PHILIPPINE STATISTICS AUTHORITY
LIST OF VACANT POSITIONS WITH TWO MAJOR TASKS IN THE FIELD OFFICE

AS OF 26 FEBRUARY 2021

~Assiats inthe making of plans, develops and deecls &
program of activities for the collection, analysis arx
tabulation of data;

-hesists In the formulation of adequate statistical
stardards for the varlous phaszee of data complation,
tabulation and publication o ensure accuracy of the
resils and the uniformity ard comparabiity of data,
inchiding theif imoly prosertation in the form of special
rekasos, merographs, reports, etc,;

Economics, Engineering,
Computer Science, Soclology or
other ralated courses

data visualzation and statistical
swveys, and has working
kravdedge in Office software (e.g.
wpeeadshent, word preorssing
and presantation)

analysis and projecl managemant, |

mathods, foals, projact
managament, processes and
othes related fiold

POSITION TITLE SG NG, OF lL:'CE s ASSIGN:‘A:’NT PLANTILLA ITEM NO. S e e i MAR!
(Please see attac A RE KS
VACANCIES méaning of acronyme) EDUCATICN EXPERIENCE TRAINING ELIGIBILITY
GRAND TOTAL 14 |
Senlor Statistical Specialist 13 1 |RESG T0s0c0 TﬁsA-sRsTA'rs-m-zms Bachelot's Degroa pteferably in  [Wah at kast three (3) years With at laast twenty-four (24) 'With at least C5 Professional/ Preferably with of leas! twelve
|Statistics, Mathematizs, demonsttated ab#ty in data hours training proferably on Second Level Eligbilty (12) hours of procurament
-Directly suparvises tha work perfarmed by lower lavel |Ezonomics, Engineering, analysis and project managament, |statistical methods, lock, project trainings or mamber of Technical
statilical speclalists ar analysts and other personnel | Computer Science. Sociclogy or  |data visualization and statistical  |management. processes and/or Werking Group on Bids and
under him: {othar refated courses sutveys and has working other rolatad feld Awards of Secratanat
knonledga in Offics software (e.9.
-Recormmends and assists in the farmulation of adgequate spreadsheoet, word processing
statstical standards for the vanous phases of dats and presentation)
compilation, tabulaticn and publication to anaure
accurmcy of results and uniformity and comparabiity of
dat, including their timely presentation in the form cf
special releases, monographs. rapons, etk.;
Stafistical Specialist 0 16 1 RSSO D4A-LAGUNA PSA-582.153-2015 Bachabor s Degree preferably in  [With at least two (2) years With at least sixteen (16) hours  [WRh af kast CS Professenal Prefarably wih at last eight (8)
Statistics, Mathematics demonstrated ability in data tralning prefarably on slalistical  [Second Level Elipibility hours of procuremant trainings o
~AssEts nthe planning, develaping and directing Economics, Englnearing. analysis and project management, [methods, tools. project member of Technical Working
pregrams/activities on collection analysis and labulation Computer Sclence. Sotiology or  [data visuskzalion and statistical  |mansgement, pracesses and Group on Bids and Avards or
of data; other related courses surveys, and has working cthar related fiekd Secretanal
knowledge In Office software (e,
- Assiste In tha farmulation of adequate statistical spreadshaet, word processihg
standards for the various phases of data complation, and presantaten)
belation and publication fo insure y of tha

ressls and the unformity and compatabiity of data,
inchding thair timely preserzation In the form of spacial
(releases, merographa, reports, elo, L
Stalistical Speclalist 1| 16 1 Ftsso 08-NEGRCS PSA-652-208-2015 |Bachelat's Degree preforably in  [With at last two (2] years With at least sixteen (16) hours  |With at least CS Professional Preferably with o} least elght (3)

OCCIDENTAL Statlstics, Mathamatks, demensirated abiity in data |training preferably on statstical  [Second Level EligibNty hours of procutemant tralnings or

membar of Technical Warking
Group an Bids and Awards or
{Secretariat
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POSITION TITLE

s6

NO, OF
VACANCIES

PLACE OF ASSIGNMENT
[Please see attached
mesning of acronyms)

PLANTILLA ITEM NO.

QUALIFIGATIONS 6TANDARDS

EDUCATION

EXPERIENCE TRAINING

ELIGIBILITY

REMARKS

|Administrative Officar IV

- Asslets In the praparation of plantlla. propares achon
on emplyrant request, sppolnimeant, eslary adusimant,
trarafa’s, resignations, reinstatemants and other
porsannel action as well as prepares loctwres, hand-outs
for resorvice trainings: acts as lectuter trainae during in-
servica lrainng, inars & statistical oparations;

- Milntains famdiarization on the CSC rules, laws.
progedures and requitaments connected with the
evakiations process, leave berefits and other aspects of
personral funclions; evaluate qualdications of employees
ffor promotion and preparation of their profile for use
during dalbaration of the Selection Board as well as
devalops/prepates careor pathe for each persennel,

15

RSSO NCR-CRASD

PGA-ADOF4-534-2015

‘Bu:hobﬁ Degrae rekvant fo the
Job

With at least one (1) ysar of
relavant experience

With 81 least four (4] hours of
rolavant training

With at least CS Professiorall
Sacond Lavel Elighbility

Preferably with at loast aght ()
hoLss of procuremant trainings or
member of Technical Viorking
Group on Bids ard Awards or
Secretarist

Registration Officer Il

- Supervises and monilers the day fo day cperations of
the staff angaged in the screanng, evalatien, coding
and machine proceseing wsing the Decentralzad Vial
Gtatstics System (DVSS) of civil 1aglstry documents
submiited by tha Offica of the Local Ca4l Registrars.
Ensuire that Applcation of Matriage Is submited in
aopicoble registerad Marriages:

- Eraures the screanmg | evaluation and completeness
of tequitemerts of Sclemnzing Officers applying for the
regstration of thelr authority lo sclemnize marriage ard

r he sswance of Cortificate of Reglstration of Authority
to Solernze Martmgs (CRASM),

« Ersutes proper kooping and maintanance of envil
regbtry documents and secure civil registry formal
secinity papers

- Conducts trainings/acts as resourca speaker and
trainor dunng trainings in ¢l registeation, and initiates
civilregistration activities for the province,

14

RSSO 11-DAVAQC DEL
NCORTE

PSA-REGO2-82-2015

‘Bachekr's degres relevant to the
liob

\With at least ona (9) year of
relavant expetience

Wih nt least four (4] hours of
relevant trainirg

With at least CS Profesclonall
Socona Level Eligiility

Prefetably with at least eight (E)
howrs of procurament iminrge or
member of Technioal Working
Group on Bids and Awards or
Secretariat

Information Systems Anolyst |

- Designs roport'output layeuts, prepates requited legical
|disgrams. flowcharts;

- Wites, codes and assembles computer programs
Instnctions using symbole programening systam

1 L‘sso 03-50C0

[PEA-INFOSAT-111-2015

[Bachelor's Degree relavant to the
Jotr

Nane Required

None Required

'With ot lkast CS Professional!
Tmm Lavel Egibility

Preferadly with nt least eight (5
hours of procuremant irainings or
member of Technical Working
Group on Bids and Awards o
Secretarist
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PCSITION TITLE 59 | 7 EEE Pl.‘A."cE s LANTILLA ITEM NO. R REMARKS
ease see attac P TILLA IT .
VACANCIES Imeaning of scronyms) EDUCATION EXPERIENCE TRAINING ELIGIBILITY
Information Officer | " 1 RSEQ 10-50CD FEANFO1-81-2015 |Bachalors dagree relevant to the |None Required None Regquited Wih at kast CS Professional’ Prefarably with at least four (4)
ob Sacond Level Eligibility hows of procuramant trainings or
-Prepares publicatien and inf lon dissamination mombar of Technkal Working
matirials basad on census'survey resulls in the Region Group on Bids and Awards of
Secratariat
-Heps prometes the statetical products and services of
the PSA Regional Office
Sta¥stical Analyst 1" 1 RSSO 0S-CAMARINES SUR [PSA-SA-402.2015 Bachelor's Degroe praferably in  [None requirad None requited With at least CS Professional' rPn‘cran/ with at keast four (4)
Statistics, Mathematics, Seccnd Level Eligibiity hours of procurement irainings or
- Azsisls In the flekd supervision of slatistical Economics, Enghheering, {member of Technical Werking
actiitiesioporations and propares reperts and statistical Computer Sci . Sochology or Group on Bids and Awards or
tabhs/summaryanalyss for the computation of statistcal other related courses Eecretariat
messwes/indices and praparation for
publcation'ralesses |
« Cootdinate with gevernment and ron-government
entdas as of admir el dory data in
H;M sompllation and maintanance of publcations and
s5its in other statistical coordinaton and development
laztiities in the region.
Stafistical Analyst ] 1 RESO BARMM-EOCD PEA-SA-271-2015 gﬁachobl s Degree preferably in  [Nona required None requirad With a1 least C5 Protassicnal Preferably with at laast four (4)
|Statistics. Mathemabcs, Second Level Eliglblity hours of procutement brainings of
- Reviaws edited cansus/survey ‘Economics, Enginearing, member of Technical Working
schedubes/questionnakes'forms and other documents for Computer Science, Soclalogy of Group ch Bids and Avards or
! consi y and plataness of endries; other ralated cowrses Sacretariat
-Assists In the computation of statistical measures and
Indisas for oata produced.
Administrative Officer | 10 1 RSSO 04A.CAVITE PSA-ADOF1.584.2015 Bachelot's degres 1elevant to the [None raquired None required itk at beost CE Professional/ Proferably with at least four (4)
Lob acond Lavel Eligibilty haurs of precuremant tranings ot
- Prevides adminktrative service lunction ta the mamber of Technical Workng
Provincial Offce; Group onh Bids and Awards or
Secratariat
- Encodas monkhly disbuweeetrent pounals and nssist in
prosessing of iravel chams, purchase craers and
distursement vouclers:
- Makes enirles In cash beak from colkections and types
the temittance advics;
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POSITION TITLE

NO. OF
VACANCIES

PLACE OF ASSIGNMENT
(Please see attached
meaning of acronyms)

PLANTILLA ITEM NO,

"QUALIFIGATIONS S TANDARDS

EDUCATION

EXPERIENCE

TRAINING

ELIGIBILITY

REMARKS

\Administrative Officer |
- Menitors attendance of FO employaes:

- Manltains recceds of lave cradits) assists PO
omployees in processing applicatiors for kave,
retsemant ard various perscnnel documents;

- Maintains 201 file of employess; supervisas the
procass of recruitment of hired Statisticsl Researchers
and prepares HR reports.

- Provides administrative service Rinction to the
Provincial Offce:

« Canducts of sugpliars. deakis/dslributors for
comparative costs of suppliss‘agquipment needad by the
Offics.

- Assists inthe preparation of purchase ordals and
distursemant voushers,

10

RSSO0 MIMAROPA-OCCIDEN|PSA-ADOF1-498.2015

10 the

helor's dagree rek

‘g n

None reguired

None required

(With 1 least G5 Professionall
Second Level Eligibility

Preferably with at least four (4)
haurs of procuremant trainings or
member of Technical Working
Grobp on Bids and Avards or
Secretaral

Registration Officer |

- Check the completeness of data of the vital docurmarts
submittad at the Pravincial Statistical Office ang
consolidate reparts raquired by the Civil Registration
Services for submission,

Comduct Mormation dissemnation and mobile
regsiration to the Cidd Regstration Stakebolders in the
proyince.

10

|R&80 Ge-LoILO

PSA-REGD1-186-2015

Enhobr's degree relavant 1o the

None requited

None required

'With at leas: C5 Professicral'
Second Level ERglbility

Prefarably win at least four (4)
hours of procurement Irainings or
membet of Technical Werking
Group on Bids and Awards or
Sectetatial
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LIST OF VACANT POSITIONS WITH TWO MAJOR TASKS IN THE FIELD OFFICE
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POSITION TITLE

e ]

NO, OF

VACANCIES

PLACE OF ASSIGNMENT
|Please see attached
meaning of acronyms)

PLANTILLA ITEM NO,

QUALIFICATIONS STANDARDS

EDUCATION

EXPERIENCE

TRAINING

ELIGIBILITY

REMARKS

Administrative Assistant I

- Checks and verifies accuracy of postng from spacal
joumals 1o =olece decuments such as vouchers,
payrols, and bills;

- Prapares draft of fnanciel statements such as ial
balance, statamant of savings, and overdeaft in aliotment
and other supporting schedules:

- Provides genaral adminstrative and clerical support
and mantain eleclronkc and hatd copy filing Systam:

- Sgesns all incoming routine papers requirng signature
of Chief Statistical Speciakst and responsible for
conidential and time sensitive matatial

-Precosson all monay clalms In accordance with the
mccounting, auditing rules and ensures that expanses
ata proparly authorzed and Incurred.

~ |RSS0 11-CRASD

PSA-ADAE2.114.20'5

Complation of two (2) years
siudies in collage

With at least civw (1) yoar of
relevant axparie nce

With at least four {4) hours of
telavant traking

With at keast CS Subpofessional'
First Leval Ebgibility

Preferably with al least four (4)
Fours of proturement trainings of
mamber of Techrical Working
Group on Blde ard Awards of
Secratariat

Administrative Assistant |

~ Keaps and mantains all fas {mameranda,
cormspondence, reports);

- Reosives and keeps kg of all incoming/outgeing
(phane, mall, fax. Elc) and transmids messages %
conterned staff,

~ Soreens all incoming rouline papers tequiting signatura
of the Director (for proper endorsement certficaton and
|attachments)

RSSO 06 - 00

PSA-ADAS1-168-2015

\Complation of two (2) years

studies in collepe

None Required

None Reguired

With at leagt CS Subprofossionall

‘First Lavel Efigibity

Proforadly with atleast four (4)
howrs af procurement trainings or
membar ¢f Technkcal Working
Group on Bids and Awards of
Sacretariat
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