng and presenrarion)

Slxleen (16) hours rarnrng
prelerably on slalrslical mslhods
tools, proFcl managemenl,
processes and/or olhar relalsd

Car@. Se.vce (Prclessioial)/
S€cond Level Eligibrriry

Preterably wlh al l6asle'ghl ho!6
of p.ocu.emenl tarnrngs o. member
of Technrcar Wor*rng Group on &ds
and Awa.ds or s€c.etar al

- Edrls, verifies and analyzes sutuey reporls for
accuracy, complsteness, and reasonablsness, and

- ComDules summaries and rndicators from dara
produced from censuses, slrveys and oth6r prqecls ol

Srati3tic.l Speciarisr tt 16 RSSO NCR.NCR V PSA.SS2-523-20r5 Bachelor s deg.ee preterably rn
Slal stcs. Mathematrcs.
EconomEs, En9 neenng
Compuler Science, Sociology or

Two (2) yea.s demonslrated
ab(rly 

'n 
dala analysis and prolect

fr anagemenr. dara visuarrzation
and starst€lsurleys and has
workng k.@ edge in Office
softwa.e (e.9. sp.eadshe€t, word
p.ocessing and presentation)

Srxteen (16) hours lranrng
p.efe.ably on slalrstcal methods
t@ls p.ojecl manaqsment
p.@sses and/or olher reraren

Career Setuce (ftof6sio.al)7
S€cond Level EliOibrllty

Prelerably lnh ar leasr erghr hours
ol proc!renent Irarn'n9s o. member
ol Technrcal Wodrnq Group on Bds
and Awards or S€cretanar

To be delared al RSSO NCR SOCD

' Evaruates data prodlced iroh censuses and sLrrveys
as lo precison conslstency and obleclrv tyi

Rev ews naralive/slalrslrcal repons, and

- conducts peiodic assesshent o. status/progress o,
vaaols operalronTactrvrtes r.lhe orov nce

Slalislical Specialist ll t6 RSSO O3.PAMPANGA PSA-SS2-199 2015 Eachelor s dogree preferably rn
Slalislics. Mathematics
Economcs Eng neer ng
ComputerS.ience Socio ogy or

Two (2) years dsmonslraled
abi ly in daia analysis and prolecr
ma.agemenl dala vrsua zaton
and slal stcalsurveys and has
wo.krng knowledge in Ofiice
sotware 1e q. spreadshet, word
processrng and presentarro.)

S xleen (16)holrs rainrnq
pr€ferably on stalisl cal melhods
toos, project ma.agemenl.
processes and/o. olher re aled

Career Serv ce (Professo.at)r
se.o.d LeverE qbilry

Prelerab y wrh at least elght hoors
olprocuremenl tra n ngs ormember
oITechncalWoR n9 Grolp on Ards

and Awards or Secrelanar

8

- Edits, vennes and analr2es sutuey repds,o.
accuracy, completeness, and reasonabrenBs: and

- Comoutes sunmanes and rndrcatoGlrom d5ra
p.oduced from censuses, sutueys and orher propcls ot

Starisrical Specialisr ll r6 RSSO 1r SOCO PSA-SS2 120 2015 Bachelo. s degree prererably rn
Slalislics. MarhomatiG.
Economics. Engim€dng.
Computer Scjence, Sociology or

Tao (2) years demonsrrated
abrldyrn dala analysis and poecr
,nanrgemenl, data visuarizat'on
and.tatrstEal srrtueF and has
wor(rng knos,ledge in Offic€
softwar6 (e g sprcadsheet. word
prcces3n9 and presenlal on)

Sirls€n ( 16) hou6 tahng
pr6lorably o. siatistical methods,
rools, prol€d mana96nr€nt,

9Ee!s6s and/o. olher relaed

Ca,e€r Seruice (Prof6sonary
Second Lsvel EliOibility

Pr€l€r6bly wilh al l6asl €ighl hours
ol procu.ein€nI trarnings or n6mbe.
ol Tedrnrcsl Worting Group on Bids
and Awads d S€d6rari6r

- Mainlains records oi property and supp y and
prepar€s monlhlv reports; and

- co.dlcts regula. physicar nvenrory repon of
supp es a.d properly p ant equrpmenl and
recommends dLsposa of unserv ceab e propenres

Adm'nislrative Ofi icer lll 1 RSSO 1] CRASD PSA ADOF3 570,2015 Bache ofs degree.e evaor to the 1 ysar ol re evant expe.ience 4 hours ol releva,rt rraining Carcer Sery ce (Proresso.ar)/
Seco.d LevelE 9 brlty

Preferably wlh at loasl erghl holrs
ol procuremonl lrarnings or member
olTechni.a Working Group o. Bids
and Awa.ds or Socrelar at
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Adm n stralo. mapr n

P.eierably wth at easl lo!. hours of
proclr€menl lrarn ngs ormember of
Techn calWorkng Group on Erds
and Awards o. sefielanar

11 12 1 RSSO NCR NCR lll PSA-A1-86 2021

admrnistraion mato. in

Prere.ablyw h al leasifolr hours ol
prco.ement trarnrngs o. member ol
Technica Working Group on Bds
and Awards or Secreta.iat

12 12 l RSSO 03 NUEVA ECIJA PSA At 106-20?1

Admrnrsl16lron mato. rn

Prelerab ywith 6t leasrlour hours of
procu.eme.l tar.i.gs or nenber ot
Technrca Workr.g Group on Brds
and awards or sec/etanal

t3 12 RSSO O3.ZAMBALES PSA,A1-109-202t

Admhistralion .najor r.

Prelerablywlh atleast lour hours ol
procu/enenl taro ngs or member of
TechnicalWo.kng Group on Bds
and Awards or Sefielafial

12 l

MARINOUOUE
PSA-A1 1r5 2o2l

Adm,nistatoo major in

Prelerably wllh el easl lou. hours ol
procureme.r t ainings or momber ol
Technrcal Wqkng Groop n Etids

and Awards s se..etanal

15 12 l PSA A1,118,202r

Admri srrar on malor n

P.eierablywilh al le8stlour holrs of
procuremenl rainin9s o. member ol
Techncalwo ing Gro'rp on Bds
and Awards or secretar al

tll t2
ROMBLON

PSA-A1-119-2021

Admrnislralion mapr rn

Prelerably wth at leasl lour hou6 ot
p.ocur€menl lrarnings or mehber ol
Technical Working Gioup on Bds
and Awards or Secretarial

17 12 l RSSO 05
CATANDUANES

PSA-A1 1232A21

Adm n slGI on mator in

RA 1080 (CPA) Prele.ab yrith al east four holrs ol
procurement rrarnings or member oi
Technrca Working Group on Bds
and Awards or Secreranat

t8

- Cerl res avarlabilily ollunds ot a mon€y cta ms n
lhe co.cerned provincei

Day.olls and olher relaled do.um&rs ro
ascenarn thatrhe doclmenls are rn contdm yw[h lhe
e!.t'ng polroes and rn accordance trlh the accounting
a.d auditinq rules and regutatrons:

Ersures lhal thelransacloos are recorded n rhe
bools ofaccounrs and the coiresponding subsidiary
led9e6 are marntained to ensore that they are rn
ba arce wilh lhe conlrola..donr

- Prspares and csni,i6 tho corechess ol
special/general joumats, bills, slalemE.t ot accoun$
l ial barance. and fi nanci.t statemenrs{inancial
accounlability.epo.tsr and

- Grves lechn cal adMce o. finanoarhaners and
preparesrevrews varous nnancra coirespondence for
lhe sgnature ollhe head ol the ofice

12 RSSO1l-OAVAOOE
oRo

PSA,A1-1:19-2021

Admrnistration maF. in

Prelerably rilh at leasl ,oor hours o,
p.ocurement lrain'nqs or menber ol
T€chnical Workng Group on Blds
and awards or s€crelanar

PHILIPPINE STATISTICS AU'THORIIY

LI tt 
'

Ul, I ll

l

Examrnes venfies and revrews purchaseorders,
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19 lntormalion Syslems analysi I

- Designs report/oulpu layouls. prepares requ red

rogicar d agrams, llowcharlsi and

- wrles codes and assembes compuler prog.ams

insl.uctions usroq symbolrc proq.amminq system

12 l RSSO 09 SOCD PSA TNFOSA1 9:r 2015 Bachelo/s deg.ee.elevant to rho Carce. Setuce (Profes$oral)/
Seco.d Level Elrgb((y

Prelerably wlh al leastfour hours ol
pr€urere.l trarn'ngs or menber ol
Techn calWorkrng G.oup on Bds
and Awards or secrerar ar

2A

,Assrs$ in thelield sup€Nrsion olslalrslrcal
acriviliesioperations and propares reports and

statslical labres/summary/analtsrs lor lhe compulalion
ol sratsti.al measures/ ndrces and preparalDnlo.
pub ication/releasesi and

- Coord nales wlh governmenl and non-gov€rnmenl
enrnes as sources ol adrrn'stanr'€ s€.ondarY data .
rhe c@p,lanon and marnrcnanc€ orpublicatons and
,.s srs rn orh6rstatrsrcalcoord natron and

ldevelopment aclrvit,€s in the region

tl l RSSO NCR.SOCO PSA-SA-172-2015 Bache o/ s degree prelerably in
statistics Mathemalrs
Econornrcs, Engineerin9
Comp0l6. Sc enc€ Socology o.

Career Serv.e (Prolessro.al)/
Second LevelE gb ly

Prelerab y wlth at easllolrhours ol
procurement lra nr.gs or member ol
T€.hnrcarWorkng Group on Brds
and Awards or Secrela al

21

-A$rsls rn lhe lieid super9sro. ol slatistrcal

actrv ries/operatrons and prepar€s rePo.ls 5nd

starisical iables/summary/analrsis lo. lhe compulal on
of sbtislical reasureslodices and p.epa.aton for
publrcalion/roleases; and

Coordi.ales wilh govemre.l and non-governmenl
entities as sources ol admrnslralive/seconda.y dala n

the compilalion and marnlenance ol publlcations and

assrsts rr olher statsncal coordinal on and

development acl vrties rn ihe regron

ll 2 RSSO NCR,NCR PSA,SA.452 2015
PSA SA,455 2015

&chelo. s degree p.e,erably in
Sratistics. Math6mai cs.
Econoln,cs. Engrneen.9.
Computer Science. Serology or

Carce, Setuce (P.orossona )i
Seco.d LevelE gibilry

Preterably wilh al €aslfourholrs ol
p.ocu.emont i.ainings or member ol
Te.hnicalWo.kng Group on Elds
and Awsrds o. s€c.eranat

,Asssls in lhe lied supervlsron ofslalislical
acllvrtres/operatDns and prepares rapons and
starstrca tables/summary/a.alysls lor the compulalon
of st6lrstica measures/indcesandpreparalronfor
pobrrcal on/releases and

- coo.dinates wlh govemmentand non{ove.nment
entrlos as sources ol admrnrstrar ve/secondary dala n

tho comprlalion and maintenrrce oiplb catrons and

assrsls in other slatsnGl c@.d nalron and
d€velopm€.t acliet es n the rego.

l1 2 RSSO NCR NCR V PSA-SA 491-2015
PSA-SA-493-201 5

Eachelor s degree p.ele.ably r.
Sta!st cs, lvlathemarrc,
Eco.omcs, Eng nee .g,
Compuler Scrence. Sooorogy or

Career SeMce (Prolessional)/
Second Level Elgrbrlrry

ftelerabry w$ al leasliourhours of
,rocuremsnt rarn nqs or member of
TechnicalWork n9 Group on Bids
a.d Awards o. S€c.ela.iat

23

Collects, compiles and processes s!.vey data

rncludrng chekrng the compleloness, consrslency and
valrdrlyoldala and prepa/es lhe slatls and monrlonng

reporl lor rhese aclrviliesi

Prooteads generaled stalrslical lables and
prepares/mantarns statistical dalabase a,rd repons

- To be ass gned as Foca Pe6o.lorslrveys:a.d

- suoeturses h red slalrslrcal Researchers and propare

workload analys s lor va ous soNeys/censuses.

t1 RSSO CAR KALINGA PSA-S4.375.2015 B3cheloas degree prelerably rn

Siansr cs Mahehalrcs
Economcs Eng,neeaig
Compuler Science. Sociorogy o.

Ca.eer SeMce (Professio.al)/
S€cond Level El€rbrrrty

Prelerab ywlh al reasllourhou6 ol
p.ocuremenl lrarn ngs or member of
Techn ca Workin9 Groupon Bds
,nd Awd. or S..r.l.n.l

LIST OF
POSTING PERIOO

FIETO OFFICESHT Av
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2.1

- Prepares slat sr cal tabresrsommary/anatys s n
preparation io. plb catron/news updales/reteasest and

- Conducts sludy 6nd prepares roporl on the melhods
oyed. the coverage and the [m tatons of

btislicaldala prodLrced by the Otticsand rhose ot
olher stalstrca agencies rn srmitartieds

l1 RSSO OT.NEGROS
ORIENTAL

PSA,SA-290-2015 Bachelor's desree prereraaly n
Stalistics. Mathemar.s
Economics, Eng neenng,
Computq Soence. Soc ology or

Career Servrce (Pro,essronar)l
Second Level Elro bility

P.elerably wlh al least rour hou6 of
procurementlra nrngs or member ol
TechnrcalWork n9 Group on Bids
and Awards o. Secrelarlat

25

- Assists in the 6erd supotursion ot slatistrcal
aclivilie.i/op€rations 6nd p.spar6s roports and
slaiistcal raOles/summary/anatysis tor rh6 coinputatin

stalrstrcal measures/rndrces and preparation tor

- Coordinale wlh governmenl and non-gover.menl
entr'es as soJrces ot aom -'st'ar r'e ssco.da,y dall ^
lhe compilatron and maintenance ofp!btrcanons and
ass sls in oiher slat sl.al coord naion and
dovelopment activnies rn rhe r€gion.

r1 RSSO 1I DAVAO
OCCIOENIAL

PSA.sA-3J2 20r5 lAachelor's deg,6o er€rerabry m

lSlalrstcs. Marhemancs
Econ@rcs, Enq'n6€nna,
Compuler Science, Sociotoqy or

Career S6Mco (Prolessionat)/
Second Leeel E[gibrrny

Prelerably wirh a least lou. hou.s oI
procurenent rainrngs or m6mb€. ot
Technrcal Wo*ing Group on Blds
and Awards or Secretanar

26

lssues Otlicial Rscerpts,o. go.erattund and trusr

- Balances corl€crDn t€€s ,rom ciut ..gistry
docamenls. trust tund! and c6nsus gubticarrons

10 l RSSO NCR NCR t PSA AOOF1.521-2015 Aacheio/s dsgree rctovsni to th6 ca.eer Se.Mce (Proressona )/
Secondteve Elrgibrirry

Prelerably with al leasilolrholrs of
procurem€nt lraininqs o. rn€mber ol
TEhnicalWorking Group on Bds
and Awards or s€ffelanal

27 lAdminlstrariv€ Oll rc6r r

I

I Fn(odes -onhi orsbu'se.e1 pu'1ats a1o assrqt -
process nq rravelcla'ms. and

.Conducts surveys, censuses and other statrsnca
inqu nes and hetps,nstrtute eff'c ent mothods.
establishes production teve s tor the vanols typ€ ot
work !.dertaken and devses a sysi€m olwork
allocation lo slatrsncal researche.s ro ensur€ equtabte
drstrbulon of qork among lhem wrhin largel rimorabe
and perfoms data anatysrs to pross retease and
specialreleases rerated lo su.vet$ conducted

r0 RSSO 02 OUIRINO PSA-AOOF1€00 2015 Bachelo.'s degree retevant lo lhe Career Serv ce (Prcress,o.ar)/
Second LeverE grb lry

Preierabrywrh ar leastiou hours ol
procureme.l lrarnrngs o. member ol
T*hnica Workrng Group on Ads
and Awards or socrelaral

a8 Admini3tative Ofil.er r

Provrdes adminrnranve se.vrce tuncron tolhe

- Encodes monthiy disbursementlournars a.d assist n
processing oiravelclaims p!.chass orders and
disbursement vouchers: and

- Makes entnes n cash book f.om cottecrons and
lypes lhe remirance advice

t0 RSSO O.IA.CAVITE PSA AOOF1.582-20r5 Eacheloi's d€gre€ .etevanl to lio
hD

Careor S€Mce (ftolessonal/
Second L.v€l EliEbilty

ftelerally with al leasl lou. holrs ol
pr@urement l.ainrngs or member ol
Tech.ical Wo.king G.olrp on Bds
and Awards o. Secrotarial

TO
Ut I llll



PHILIPPINE STATISTICS AUTHORITY
LIST OE

POSTING PERIOO
NT POSITIONS IN tHE F.IEIO OFFICES

TO

EDUCATION EXPERIENCE ELIGIBILITY
PLACE OF ASSIGNMENT

lPlease see alta.hed
PLANTILLA ITEM NO,POSITION TITLE

lwirh maior la3ks/runctioBl
SG

Carer Se.v ce (Prof6sronal)/
Seco.d Level Eriqibilrty

Prelerabrywith at le3sllolr hours ot
procureme.l l.ainrngs or member ol
Technical Working Group o. Bids
and Awards or Secrelaral

RSSO 13-AGUSAN OEL
NORTE

PSA REGO1.100-201529

Receives and contols cvilregistry documenls Lom
the LocalC vilReg,slra6 (LCRS) and
Applrcatrq/Renewal ol Aulhorily lo Sol€m.r2e
Mamage l.om lhe Solemniz,ng Orfice.s (SOs);
penolrcally qeneral€s proorsss mon lor ng repons

- Screns, evaluales, codes and encodes brnh. dealh
and mamagedocumenrs f.om the LcRs and

Se.ures c vrl regrstration documents

1 year oi relevaol elperenc,e 4 hours of relevaol lra n.g
(Sobprclessiona )/Fi6t Level
EtErbirity

Pre,erablywlh al leasllo!. hours oI
procurema.tlrainlngs or member of
Techn calWorki.g Group on 8ds
and Awards o. secreraaal

RSSO O.lA.LAGUNA PSA ADAS3 2] 201 5 Completion ol lwo-yoa. sludies n
college or }ligh Schoo Graduate
uth relevanl vocslionalllrade

Adminislralive Assislanl lll

- Ch6cks/Ex56ines supponing papers allached lo all
money claims and v6nfies acclracyand
r€asonableness ol amount in accordanc€ wih
accounling and auditrng rul6s and rsgulations belo.6
parrEnl r3 alldediand

- Prepares month yslal€msnl of allsa ary deduclions
and.enrlrances lorslbmissron to the Frnancral
Servrces Dvis'on. monlhlytunding allocaron and
actuar drsbursements, Reqlest for obligst ons of
Arlotm€nt (ROA), quanerly ,inancial allo.alion and

930

1 year ol .elevant .4erienco hours ol relevant tahng
(Subprofessio.al)/Firsl tevel
Eligibility

P.elerably wth at leasllourhou.s of
pr@urement rain ngs o/ member ol
Tech.ica Working G.oup o. Bids
and Awards or S€c.eta.ial

RSSO 05,
CATANDUANES

PSA-ASTAT,152.2015 cornpletion ol tw.-year sudies rn

collsge or High SchoolGGduata
wilh rolevanl vocatiorul/irade

31

- lmplemsnts estab shed leld r*hniq!€s and
procedures lor ti6ld rnfo.maoon, dara ordocument
colleclro. lo. strict adherence. comprl:rton and
subm ss on of queslronrarcs/docunrents wilh n lhe
eslablished tim€rable: and

- Edits lolros and encodes questionnair€s/survey
fo.ms ch€cks for complelsnsss, conssle.cy and

Assisranr Slatislician I

(Subprofess onal)/F rsl Level
Eli9 bilily

Prele.ablyqth at leasl lour hours of
procu.eme lra nr.gs or member oi
TechncalWolk nq Group on Bds
and Awa.ds or se.r€ranat

RSSO NCR NCR I PSA-AOAo-235,201 5
PSA,AOA6 240 2015

Compleron ol two-year sludies rn32 Adniniirati!€ Aido Vl {Clort lll)

- Tales charge in safekeep ng and maintenance o,
oersonnel records and .eheves, cross{heckrnq ol
reco.ds tor .eDrodochon and authenlrcatron; and

Types dEfts o, vanous rcpod. and corespondence
preparod by the supervisor and updales 9€rsonnol
.*ords a.d ope..res computer machrns(ypes
co.iesponde,rces. r€ports. polic as d rsclives,
crculaE, memora.da o.ders. rules and.69ualions
and rnlormallon tor disseminalron loand/or
rmplemsntatio. by lh€ various depa.henvdivrsDn and

6 2

Prelerab y wilh al easl fou. hours ol
procuremenr lra nrngs or member ol
TechncarWolk n9 Group on Brds

and Awards or Secreta.ial

Completion ol i$o-year sludies i.
(Subprolessional)/FrEl tevel
Eli9ibilily

RSSO NCR NCR V PSA-ADA6 238 201533 Admini3r.a ve Aade Vl(Clerk llt)

-Takes charge in satekeeping and m6 nlenarce ol
pe.sonner reco.ds types dralts olvarious reporl
correspondence remo.anda orders. rules &
regu alrons & intormalron fo. drssen natron loa.d/or
mpl€m€ntarion by rhe provrnclal office; a.d

' Assisls rn lhe slalrstcal, ov( regislralron, PhilSys
administrallve, and other act vrties ol the p/ovrnoa
office, Lom dala coll€cton, processing and

Relere.ce tto 22FAS02-POV FO-09-27


