
tlST OF VACANT pOStTtONS os of (MARCH 2022.1r#
Revos

llap your fuAtrc us!
The NATIOl\lAL MAPPING and RESOURCE INFORMATION AUTHORITY (NAMRI,A) an attadl€d goverrmeflt 6 Hemandated to act as tre 'Central Mapping and Resource Informatim

agency Deparunent of Environment and NatuEl Resources (DENR) isAgency| of S|e goremment Our vtsiton is to be the center of exc€llence, hrildirE a geospatially-€mpou€red Philipfines.

APPTICATION GENERAL GUIDELINES

1' All qualifu applicanE are invited to email at hrmsrecnritnrent@namria.gov.p{r the originat scanned opies of the followingapplication documenE (per position applied for)

a' Application lelter, indicating the vacant position being applie<t for and its corresponding item number addressed to:

Uscc. PETER II. TIAIIGCO, phl), CESO f
Adminisffior, I{A}IRIA

b' Properly ammplistred PeEonal Data sh€et (cs Form 212 Revised 2017); l,lAMRlA employees are required to update their Electronic pDs(EPDS) account

c. wort Erpedence sh€et (csc Form No. 212 Attadrment - work Experi,ence sheet) (csc.gw.ph)

d' Two (2) recent rndividuat Performance commltsnelrt and Rsiew (rpcR) Form or its equivalent (for government emptoyees); and
e. Other Application Documents:

e.1) Cefficates of Trainings
Attended;

e.3) Authenticated Cefficate of Eligibility
issued by the CSC or CESB (as needed);

e.5) College Diploma ard TrarEcript of Reords (IOR);

e.6) Servie Re@rd (for governrnent employee); and

e-7) kificate of Award/ Recognition onfened by
trlAIrlRIA and o0rer recognized and prestigirrus awarding
bodies.

e.2) Certificate/s of prerrious

Employmen!
e.4) Valid Profusional License issued by
PRqSqMARIITIA/ authorized regulabry
agencies (as needed);

2' The orfuinal and photocopy of the scanned doqrments *rall be presented for HR authenticatim upon rcquest dthe HR ofllcer.

2'a The photocopy of do<r'rments shall be placed in a long brown ervdope with thc Appllcation ch€ddast (s€e posting attachm€nt)

3. Extemal applicants strall download and accompri$r the Applkanfs eualiEcation fom(htb://www'namria'gov'ph/downloads/hrlapplicantqualificati-onform.{;) 
ano ernan it, in excel fiormat, along with the required documents.

4' The email subject or tiue shall tollorv this fonnar ApptrcATtol{ FoR <FOSrrroI{ Trru>_<rrE}lIIUMBER>-<DiVb.ON/BTANdT><FUII }laME Of APPI.CAND (C.g. APPUCANON FOR ADMINETRATIVE OFFICER II_I{AMRI,AB-ADOF2-17-2005_AD/SSB Maria Natividad) '

5' Only applicauons submitted on time and with collPl^ErE lroculrlEilrARy REQLTRETiEI{TS shall be @nsidefd.

6' The scanned do@mentary requirements submitted shall only be used for the posiuon applied for. A rnaximum of three (3) positions can beapplied by the applicants.

7' The s'lbmitted application documents (hard and electronic 
-opies) 

stnll be solely used for recruitment purposes and shall be retained for aperiod of one (1) year; afterwards, they *rall be disposed of in amrdance wtsr appr;63ure laws and offie regulauons.

s.DEADur{EoFAppLrcArroN: APR 0 1 2022

For queries, applicants may @ntact HRMS at gg10545g 4u
S M A N A L) E

ATTY. IESSIE ]rt. RACXtttO
OIC, Administrative Division

APPRdVED FOR PUBLICATION

Mgut-LrrtN BoARD

E HewsPRPeR IY.

AND
tr RS Administrator

PhD, CESO r

AOV
ATE



Map your Future with us!
The r'IATIoML MAPPING and RESoURCE INFORI*IATToN AUTHoRITY (NAMRIA) an athdred govemment agency of the Department ofEnvironment and Nafural Resources (DENR) is mantrd to act as sre "central Mapping and Resource tnformation Agency,, of ttre govemment.our vision is to be the center of excellence, building a geospatially-empowercd philippines.

LIST OF VACANT POSITIONS as of MARCH 2022

ilo. POSmOil Unique ltem

llo.
Sahry
GradB

EGic
Salary per

Iotrtr
Requiemeat Educatbn Relevant

erpeAence
Relevant
Training Elisibility Phce of

Assignmail

VI (Clerk III)

one (1)
Adminisffiive

NAMRI.A8.

ADA615-
2014

sG 06
PHP

16,877.W
CSC Minimum
Requirement

Comphtion of
two (2) years

studbs in
co0ege

None Required None
Required

CS Sub-
Professional

First Lfld
Eligibility

Geospatial
Integration

Division (GID)
Tedtnical

C.ompeEncies besic tedrnical (m:cunpctencies Remote1) SkillsSening Environment2) and tatural Resorrrce Dab HasAnalytristoatility perform/eretste Tetfinical on:CompeEncies 1) Clerical/ Secretarial/ AssastanceEreqrtiye Skills
I

JobDeip6on:
Schedules and coordinates meetings,
Prepar6 minutes of meeting.

appoanunents, travd arrar€ement.

withCoordinates different units/offices and agenck= pogramsconcerning adivitiesand for qeci6c andend-users purposes.researchConducts on andguidelines ENRonpolljees q)ncems.rdated
otherPerforms tadGrelated deern€dbemay tonece$ary out the abo\rernention€dcarry adivities

and reeived / divisbn.

One (1)
RcrneSertrrirB
T€drnologist II

t{A},IRIAB-

RSI2-TG
1998

sG 15
3s,097.00

PHP CSC Minirn m
R€quirem€rt

Bacfido/s
degree relerrant

to tleFb

One (1) year of
rder\rant

ejeerienoe

(4)
of relevant

trainirg

CS

Prrdessbnal
Secdd Levd

E[StUlrty

Geoapatial
Integration

Divijoo (cID)

Tcdtnkal
Competencies

rcqulrcd

theHas toability Technicalpeilorm/exccute on:Cornp€tencies r) andSurverying Mapping R€mote2) S*illsS€nsang 3)]laturaland DataResource Analylri.

2

Job Desriptionr

thematics1lrvls/irE activities.mapping
Conducts data andgatherirE pfepares preliminary baselttErnatic maps,
Conducts basic onresearch relatedENR data.

sources ffi(e.g. satelliteobservatbn, imagery).
metadataPrepares otherand documentatiofl requirements.
andOperates maintains GIS system software otherandhardware. related eguipment.

allDocuments ENR andactivithspmject progressprepar€s otherand reports.
tnAssisb the anddetrelopment establishment ENRof data bases for GI9srrpporH proJects.

GeneGtes anddabgeographic forstatistics incorporation.
13. Perforrm other related astasks be deemedmay to outnec€ssary carry Ule activitiesabovernentioned

Gathers remotely-sensed and ENR-rdated dab.
Downloads satellite imageries.
Performs data ardlMng.
@hers and compiles ENR data ftom a variety d

One (1)
Senbr Remote

Scmlrrg
Tedtnologist

]{AMRI,A8.

sFsT-17-
1998

sG 18
PHP

45,203.00
CSC Plininxxn
Rquirernent

Bactrclo/s
degree rehant

to tfie irb

Ttivo (2) )€ars of
relardnt

oeerience

FEht (8)
hours of
rdgrant
training

CS

Professbnal
Secdrd Lercl

Efrgibility

Geospatirl
Int€gration

DMsion (GID)

the toability perform/exeorte Te<finical Cofttpet€nci€s on: 1) Geoapatiel Int€grat&rn R.emde2) skitbsensing 3)and Ilatural Resource Data Analyis

3

Job Description:

Prepares poiect ptoposak and ondtrcE basic r€seardl on Environment and Naurral Resoures GilRlrelated &b.Prepares progress and tedrnical reports.

l. C-onducts preparesgathering
maps.

andConducts field \alidation andsurve)rs pmcess fi€ld data.survey
andReviews finalprepares andmaps statistics,generates

andgathers consolidatesReviews, rernotety-serrsd ENR-rehted dab.
ConducE ofpre-processirE satelliteremotely-sensed dat-a avaihbleimageries usir{l softurare/s.Conducb anddigrtal visual andinterprebfion 6anallnsis satdliteremotely-sensed data imageriG.

fieldPerforms andvalidation reconnaissan@ adivity
researchConducts & devetopment rchted remdeto(R&D) applicauons.sensing

1. hepares tedtnicalandprogress reports,
t2. ENRPrepares project related toproposals GIS supported projects.

Supervises implementation GISof activities.
andDevelops recommends GISnew applkations, andtechniques databases for GIS-supported ENR projecb.
ENRPrepares tedrnical onreports GIS-supported projects.

16. Revieu/s ENRGIS-supported prifiprojecb submissionto eyaluationand management.by
otherPerforms tasksrelated as bemay deerned to outn€cessary Glrry the abovementioned activitirs

Iedtnical
Competencies

r€quir€d



Onc (1)
Supervising

Remote Scilsing
Technologist

NAMRIA&
sl/RsT-3-

1998
SG 22

69,963.00
PHP CSC Mhirnum

Requircment

Badrclot's
degree rel's,ant

to theFb
rdevart

elpedene

(3) ye,rs Sixteen (16)
hourc of
relervant

training

cs
Professional

Second Le\rd
ELgibility

Geospatial
Integrdtion

Division (GID)

4

T€drnical
Compctmchs

rcquhed

Hai t r€ ability to pc7fonn/exe.ub Tedtna(at Compctsrd€. on: 1) Surverylng afil tlapplnC 2) Rernote SenCng Sl(Elr 3)Envlronmeot and llatural Resource De Analfsi3

Assists $e in the monitoring and the to ensure theenvironment and natural resources related studi$.
Supervises the de/elopment and o(eoJtion of program/projects on ENR rdaH studies to appraise tedrnologicat developrnents and

Rsriews and evaluates the data guality and ouFrrt rehed to rnapp,ll of environment and nahrral resources and related activitiesinteSrity and quahty of data output.
to maintain

Assists in defining anatlrsis criteria ard modelling based on specific requirements for the Environment and Natural Resource (ENR)
implementation of project activities.

Data for

Reviews ard evaftJates technical and anatysis report on environment and natulill resources rehted stud$es.
Reviews and evaluates procedure and results of analyses rehted to ENR data integration and reomm€nds to the Division Chiefendorsement. for validauon

Supervises preprressing and visral interpretation \ranous satellite images.
Conducts/supervises field ralidatirn and accuracy assesgnent of ENR rdated projecvactivities.

Job Descrlpdoo: Rwiews ard evaluates technical report on enviroflment and natural resources related stud-res,
Reviews and evaluates procedure and results of analpes related to ENR data integration and recommends to the Division Chief forendorsement. validation

Conducb data integratirn and and/sb of ENR datasets.
Superuises the gathering and co.rpilatbn of prograrvproirtr m Em rdaEd st dk= to appraise Mlnobgical derrelopmenB and

13. Reviews and erraluates tle data quality and ouq1rt relacd to mappirE of environmert aM nafural resours and related activities to maintainintegrity and quality of data oueut
Assists in defining anatysis criteria and modefling based o{l spectfic requirernents fior the Environrnent and Natural Resourre (ENR)implementatbn of proiect activiti:s.

Dab for

Reviews and evabates tedlnkal ard analysis report on environrnent ard nautral resources rclated studies.
Revieu's and evafuat€s proedure and rcsrks of analyses dated b ENR (h integratbn and r"-rnr*,a, to t e Divisio|l chief fur \ralidationendorsement.

17' Perfons o8rcr related tasks a may be deerned necessary to cany out the abo/ernentiorEd activiti*

Onc (1)
Rerffifung
T€drnologlit It

IIAMRI.A8.
RST2-2&

1998
sG 15

PHP CSC Minimum
Requiremert

BacheloCs
degree relsydnt

to theirb

One (1) rcar of
rd€rrdnt

operierlce

Four (4) cs
Messional

Second Leld
ElEibility

land Classmcation
Division (LCD)

3s,097.00 of rde,\rant
trainirE

Tedtnhal
Competencies

lEqulrcd

Elc ability to perform/creote Technkal Competcncics on: 1) $rveying and Irlapping 2) Remote Sensing SkillsNatural R€soure DatE AnallsiJ 3)

lob Description:

5

reconnaissane s:rvey surveys in the mangrove $vampand of andsurvey.
Operates andinstrumenbsurveying lnequiprnent summaries,prepadng tabulationsdlarts, or and$rveys obtaineddata thetnof land zoniffcationdasSncatbn/s,vamp gJrvey.

andObsenes establishes conEolpn Ject pornb conoEteestablishingby monuments indicative boundaries dassifiedbetween forest lands andareas.disposable
validatesAssesses, and dineateV dernarcates boundaries vanousof hnd us€ allocatim cen$ls ofby conducting the withinoccupants theofcompilirE Uleindudingdassification, ofinvmtory such asexisting vegetatbn timber colledionand otherof data.bb-physhalfieHPrresses data9.lrvey torelated andland resourcescoastal andsurvey to theassist chiefmapprng of inparty ofreportspreparingprojecb.

Undertakes preliminary indMdualbymapplng plotting notes,g.ll'\rgy and samefacing andcompiling preparing preliminary ofompilation mapdassification area,pmject
UlernathPrepares assudrnraps co\€r,foresvland coastal retources, foresdandlofl+ylrE, population and technicalmaps report.researchC,onducts Sleint0 orapdication ofenhanement remote sensirE applicablemeboddogies landto and resourcecoastal mapping.ENRCompiles data afrom of sources fieldvariety (e.9. satelliteobservation, imagery)

andOperates maintains GIS q,$em softwaretrardware, other related equipment.
Documents all ENR project andactiviti6 prepares otheraMplogress reports.

tnAssists the anddevebprnent eSblbhments 6 ENR basesdata for Gl9supported gojeds.
Generates datagmgraphic and forstatisths intoincorporction anddocurneflts reports.

14. otherPerforms tasksrehted as deemedbemay tonecessary out the@rry abovementimed activities

related



One (1)
Senlrr Remoh

SensirR
Tedtnologist

NAMRI,AB-

sRsT-22-
r998

sG 18
PHP

45,203.00
CSC Minimum
Requirern€nt

Bactelo/s
degree relevant

to the job

Two (2) years of
rele.\rant

expefienc

Eight (8)
hours of
relevant
training

CS

Professional
Second L€vel

Eligibility

tand Classmcauon
Division (LCD)

Tedtnhal
@mpeEncies

rcquhed

theHas toabillty Technka!psform/erecue on:Crrnpetercies 1) andSuweying Remoteilapping 2) SkillsScnsing 3)and Itlatural R€sourae Data Anatylr&s

6

Job D€scription:

survey retrrns pertaining b brd cbssification, and rdated surrEys ac@rding to esbblished standards to erisure ac.tracy of

Acts as rcsour@ person and faciltabt durirg meetingyrvorldnps.
Supervises re\rierys and eydluates the preprocessed iemoteffsemeO aata.
Superuises the conduct of interpretatbn of remotdy sensed data.

en$rre theof suneys in tfie field.
sarrvey the sJn€y effective

Evaluates

Prepares andsurr/ey reports maps by evaluating, andprocessirE dassifiGtiondoormenting reportsproject maintenanceincluding andof records allof cases landtopertaining anddassification related grv€)4s,
andFormulates recommends technical standard, procedures, and forcriteriaguklelines tte proper landimplementauon dassificatiorVswampand related activities.

andReviews enhances map and technicalodputs before orsubmissionreports topresentation grperiors.
the ofapplicatbrE yarious researches conducted trlefor and@rlservatbn, planning management to andlandpertaining coastal

12. andDevelops recommends GISnew appliotions, databasesand fortedrniques ENRGl9srpported projects.
ENRPrepares ted|nical onreports GIS-$pported projects.

Reviews ENRGIS*upported toprojects priof s{rbmission evaluationand management.by
otherPerforms tasksrelated as deemedbe to theout above menUoned activities.

11.

Prepares ENR project proposab rdated to GIS srpported projecB.
Supervises implementation of GIS activities.

nro (2)
SabrRgnote

SeGfng
Tedrrlogirt

NA,YIRIAF

sFsT{.
1998 /

NAMRI.A8.

sRsT-36-
1998

sG 18
PHP

45,203.00
CSC Mininum
Requirernent

Bacteb/s
degree reh/ant

to E}eFb

Trryo (2) )€ars of
rde\rdnt

ogerience

Eight (8)
hours of
rele^ant
trainirp

CS

Prdessbnal
Secmd l-e\d

EligiU,ty

Land Resource
Data Anal)6is

Division (LRDAD)

rcdnkal
Competarcies

r€Sulltd

t{as tfte ability to perfurnr/qecub redtnicat corpeterciB on: 1) errveylng and Mapping 2) Rentote sendng skills 3)Envirqrment and llahrral Resoure DA enalysb

7

Job DessiDtion:

As$sts in the et/ahntirn sunrey reunrs inddir,g accuracy assessrnent.
Prepares find maps and gener-ation of sffiics in ffida*e to survey and mapping sbndards.
Preparcs terfrnical report on suryeying and mapping proje@activiti=.
corducts r€seatdl on ENR related dab arid ax,*ztixs to enhance exi*ing sbndard/process on srneyir{l ard nupping.Gattec 

'€ 
notdy-sersed and EilR-rdated d& m land r€souroe to encrne incgritv ana qrntitv of aata.

@nducE pre- proaesdng and digitaUviq,El dasifcadon/edacfion * bna surfice'reatu; ;ns rernote sen ing dab b guaran@ aacurry

Participates in detrning analysis Gitefia and rnodering based on speo'fic requirernents for the Environmert and l{afural Resoure (ENR) Datae#ectlve implernertath d project a€tivitir.
l8' Prepares tedrnicayanat).sb report on environment ard nafurar reso.rces,€lated saJdies
19' Perfunm other related tasks as nny be deerner, nec€ssary to carry out the abo/ernenuoned act vi6.u

inAssists the thepreparation tro enqire are thrusts prioritbs.
ConducG preliminary base/thmntic mapping to en$r reactivities ofquality maps/data.

fieldConducts and validation to ensuresun€ys proper ofimp'lemefltalron proedures e1raluatesand retumssurwy induding accuracyto \rerify fieldof data.accr'rfitcy

ConducG10. field validation and toass€ssmentacqJracy anddtect theenSure ofqualrty derived fromoutrub remote data.sensing
ENR*epares thematic map6 ensuresand 0fquality ouqJts.

Conducts R&D torelated remote sensirE applicatbns
dataCrnduds and ofgathering @mpilatbn andenvironment resourcesnafural related data.(ENR)

14. exec1jtesandDevelops onprogram/pmjects relatedENR strldies to appraise tectrdogical anddarelopments applications.15. Imd€ments otactivities dreproject S€cthn ensureto $e effective and tundrnanagement ubLzation accordance dteto Work andappmvedPlan.
E\raluat6 data andquality related toOUQUT environrnentdfmappng natuGlland andresourc€s acdvities to maintain the andintegfltyof data ouFut.

*** t(rrHrtc Flouows ***

Supea/ises

related



Map your Future with us!

The l,lATIOl'{AL MAPPING and RESOURCE INFORMATION AUTHORITY (NAMRIA) an attached govemment agency of the Department of
Environment and Nafural Resources (DENR) is mandated to act as the "Crntral Mapping and Resource Information Agency" of the government.

our vision is to be the center of excellence, building a geospatially-empowered Philippines.

LIST OF VACANT POSffiONS as of MARCH 2022
SUPPORT SERVICES BRANCII (SSB) - ( 5 ) Vacant PosiUon/s

r#

Lo. P6]IIO{ Unique frem

tlo.
Sahry
Grade

BGic
Sahry per

Iondr
Requftement Education

Rehvant
grpedence

Relevant
Training

Eligibility
Place of

Assignmelt

One (1)
AdministuatiYe

OfEcer II
(HRlro r)

NAMRIAB.

ADOF2-TG,

2m4
sG tl PHP

25,439.m
CSC Minimum
Requirement

Badrcb/s
degree reletrant

to the iob
tlone Required

tlone
Required

cs
Professional

Second Level
Eligibility

DMsion (AD)
Administrdtive

Technical
Comg€tEnd€3

rcquired
Has the ability b pcrfontt/execsE Tedtnical Competencies on: 1) Le.ming and Devefopment

1

Iob D€scription:

1. Assists in the desiln and administratim of Training l,leeds Assessnrem fiNA)/Co.npetency
processe and anatyzes rerults to facilitate the preparatiil of Tlw@mpeEncy gap assessnent sJmmary report
2. Prepares leamirE and development (L&D) course de;ignsitraining modules and updates materiab and visJal ak s to ensure continu€d
rderance of the program and to address the trdining needs of agary and tfie individual employee in various pqdtions in the organization
3. Asists in ttrc Hitation of tte tAD adivity by errsuing at leming and devdoprne't needs dwirB $e @rduct of ttre leamfirg activity are
efhciendy and effectivdy attended and canild orlt
4. Coordinates logisticd requirements to ensure th€ srnooth and efhcient onduct and implernentatbn of the leaming and training program by
Preparing fle doemefltation r€quirements of the activity like Special Order, invitation letter fur the resource pqson, etc.
5. Assists in the conduct of the monitoring and a/ahJation of $e t&D adiw to gar4e the degree of leaming and to assess the effecdvenss d
training ard (hrdopment programs and implements dBnges idertifi€d in the rtivities to encJre @ntinuous impro\rernent, rd€v'ance, and impact
of the leaming/baining and devdoBrent programs
6. Assists in developing career pathing activftiG in line with the agencfs carcer dqdopment program.
7. Peforms other related tasks as may be deemed necessary to carry out th€ aborem€rftioned activities,

Assessment (CA); disuibutes TIWCA tools;

One (1)
Adndnlstative

Otricer I
(Records ofllcer

r)

NAMRIAR
ADOfI-17-

2004
sG 10

PHP

22,190.00
CSC Minimum
Requirernert

Badelo/s
degree relevant

to tfieFb
t{one Required

I'lone
Requircd

cs
Messbnal

Second lewl
Elgibility

Administrdwe
Dividon (AD)

Tedrnieal
Compcmnci€c

rquired
H.s thc ability b perform/execub Tertrnircal ConDcErcics oo: 1) Rcoids ttlan gernent

2

JobMpdon:

1. lpplies Doairnented Informatir:n Managenrnt processes in ac@rdane with nepuUt
Rllng and keeping of reords and doc.,menb for easy referenoe or refibrd
2. Maintains the record sdleduk9 of retentbn and disposal of eadl branch/divisbn by taking inb @risileration tlre flol of rvork and phces
materiaryequipfiEnt based m ftequency of record use
3. tlaiotains reord d compliance of eadr bnndr/dividon in the Reord Phn for the retentionldigosal of records
4. Maintains an el*onk fi'le df rernrds/d6oments recdvtd
5. Performs other rdated tasks as may be deenred necessary to carry out the abovemefltioned activitir=.

on€ (1)
Adminlstntlve

Otricer I
(Cas*fer I)

NAMRIA&
ADOfI-22-

20u
sG l0 PHP

22,190.00
CSC Minimum
Requirem€rt

Badelo/s
degree relevant

to freFb
Itlone Reguired

l,lone

Required

cs
Professional
Secsld L€irel

E[gibility
Divi$on (AD)

Administrative

Tetiniral
Comp€tencies

rcquircd

ll.3 the ability to perfonn/excctte Tcdrnical C.ornpetenchs on: 1) clerical/secretarlC/Exantfye Assistance sftilb 2) cash
Itlanagernent

1. processes ensures acur.ry and propriety issuance.
Arswers suppliers'and employeed querk= and foIorff{ps regardirq dredcs.
Rdeases final pay drecks.
Maintains and recods cash conbd.
Pocts and Indexes all offc€3 payments,
Maintairls 6tl m hand ledger and @y ca6fr aod other ca$ advances.
Cmrdinates with different unitiloffices and agencles programs ard activities for specifrc end-users and purposes.
Encodes ofhce conespondence for rwhw of superior,
Assists in meetirEs and in the preparatbn minutes of rneeting.

Revieurs, verifies and maintains irfrnnatbn into databases
Researctes the details in resolving issues, analyzes findings, prbritizes a.d categorizes alternatives and disqrsses ottrer onoems yyith

3

Job Description:

Monns other rdated tadG as may be de€rned necessary to cary out the aborenrentioned activities.



4

One (1)
Administrative

Aidc vI (Clert III)

NAMRI,AF

ADA6-7-
2004'

sG 06
PHP

t6,877.00
CSC Minimum
Requiremeflt

Completion of
two (2) yearc

studks in

cosege

None Required
l,lone

Required

CS SUF
Professional
First La/el
Eligibility

Administrative
DMdon (AD)

Tedrnlcd
Competencits

rcqulred

tlas tte ablltty to Pcrnorm/exeqrE TG.finlcal Compctenc{€s on: 1) Cl€rlcd/Secrebrld/Exeoftlve fsdstance Sldlls 2) Ubrary
llanagoment

Job Description:

etc.

Monns simple reproductn:n ald H€servation processes and does rnedEnical processing of library materials sudt as acoessioning, hbeling,
bar coding, provision of coverc, date due slip,s, cards, serhl recording,
2. Gathers data and compiles library statistks for perindic reports.
3. Cofiducts physical inventory of library hoUings.
4. Performs dipping, stdving, and dEf reading ard maintains library buletin board.
5' Cornpiles du*fied abctracG to tedrnid irnnats ard prepares biHi:graphis and o&er lists d reftrences
6. Proddes the diftrent IIAMRIA ffies with lists of nervly acquircd materi*
7. Coordinates with difrerent units/ffices and agencies programs and activitk:s for specjfrc end-users and purpces.
8, Encodes office conepondeooe for re\rbw of immedbb cJpervisor.
9. Asdsts in meetings and prepares minuEs of the meeting.
10, Revb,vs, verifies and maintains irfonnatbn into datab6€s,
11. Researche the debib in resolving issues, analyze findings. prixithes ard Gtegoiizes alternati\res.
12, Discrsses otfier conoerns with superbr.
13. Imdements record rnanagemeflt processes per ISO SdarG for faster refieryal of fihs.
14. Perfiorms other related taC<s as may be deerned n€cessary to €any out the abovernentioned activities.

5

One (1)
Administratlyc

As$#ntV
(Eledronits and
Communlcations

EqulpInent
Tetfinician III)

NAMRIA&
ADAS5-23-

2014
sG 11

PfIP

25,439.@
CSC Minimum
P€quiremert

Tr,vo (2) yearc of
rd€l/artt

erQedence

Eight (8)
hours of
relevant
training

Electronics

Equipment
Tedrnichn
(MC 10 s.

2013)

Engineering
Services Division

(ESD)

Teetrnical
CompGt6ndc6

rcqulmd

Has the ability to perform/execute Technkal Cornpetencies on: 1) Technkd and Communications Equipment Maintenance 2)
Emerg:€ncy PreFr€dDe$ .nd Disastcr llanagement

,ob Dcscription:

1. Trairs pgsonrd wfro would be issuing tedtn'tcal and conununir:atirns on IBC natnlenar lce ard care to prevent damage.
2. Conducts orientatin/ tralnirq d statr/ users of Hmical ard @mmun[dir.rg equipmert on its sen te
its instatatim, repair and nuintenance are aording b prepar€d plars and gecifications.
3. oarelops manuab or rehed materiab br use in ffce and fieH rvork.
4. Coadres and guides oulers on this competency.
5. O*ilts employ€€s m internal ard o<ternal route of €^aoration,
6. Cooducb dri[ exercises to ensure the safuty of employees and vidtors.
7. Organizes ard o€rse€s ttte em€rg€ncy drfll op€rdions.
8. Recommends logHhs, equiprnent suitable for the operation.
9. Proddes m;istance to a[ ernergeocies and irrilents.
10. Performs other relaEd tadc as may be deerned nec€ssary to (3rry qJt th€ abo/ernentioried activities.

pdicies ard procedures to engire Hat

a** lt(rTHItG FOIIOWS r**

Completin of
two (2) years

studies in
co@e or
Highschod

Graduate wiBl
relevant

vocationaf
fficourse



APPTICATION CHECKLISI APPLICATION CHECKTIST

NAMRH'RSP-FormO4 Rev02 NAMRIA-RSP-FormO4 Rev02

Checklast ihall be submltted to IIRMS for their vertficauontf
tf
t:]
n
tl
n

x
il

l. Application Lefter (indicating the position being applied
for and iE corresponding item number)

2. PERSONAL DATA SHEET (PDS) (CS Forn 212 Re{ised
2017); csc.gov.ph

3. Work Experience Sheet (CSC Form No. 212)*
(csc.Sov.ph)

4, Photocopies oftwo (2) recentlndividual Perfonnance
Commitrnent and Review (IPCR) Form (for govemment
employees)

5. Photocopies of tfie following:

5.1 College/High sdlool
Diploma

5.3 Valid Professional
Regulation
Commission (PRC)

Ucense*

5.5 Certificate/s of
Previous
Emdoymentr

5.7 Certificates of
Trainings ABended*

5.2 Transcript of
Records (tOR)

5.4 CSC -
AuttentcaH
Career Service
Eligihlity*

5.6 SeMce Recordi

5.8 Certificate of
Award/ Recognition
conferred by
recognized and
prestigic'us

awardir€ bodies *

l--l S.z.r Applicanfs Qialification
form (for OuBider)

* If applicable

HRMS (signahrc)

Ch€{rdirt chall be submitted to HRMS for their verlllcaffon
1. Applicatlon Letter (indicating the position being apdied

for and its conesponding item number)

2. PERSONAL DATA SHEET (PDS) (CS Form 212 Revised
2017); csc.gov.ph

3. Work Frperience Sheet (CSC Form No. 212)r
(ac.got.ph)

4. Ptlotocopies of two (2) reent Individual Perfonnance
Commitrnent and Review (IPCR) Form (for goremment
employees)

5. Photocopies of the following:

tl

tl
E
t_f

E
f:l

5.2 Transcipt of
Records CrOR)

5,4 CSC -
Authenticated
Career Service
Eliglbility*

5.6 Service Recordr

5.8 Certificate of
Award/
Recognition
conferred I
recognized and
prestigious

awarding bodies

HRI4S (signature)

5.1 College/High sdtool
Daploma

5.3 Valid ho,fessional
Regulation
Commission (PRQ
License*

5.5 Grtificate/s of
Previqrs Emdoyrnent*

5,7 Certificates of
Trainings Attendedt

5.7.1 ApdicanYs QualiflEation
form (fur 0utsider)

* If applicable

APPLICATION CHECKLIST fo"*\l*srBfr
APPTICATION CHECKLIST

t{AM RIA-RSP-Formo4 Revo2 I{AI{RIA-RSP-Formo4 Rev02

5,2 Transcript of
Records CrOR)

5.4 CSC -

AuthenHcated
C:reer SeMe
Eigibility*

HRMS (signatue)

Checklist shall be submitted to HRttS tor their verificauon

Application Letter (indicating th€ position being applied
for and iE corresponding item number)

2. PERSONAL DATA SHEEf ODS) (CS Form 212 Ra,ised
2017); csc.gov.ph

3. Work Experience Sheet (CSC furm No. 212)*
(csc.gov.ph)
photocopies of two (2) recent IndMdual Performance

Commitrnent and Review (IPCR) Form (for govemrn€nt
emdoyees)

Photocopies of the following:

1

4.

5.

5.1

5.3

t:]
fl
T
t_l
E

n
n

College/High sdrool
Diploma

Valid ProfesSonal
Regulation
Commission (PRC)

License+

5.5 Certificate/s of
hevious
Employmentr

5.1 Grtificates of
Trainings Attended*

5.7.t Applicantt Qualification
form (for Outsider)

* If applicable

5.2 Transcript of
Records (IOR)

s.4 csc -
AuthenUcated
Career Service
Eligibility*

5,6 Service Re@rd*

5.8 Certificate of
Awardl
Recogni[on
confened by
recognized and
prestigious
awarding bodies

HRl,lS (sgnature)

Clrecklist shall be iubmitted to HRMS for thelr verificauon

1. Application t€tter (indicating the position being applied
for ard its corresponding item number)

2. PERSONAL DATA SHEEr ODS) (CS Form 212 Re,vd
2017); csc.qw.ph

3. Work Experience Sheet (CSC Fonn No. 212)*
(ac.Sov.ph)

4, Photocopies oftwo (2) recent lndMdual Perfornunce
Csrlmitrnent and Reviar (IPCR) Form (br govemment
emdoyees)

5. Photocopi6 of the following:

5.1 College/Highsdrool
Dy'oma

5,3 Valid ProEssional
Regulation
Cofirmission (PRC)

Ucenser

5.5 Certificate/s of
kevious Employment*

5.7 Certificates of
Trainings Attended*

5.7.1 Applicanfs Qualification
form (for O.ttsider)

* If applicable

t_l
t_l

n
tf

5.6 SeMce Record*II

T-l 5.8 certificate ofL----J 
Award/ Recognition
confened by
recognized and
P,estigiot!s
awarding bodies'

t_f

t_l
E


