
tlST OF VACANT POSITIONS os of (SEPTEMBER 2023)

NAMRIA{.SP-tum03 Rev06

e. Other Application lroqlments:

e.1) Certificates of Trainings
Attended;

e.2) Certificate/s of Previous
Employmenu

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

e.4) Valid Professional License issued by
PR9SQMARINAy' authorized regulatory
agencies (as needed);

e.5) College Diploma and Transcript of Records (IOR);

e.6) Service Record (for govemment employees); and

e.7) Certificate of Award/ Recognition confened by

NAMRIA and other recognized and prestigious awarding
bodies.

ATIY.
Chief, Administra6ve Division

PETER PhD, CESO r
Administrator

Flap yourttufrre wfiA, $!

APPLICATION GENERAL GUIDELINES

1. All qualified applicants are invited to email at hrmsrecnritnent(0namria.gov.ph the original scanned copies of the following

application documents (per position applied tor)

a. Application le{ter, indicaung the vacant posiuon being applied for and its corresponding item number addressed to:

Usec. PETER IY. TIANGCO, PhD, CESOf
Adminis;Eator, ilAMRIA

b. Propedy accomplished Personal Data Sheet (CS turm 212 Revised 2017); NAMRIA employees are required to update their Electronic PDS

(EPDS) account

c. Work Erperience Sheet (CSC Form No. 212 Attachment - Work Experience Sheet) (csc.gov.ph)

d. Two (2) recent Individual Performance Commiunent and Review (IFCR) Form or its equivalent (for government employees); and

2. The originat and photoopy of the scanned documents shall be preented for HR authentication upon rcquest of Ute HR OfEcer.

2.a The photocopy of documents shall be placed in a long brown envelope with the ApplicaUon ChecHist (See posting attachment)

3. Extemal applicants shall download and accomplish the Applican(s Qualification form
(http://www.namria.gov.ph/downloads/hrlapplicantqualificationform.xlx) and email it, in excel format, along with the required documents.

4. The email subject or tifle shall follow this format: APPLICATIOil FOR <PTOSITION TfTLE>-<ITEII|
NulTtBER>_<Division/Bmnclr><Futl [{ame of Applicant> (e.9. APPUCAION FOR ADMINISTRATM OFFICER II-NAMRIAB-ADOF2-17-

2005_AD/SSB Maria Natividad)

5. Only applications submitted on time and with CTOMPLETE DOCUITTENTARY REQUIREMEITITS shall be considered.

6. The Scanned documentary requirements submitted shall only be used for the position applied for. A maximum of three (3) positions can be

applied by the apdicants.

7. The submitted applicaton documents (hard and electronic copies) strall be solely used for recruitrnent purposG and shall be retained for a

period of one (1) year; aftenrardt they shall be disposed of in accordance with applicable laws and office regulations.

8. DEADLII{E OF APPTICATIOI{: 0 2 ocT 2023

For queries, applicants may contact HRMS at 88105458

*Puauant to 6C MC No. 0Z s. 2014, Persn Disabilitie (Pl{Ds) are
encoungd to apply.
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Map your Futurc with us!

The NATIONAL MAPPING and RESOURCE INFORMAION AUTHORITY (NAMRIA) an attached govemment agency of
the Department of Environment and Natural Resources (DENR) is mandated to act as the "Central Mapping and

Resource Information Agency' of the govemment. Our vision is to be the center of excellence, building a

geospatially-empowered Philippines.

LIST OF VACANT POSITIONS as of SEPTEMBER 2023 (JOB ORDER)
SUPPORT SERVICES BRANCH - (2) Vacant Position/s

Lo. POSrrcil
Unhue ltsr

1lo.

Salary
Grade

B6ic Srlary
per IG'dh

Relevant
Education

Relevant

E&orienc€
Rcl€Ya
Training

Eligibility
Place of

A$ignm€nt

1

One (1)
Accounting
Assistant II

NoVApplicable
Php

15.051.0O

Badrelo/s
Degree in

Crmmercd
B[6iness

Administration
mai)r in

Aacountinq

One (1) year
of relevant
experhnce

Four (4)
hours of
relevant
training

None
Required

Financial and
Management

Division (FMD)

Additiqlal
Competen y requted

l. Knowledgeabh in p.oc€sting distorscnE[t ]€ports ard othet acEounting m.ldoad

Job Dessipbon:

1. InpuB li]rlk atir r€port of ca$ adrdnces and gerE-dtes r€port fo. grbfiilsixr to tl|e Hanag€fiErt and ttE Cofirrission on

Audiq
2. Assists in ttle mairErance of drputer 6les of accountirB reports and sdEdules;

3. PeIfonrE ottEr rdated tasks as rnay be deerned rEcessary b (any out the abo/e nEntired adivities

2

One (1)
Data Processor

III
NovApplicnble

Php
t3,a9o,oo

Completion of
tlYo years

sh.dies in

college relevant
to the function

Two (2)
years of
relerrdnt

experience

Eisht (8)
hours of
relevant
traininq

None
Required

Financial and
Management

Division (FMD)

Additional
Competency required

1. Compubr litErat pr€ieraDly xS Offce (Excel, lryod & Porcr Point).

lob Desoiptim

1. Irndernerts record rnanag€ment process for the ofhce;
2. Rqrieurs ard nEnib(s aoanmunacatim for the ofice; and
3. FerfornE otler dated Bs as may be d€erned ne6ary to @rry out t le above rnenM adn/iti€s.

.*.t{orHlt{G Foltows"'



 
 APPLICATION CHECKLIST 

 
 

APPLICATION CHECKLIST 

NAMRIA-RSP-Form04 Rev02 NAMRIA-RSP-Form04 Rev02 

  Checklist shall be submitted to HRMS for their verification   Checklist shall be submitted to HRMS for their verification 

    1. Application Letter (indicating the position being applied 
for and its corresponding item number) 

    1. Application Letter (indicating the position being applied 
for and its corresponding item number) 

        

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

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

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

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

    4. Photocopies of two (2) recent Individual Performance 
Commitment and Review (IPCR) Form (for government 
employees) 

    4. Photocopies of two (2) recent Individual Performance 
Commitment and Review (IPCR) Form (for government 
employees)         

   5. Photocopies of the following:    5. Photocopies of the following: 

  
  5.1 College/High school 

Diploma  
  5.2 Transcript of 

Records (TOR) 
    5.1 College/High school 

Diploma  
  5.2 Transcript of 

Records (TOR)     

  
  5.3 Valid Professional 

Regulation 
Commission (PRC) 
License* 

  5.4 CSC - 
Authenticated 
Career Service 
Eligibility* 

    5.3 Valid Professional 
Regulation 
Commission (PRC) 
License* 

  5.4 CSC - 
Authenticated 
Career Service 
Eligibility* 

    

  
          

  
  5.5 Certificate/s of 

Previous 
Employment*  

  5.6 Service Record*     5.5 Certificate/s of 
Previous Employment*  

  5.6 Service Record* 

    

  
  5.7 Certificates of 

Trainings Attended* 
  5.8 Certificate of 

Award/ Recognition 
conferred by 
recognized and 
prestigious 
awarding bodies * 

    5.7 Certificates of 
Trainings Attended* 

  5.8 Certificate of 
Award/ 
Recognition 
conferred by 
recognized and 
prestigious 
awarding bodies 
* 

    

  
          

  
              

  
  5.7.1 Applicant’s Qualification 

form (for Outsider) 
     5.7.1 Applicant’s Qualification 

form (for Outsider) 
 

  

  
* If applicable             * If applicable           

    
    

HRMS (signature) 
      

    
HRMS (signature)   

                    

 


