PHILIPPINE STATISTICS AUTHORITY

LIST OF VACANT POSITIONS WITH TWO MAJOR TASKS IN THE CENTRAL OFFICE

AS OF 20 APRIL 2021

- Review and analyze recording of transactons of
regicnal and provincial office;

- Consolidate Iral balance, financial reports/statements &
journals submited by Ihe regional offices assigned;

- Coordinates and give feedback to the fisld offices after
review of the monthly financial reports submitted and
rocommend for ary adustments if necessary, and

- Performs other relaled Lasks assignad from time to lme
by tha immedate supervisor,

N NO. OF PLACE OF ASSIGNMENT QUALIFICATIONS STANDARDS
POSITIGN TITLE §G | (Please soe attached PLANTILLA ITEM NO. REMARKS
m\_\ VACANCIES meaning of acronyms) EDUCATION EXPERIENCE TRAINING ELIGIBILITY
\
GRAND TOTAL 9
Administrative Officer V 18 1 CRCS0-FAS-HRD PSA-ADOF5-171-2021 Bachelor's deg an to the |With at least two {2} yesrs of Wih at lsast eight (8) hours of With at least CS Professonal Preferably with at least eight (8)
. b relavant experience redevant trainng Second Level Eligibdty hours of procarement tralnings or

- Assists ths Chef Adminstrative Officer In prescribng member of Technizal Working
|standard offica procedure in sll persorne tr ctions Greup on Bids and Awards or
fincluding the precessng of appoiniments, leave bengfits Secretariat

ang the custody of vilal personnel records; B

8 Prefecably with I T exp

- Malrtains famlarization on the CSC rulas, laws, >

procedures & requirements connected with the evaluation RS

process, leave benefits & cther aspects of personnel \\\

functions; S i

- Plars, suparvises end cooroinates the actwities of the g =

saction in the development, installation and malntanance

of trairing programs fo upgrade the quality of technical

and noretechnical perscnnel of the PSA as well as cther

goverrenent statistician. and

- Determines budget requiremeant ‘or the varlous training

programs and for the operation of the Section.

Accountant Il 1€ 2 CRCSO-FAS-AD PSA-A2-164-2021 Bachelor's degree in Wih at Jeas! one (1) year of With at least four (4) hours of RA1080 (CPA) Prefarably wih al least eight (8)

PSA-A2:185-2021 Commerce/Business relevant experisnce redavant tralning howrs of procuremant tramings of
- Chacks the complateness of financal slatements and Administration major in Accounting member of Technical Working
attachments submitted of regional offices assigned. Group on Blds and Awards or
Secratariatl
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POSITION TITLE so| NQOF PL(:::E G ner | treaEiATER NG S REMARKS
0ase soe attacl .
VACANCIES menning of aor ) EDUCATION EXPERIENCE TRAINING ELIGIBILITY
Administrative Officer IV 15 2 CRCSO-FAS-BD PSA-ADOFA-167-2021 Bachelor's degree relevant 1o the | With al least one (1) year of ‘With al least four (4) hours of With a1 least CS Professkonal! Prefecably with at least elght (8)
PSA-ADOF4-168-2021 lob relevant experence relavan training Second Level Eligiblity hours of procurement ranings or
- Reviews/Evaluates Memeranda of Fund tranefers; member of Technical Working
Group on Bids and Awards or
- Atocates amount of sub-aliotment to regional officas Secretariat
based on the schedule of actvilies and statusof Cash in
coordinaion with the Regional Bugget Officers; and
- Monitors ulilizabion of funds {Alotmert and
Cashitransfarred to RSSOs (17 QUs).
Internal Auditor | 1 1 ONS-1AD PSA-IAUD1-178-2021 Bachelor's degree relevant 1o the | At least one (1) year In postion's  [At least four (4) hours of training in) With at least CS Professional! Preferably with at least eight
job (Law, Accounting. Public involving government Internal gaovernment Internal Audting, Second Level Efgibility (8) hours of procurement frarings
= Undar ganeral suparvision, conducls researches to Administration, Criminology, Auditing, Admunistratve or Adminstrative or Criminal or member ol Technical Working
oblain background information on activities to be Infermation echnology/Computer | Criminal Investigation and/ or Investigation andior Forensics Group on Bide and Awards or
conducted; and Sclenca and other discipines Forensics (e g.. Accounting, (0.9, Accounting, Information Secretarat
refated to the sbove mentioned)  |Information Technolegy, and cther | Technology, ISO Management
- Discusses research findings with the awdit leam leader, related disclpines) Systems ana other related
disciplines)
Administrative Officer Il 11 2 CRCSO.FASHRD PSA-ADCFZ.172-2021 Bachelor's degree relevart to tha  |Nona required Nane required ‘Wth at least CS Prolessional Preferably with al leas! four (4)
PSA-ADCF2-173-2021 job Second Level Eliglbilty hours of procurement Irainings or
-Performs assigrmerts related o rewsrds and meamber of Techrical Warking
recogrition such as computation of salaries and benefir, Group on Bids and Awards or
monitaring of Indvidual Performance Commitment Secrelaviat
Review, and
Preferably with | T experiance
- Asslsts In recrutment In selection process incuding
separation of appointmant pager and updsting of plantila
a5 nocessary
Administrative Assistant Il a 1 CRCSO.FAS-AD PSA-ADAS3-166-2021 Completion of two (2) years With at least one (1) year of \With at least four {4) hours of With at least CS Subprofessional |Praferably with al least fow (4)
sludies in college relevant experience relavant frainng First Lavel Elig by hours of procurement tralnings or

= ChacksExamines paper attached in vouchers, payrolls,
purchase orders, and cther refated docaments to
ascertaln that tha documents are in conformity with
axisting policles and in accordance with the accounting
and auditing rules and regulatons.

- Maintains index of payment made.

-Compute and process verous payrolls and othar money
claims;

- Prepares working pager for the tax related deduction of
money clalms; and

- Performs other tasks that mey be assignad by
Supenisor/s

Dysadcfd

member of Technical Working
Group on Bids and Awards or
Secrelarial




