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13

l Chi.l Administr.livo Ofitcer

- Pi.n, dr.ct, rd cEordin ts all adlirilir.lrv. !€.vrco tundin or lie

- Ov6r!6 nnel6l, p€rsonml. adlrhBlratve. and @N ralrslraton
*tiv kE ot rh6 R6gD@l oraca

24 1 RSSO 11.CRASO PSA-CAOOF 108 2015 M6sr.ls d€9r66 oR Cenfl.il€
ol Leaderslip .nd M6,r5o€rfi€nl s!!6rvisoryhaagfimnr s!peMsory/EEq€nEnl

l@mng dtd dev6loo.*nl
nloBsnlioo unde.i6kdr

Csmq Seic€ (Protsss'o.'arY
S6@d Ldel Elqibil{y

P.slsrably wth at least 16 hd6 ol
p.mn€rn€nl hanrBs tr mmber ol
Tedficar woi!(ng G.oup 6 Blds and

2 Staristlcal spcctali3t ll

. Pr6pa/o Sp@al Releases and 9en6rale vltalstatstcsfor dissemnal on

- ad as rho Ctvil R.gEadbn Servlco (CRS) S€rbil6 Crtnbt sup€eisorl

- lmhar!€ or lh6 ovGrilr D€c€nlralzo Copy annot€tron Prces (DECAP)
rd ed .s oECAP Aprrolor

- A[€nd lo co.ndeits m ttE CRS Serliir Odbl ard p.€pss rEspons€6lo
v..iM cRs @rpl&l!:

P.opa.6 and sub6n ovrl R€gBkation co@.ns a.d Ropons (Rerorl on
CRS Manpow6r, Monthly oECAP Raporl Roporl on lstTimoJob Soeker
Ropon on Nuhb€. of Ph lO Req@sto, atc)

, A3.3i3r n rh€ dlducl ol qusledy Rsgomr r ef-AlE lcy cmmilee oo
Civn RoqBt .lio .nd vnd $atstcs (RlaCCRvS)

- PE .6lsr or agErxra ma[€.3. r€sdulio.. mnuto!., tE ar6&€, l.ftsr

- Act a! Ei€ftn6 Ecp.os ol Csrtfic.lo ol Adio.rly lo Sd€onizo

16 RSSO02-CRASO PSA-SS2-406-20r5 Aachelors degr@ preio.ably rn

SlatslE MathematEs
E@nomEs Engneennq
Compuler ScEn@ Soooloqy or

Two (2) yeals oomonslr.tod
ablldy in data analysis and
proi€c! managem€nl. dara
visualiz.lim aDd sl6iGt@l
suNsrs afxl ias m.k.g
hlowr€dg€ in ofic. soflvaro
(€g sp.sadsho€1. wd
procossirE ald p.B$€nlaton)

Sin@n (16) hou,s tr,ain'ig
pr.fsrably on 6talistlcll

lnanag@e.n. Ploco6.63
arxrs olh€r related fidi,

career seMco (P@ressrcna )/
Second Level Elrgibiliiy

Pr.leEbly wilh al l€6st 6Ehl hours ol
ProclrrofEnr tEinings or mombsr ot
T€chn@lWskinO GDup M Ads and

3

Cenry avarlabrldy or runds orallmoney clamls r lhe conemed provrnce

- Eixnm, vdrly dd,.vw Flrchas€ od.rs. voucl'€rs, payrc{s. and
oths,Elrl6d doorri€nls to as.rrtan lhat tll€ docfi€r*s ar€ n c.rro.mrly
$rh ltE 68irE polioos and in acddaica 'rih th€ accolnlrE arxl
adt'ng rubs and Eguhtions.

Ensu.o rhar rh6lEn$cl@s ar€ rscqdod rn lhe books ol accounts and
rhe @respondng subsid€ry ledg€rs are mafiarned lo an$E lhal lhey
ar6 n balan@ {th lho control accoual,

- Pr6p5r. 6nd c6nfy the conednoss ol 3peciavgeneml jomals, bins,
srrt6mdt ol @nts lnar Mlanc.. and tinsnoal sialsmrts/inanoal
@unlahl y cpds and

' Prcvid€ l6chn@l Edvi, fmmal matl€rs ard p(EPar./@w vsr'o.Js
linan@l @rcspsxle@ for lhe sgnalure ol Ul€ head or tho dlce

12 '| PSA A1.39-202r P€lorably wilh 3l l€asl rolr houE cn

Foo.emoln lrainings or m6mb.r ol
TochnE€l workinq Glurp o. Bds and

12 RSSO 02-BATANES PElorably lilh al l€as! roi, hoJB 01

p.ooxern€d hairngs o. m€n$.. ol
T€chnrcd wo.ting Grdrp ai 8{16 and

5 12 1 RSSO 03'BULACAN Prct6rably wlh al l6asl lour hou6 ol
p@cuEmenr rrainings or hgmbsr ol
Te.hn€alwortng G.oup on Bds and

6 12 RSSO OT,BOHOI P.El6r?biy *i& at lea$ folr horts ol
pr@EirBn h,nings or m€mbq ol
TodrEil wdt rq G.oup on Bds and

12 RSSO 07-CEBU Prel6rtbli wnh at leasl lour h@E ol
procur6rn6 train'ngs or momb€. ol
T6chnicsi worl(lng Gmup on Bds 6nd

ov
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, Cdtiy ava abl y of tun& ol6ll mql6y dams h the corrl nod p@vie

- EEmrne vsry acd Ev** pur.ha$ od€6. voodl6E pay.orE and
oth€r El6i6d docurnenl3lo a@nain lhal the d@,Mls aE ln cdnmiy
*nh lh6 slsrrng pol'cr€s and rn aeo.drf,e *lh lhe a@@n nE a.d
audiring rulss and regulslions

' Ensur€ lhat the l€nsa.nons ac Eorded n the boo*s ol a@unts and
th6 @mspondng subsdEry l6dg6E 5G mainlained lo enere that th6y
arc in b€LM wih tlE dIDl a@unl

- P6rE€ and caitily lfa c.fiElm3s o, 3p6dd/9ErEral ,oinalr, blir,
stardnmr ot ffiunti lrid babnca. ald finsEiar sralenBfi/nmnoal
ac.oudabilit €Po.ts ar{

, Prevd€ l€chnrcal advi@ on finanoal mall66 and prepare/r6v€w vands
finanoal @@spond€n@ lor th6 signalure of the head ot lhe olric€

12 1 RSSO lGMISAUIS
ORIENTAL

PSA-A1-11r8-2021

adnnslr.tm m€pr in

P€lm6ly slh al lsasl lour hdE ol
proqi.monl hmngs d m€rb€. ol
T€ci.@l Wdtnq G.tup 6 Blds end

9 12 RSSO 12 COTABATO

Admmislration mEjor m

Pr6t6rably wlh .t l€ast lour houB ol
prc@€m6.1 irarnrngs or member oi
Techn@l Wortno Grclpon Bids and

10 't2 1 RSSO I3.DINAGAT
ISIANDS

PsA-A1.16+2021

AddnhlE|m ml6n

P6lsrably rdh al bsst four hd.s ot
prDqreri€nl lrarxngs or m€mbd or
Tsct.'.alWo.t[E Croup oo Aids an{

11 12 1 RSSO 13-SURIGAO OEL
SUR

PSA 41,162-2021

AdmiflEl.alDn malol m

ProfeEbly wlh al leasl tour hdB ol
pr@rmonl tranngs or llMb6 ol
Te.hn@l WslrtrE Goup m Bids aid

12

- sq€€n .nd 6vduars brrth, &alh and mani€q€ ddimonls lmm lh6

- Evaluate CdtfElbn ot R€gEtralon or Aulhonly lo SolemnEa Mamage
(CRA5M) apderpns and conduds neb verircaion

- A3esr nE 3€dlon hsad n coorlndn9 utn tE l-@r cMr R6lrsry
ofic€! n th6 co.drcl ol ov r€96lraton dndj€s, vdi6.atm olovi
r€llsty deun6rrc. and co.rducl d capat w bukt*lg activilaB ro, Lo.€l
CNil Regst .E a,!d Statshok€rs and

Propar6 nariaw6 and olhe. admrnrslrarLv€ r€pons pedamrng to rhe
conduct ol cMl reorstratDn acnvrlr€s

RSSO 03 PAMPANGA PSA-REGOT-120-2015 crs Se,!@ lPmr*s6o5D/ PE,@bt * h .r ro6r t@r h@rs ot
proqrgmeol lramhgs d finb€r ol
TEhnrcslWo.l(ho GDUp s Bds 8nd

TO BEASSIGN€O AT RSSO O3.BAIAAN

13 Admlnl r.tlw aido Vl {Clerk lll)

- E!'tm lh€ dsts c.ir€cto<t L(m cai$*. and se6,3 sd oth€r
$ BlE3l trl+lrlos nldudrglrDs6 obh€d nm sadtdl.o!rcas td
e@.*1, con6isl€icy. and validily.

Assst rn ths prsparalon ot stalElreliabl€s and olhs dee@s

S€t rcrtsh€els loruls lor dala @mpilEtion: perfoms @mpllaion oi
simpl6 slalistEal d'€asurss such.s P€@ntages, ralos. av€69es. et€
uriEng oslabltsh€d f orltuhs.

- Edir l01o3 aft, €icod€ qu€3ldnrrB s{rv6r ldns dEcks tor
c..npbl6ro.r co.rssr€ncy and vddr, ot data.

Assst n l@ubra shootmg m any compuler.elaled 6s@s

, A$isi in lhe prgparatior ol lnlomation marGners lik6 s@d E.d8 and

Provd€ assrslan@ 5 tlE p@.em6nt p.@sing ol th€ Proumal

6 RSSO OT.AOBOL coftdslton ol I'Io yesrs sludi€s
Islop{ois.slorldY rirst Lav.l
ElhDilly

P.6l@bt *dh at l6.st fos hl)6 ol
p.oormnl lanngE 6 mmbd ol
T6dn., WdtiB GErlP M Bi& 6nd

I


