CS Form No. 9
Revised 2018

To: CIVIL SERVICE COMMISSION (CSC)

Republic of the Philippines
CGO BINAN, LAGUNA

Request for Publication of Vacant Positions

This is to request the publication of the following vacant positions of CGO BINAN, LAGUNA in the CSC website:

Electronic copy to be submitted to the CSC FO must be in
MS Excel format

L]
~ -

JENNY(/ANNE B. SARMIENTO
May 19, 2020

Date:

No.| Position Title

Plantilla
item No.

Salary/
Job/
Pay

Grade

Monthly
Salary

Qualification Standards

Education

Training

Experience

Eligibility

Competency (if
applicable)

Place of
Assignment

HUMAN RESOURCE
1 |MANAGEMENT
ASSISTANT

502

17,505

Completion of two years
studies in college

4 hours of relevant
training

1 year of relevant
experience

Career Service
(Subprofessional) First
Level Eligibility

TECHNICAL COMPETENCIES

1. Computer Literacy {Intermediate): Craates
and usas new templates, forms, and style sheets
to make documents. Design slide presentations
with enhanced features.

2. Managing Work (Intermediate): Ability to
effectively manage one's time and resources
with minimal supervision. Keeps files organized.
3. Providing Support and Services (Basic):
Recognizes opportunities to offer suggestions or

|alternatives and explains implications, banefits

and disadvantages.

4. Business Writing (Basic): Ability to
create/compose written communication-in clear,
concise, and coherent manner and correct
grammar. This includes memarandum, minutes
of the meeting, correspondences / business
letters, and:other similar documents.
FUNCTIONAL COMPETENCIES

1. Performance Management (intermediate):
The ability to collect, analyze, review and report
performance data and establish scientific basis
for performance targets and measures.

CITY HUMAN
RESOURCES
DEVELOPMENT OFFICE




1. Managing Work {Basic): Ability to
effectively manage one’s time and

Level Eligibility

3. Providing Support and Services (Basic):
Retognlzeas opportunities to offer
suggestions or alternatives and explalns
implications, benefits and disadvantages.

resources with minima! supervislor, CITY DISASTER RISK
UTILITY WORKER I 921, 922 13,019 | Mustbe a‘\’\':it;" read and None required None required MC":‘;"E rgg“"gdt iy [ Providingsuoportand services (Basicl: | REDUCTION AND
( : 5 - Cat. H) Recognizes opportunities to offer MANAGEMENT OFFICE
suggestions or alternatives and explains :
" , . i 5
LOCAL DRRM 902 17.505 Completion of 2 years in 4 hours of relevant 1 year of relevant Career §ennce . CI;;DDGSC% (-)FEFJE\EE K
ASSISTANT o College training experience on DRRM {Subprofessianal) First N/ "
i Level Eligibility MANAGEMENT CFFICE
1, Computer Llteracy {Basic): Crea'tes and
uses new templates, forms, and style
sheets to make documents,
2. Managmg Work {Basic): Abllity.to
- effectively manage one's time and - -,
ANIMAL KEEPER | 832 13,807 | Musthe a‘:\'ﬁ:" read and None required None required MC'}";"& r;g,”"gdt iy |resorees it minimal supersion OF;Eng:NE;TAﬂTY
fite { 8. 98- Cat. Ilf) 3, Providiag Support and Services (Baslc): "
Reengnizas opportunities to offer
suggastions or alternatives and expiains
Implicaticns, benefits and disadvantages.
1. Computer Literacy {Basic): Creates and
uses new templates, forms, and style
shaats to make documents,
2. Manaping Work {Basltc): Abllity to
Career Service effectively manage one's time and . :
CLERK IV 83 17,506 C°’:§:§;L‘;”iﬁi“’l‘;: y:ars 4 h°”;sa‘i’f.;e'e"a“t Vyearofrelevant | o\ ofessional) First |resourceswith minimal superviior. OFr'Cﬁﬂgi ;‘:E ciry
ole9 raining expetience Level Eligibility 3. Providing Support and Services (Baslc): :
Recognlzds opportunities to offer
suggestions or alternatlves and exglains
Implicatlens, beneflts and disadvarntages.
; : . ) PUBLIC ORDER &
TRAFFIC AIDE | 233 18,019 High School Graduate None required None required None required N/A SAFETY OFFICE
1, Computer Literacy (Basic): Creates and
uaes new terplates, forms, and style
sheets to make documents,
2, Managig Work {Basick: Ability ko
. Career Service effectively manage one’s time and
Completian of two years . . : ; PUBLIC ORDER &
ELERK | 27 13,019 studiess In college None required None required (Subprofessional) First |resourceswith minimal supervisior: SAFETY OFFICE




Career Service

1, Computer Literacy (Baslc): Creaties and
uses new templates, forms, and style
sheets to make documents,

2. Managing Work (Basic): Ability to
effectively manage one's time and

8 |eLerk 926 13,807 C"”‘f‘j?'i“. °‘;2’|‘[: years None required None required (Subprofessional) First |resourceswith minimal supervisior Pg;iﬁ?ﬁg?ﬁﬁé‘
studies n g Level Efigibility 3. Providing Support and Services (Basic):
Recognizas opportunTtles to offer
suggestions or alternatives and exglains
tmplications, benefits and disadvaritages.
1. Managing Worl (Basic): Abllity to
effectively manage one's time and
: . swith minimal supervision.
, Elementary School . . Driver License resources wit PUBLIC EMPLOYMENT
Q9 |BRIVERI 899 13,019 None required None required 2. Providiag Support and Services (Baslc):
Graduate (MC 11, s. 96 - Cat. Il} Recognzéis opportunitles to offer SERVICES OFFICE
suggastions or alternatives and exgiains
1. Managing Work {Baslc): Abillty to
effectively manage one's time and B
resources-with minimal supervisiori. COFFICE OF THE CITY
10 |tABORER I 801 13,019 | Mustbeableforead and None required None required None required 1, ding Susport and Services (Basick: | GENERAL SERVICES
wilte {MC 11, 5. 96~ Cat. II}) Recognizeis opportunities to offer OFFICER
suggestions or alternatives and explains
1. Managihg Woark (Baslc): Abllity o
effectively manage one's time and
X . . ' resources-with minimal supervision!
11 |BRIVER| LSB-22, 13,019 EIemeI?‘Eary School None required None required Driver L'Gense 2, Providing Support and Services {Basic): | LOCAL SCHOOL BOARD
.5B-32 Graduate (MC 11, 5. 96 - Cat. I) Recognizes opportunities to offer
suggestions or alternatives and explalns
1. Managing Work (Basic): Abllity to
effectlvely manage one's time and
. resourcas:with minimal supervislo,
12 |UTILITY WORKER | LSB-28 1,51 | Mustbe eble o read and None required Nene required None required 2. Providing Support and Services {Sasic): | LOCAL SCHOOL BOARD
write (MG 11, . 9¢'- Cat. lIl) Recognizes opportunities to offer
suggestTons or alternatives and explains
OFFICE OF THE CITY
; . Elementary School . Mone required SOCIAL WELFARE AND
13 |{CO0K] 789 13,019 Graduate None required None required (MC 11, 5. 96 - Gat. I NfA DEVELGPMENT
OFFICER
1. Managing Work (Basic): Abllity to
effectively manage one's time and OFEICE OF THE CITY
_ Etementary School _ . Driver Livense resources with minimal supervision:  f grye Al WELFARE AND
14 [DPRIVER I 788 13,019 Graduate None required None required (MC 11, 5. 96 - Cat Il 2, Pravl.dir’iag Support far.ld S.erulces {Baslc): DEVELOPMENT
Recognizes opportunities to offer OFEICER

supgestions or alternatives and explains




15

1. Managing Work (Basic): Ability to

effectively manage one's time and OFFICE OF THE CITY

. resources with minimal supervision.
SOCIAL WELFAIRE \owe wrrade 78l 4 13,807 High School Graduste None required None required Mane fedilled 2. Providing Support and services (Basic); | SOCIAL WELFARE AND
AIDE (MC 11,96 - Cat. "l) Recognizes opportunities to offer DE\SEFIE:?EET‘_\]’ENT

suggestions or alternatives and explains

16

1. Managing Work (Basic): Ability to
effectively manage one's time and
resources with minimal supervision.

2. Providing Support and Services (Basic):
Recognizes opportunities to offer
suggestions or alternatives and explains

OFFICE OF THE CITY

BARANGAY HEALTH ; . . None required
457 4 13,807 High School Graduate None required None required HEALTH OFFICER

AIDE (MC 11, s. 96 - Cat. Ill)

17

1. Managing Work (Basic): Ability to
effectively manage one's time and
resources with minimal supervision.

2. Providing Support and Services (Basic):
Recognizes opportunities to offer
supgestions or alternatives and explains

OFFICE OF THE CITY
HEALTH OFFICER

None required
(MC 11, s. 96 - Cat. Ill)

Elementary School

Graduate None required None required

LABORATORY AIDE 443 2 12,276

Interested and qualified applicants should signify their interest in writing. Attach the following documents to the application letter and send to the address below
not later than June 3, 2020.

1. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture and Work Experience Sheet (CS Form No. 212, Revised 2017) which can be
downloaded at www.csc.gov.ph;

2. Performance rating in the present position for one (1) year (except for applicants without working experience);

3. Authenticated copy of certificate of eligibility/rating/license (except for positions without eligibility requirement);

4. Photocopy of Transcript of Records; and

5. Photocopy of valid NBI Clearance

QUALIFIED APPLICANTS are advised to hand in or send through courier/email their application to:

Jenny Anne B. Sarmiento

Head, City Human Resource Development Office

Brgy. Zapote, Bifian City, Laguna

cityhrd.binan.recruitment@gmail.com

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
THERE ARE NO EXPRESS LANES IN RECRUITMENT, WE SHALL CONTACT YOU AFTER WE HAVE VERIFIED AND VALIDATED THE SUBMITTED DOCUMENTS.
EXAMINATION OF QUALIFIED APPLICANTS IS ON June 8, 9, 10, 11, and 12, 2020.

"The City Government of Binan is an equal opportunity employer. All applications are decided on the applicants' qualifications, merit, fitness to the position applied for. CGO Binan
does not tolerate discrimination based on race, religion, color, sex, gender identity, sexual orientation, age, non-disqualifying physical or mental disability, national origin, or any

other basis covered by applicable laws."




