CS Form No. 9
Revised 2018

To: CIVIL SERVICE COMMISSION (CSC)

Republic of the Philippines
CGO BINAN, LAGUNA

Request for Publication of Vacant Positions

Electronic capy fo be submitted to the CSC FO must be in MS Excel

format

We hereby request the publication of the following vacant positions, which are authorized to be filled, at the CGO BINAN, LAGUNA in the CSC website:

. *

Date:

o
JENNY mna B. SARMIENTO

March 1, 2021

No. Position Title

Plantiila Item
No,

Salary/
Job/
Pay

Monthily
Salary

Qualification Standards

Education

Training

Experience

Eligibility

Competency
(if applicable)

Place of

Assignment

1 [COMMUNITY AFFAIRS OFFICER iV

58

22

68,415

Bachelor's Degree

16 hours of
televant training

3 years of relevant
experience

Career Service
(Professional)
Second Level

Eligibility

TECHNICAL COMPETENCIES

1, Computer Litaracy {Intermedlate): Craates and uses new

templates, forms, and style sheets to make documents,
Design slide presentations with enhanced featuras.

2, Managing Work (intarmadlate): Abitity to effectively
manage ane's tima and resources with minimal supervision
and corzeiate one's own time with the other membars of the
unit. Ability to organize events. Keeps files organized.

2, Praviding Support and Services (Advanced): Recogaizes
oppettunitles to offer suggastions or altematives and
explains implications, benefits and disadvantages. Abllity ta
initiate and implemant programs, _

4. Business Writing (Advanced): Ability to createf/compose
writtan communication In ¢lear, conclse, and coherent
manner and correct grammat withaut supervislon. This
includes memarandum, minutes of the meeting,
cotraspondences / bushass Ietters, propesals, policles and
guidalines and other similar documents.
FUNCTIGNAL COMPETENCIES
1.Plarning, Craanizing and Delivering [Advanced):
Developing programs and projects, and mablfizing and
managing resources, hoth material and furman, in arder to
fully achieve the set objectives and targets of the City
Gavarnment in general and of the respective
offices/departments in particular,

2, Policy Interpretation and implementation {Advancad): The
abiiity to interpret and apply existing policias and guidelines
rejative to planning concerns of the local gevernmant unit.

OFFICE OF THE CITY

MAYOR




ADMINISTRATIVE OFFICER I

228

18

43,681

Bachslor's Degree

8 hours of relevant
training

2 years of relevant
experience

Career Service

(Professional)

Second Level
Eligibility

TECHNICAL COMPETENCIES
1. Computer Literacy (Intarmediate): Creates and uses new
templates, farms, ahd style sheets to make dosuments,
Design slide presentations with enhanced features.

2. Managing Woric {Intermediate): Ability to eFectively
manage ane's time and fasources with minimal supervision
and! corralate one's own e with the other membars of the

unit. Ability ta organize evants. Keaps files crganized.

3. Previding Suppart and Services (Advanced): Rerognizes
opportunities to effer suggestlons or altematives and
explains imjlicatians, benafits and disadvantages. Afillity to
inltiate and implement progrems.

4. Business Writing {Advanced); Ability to create/compose
written comimunication in clgar, conclse, and cohergnt
mannar angd carrect grammar without superdsion. This
Tntiudes memorandum, minutes of the masting,
corraspondences / business letters, propasats, policies and
guidelinas and ather similar dacuments,
FUNCTIONAL COMPETENCIES
L.Planning, Qrganizing and Delivering {Advancad):
Daveloping pragrams and prajects, and mobilizing and
managing rescurces, both materiak and human, in order to
fully achteve the set abjectives and targets of the Cily
Govarnment in genera! and of the respectiva
offices/departments In partlcular,

2. Policy interpretation and Implementation {Advanced): The
abillty to interpret and apaly axisting policies and guidefines
ralative ta plannlag concerns of the local government unit,

OFFIGE OF THE
SANGGUNIANG
PANLUNGSOD

HUMAN RESQURCE
MANAGEMENT OFFICER Iv

484

22

68415

Bachelor's Degree

16 hours of
relevant training

3 years of relevant
experience

Career Service
(Professionai)
Second Level

Eligibility

TECHNICAL COMPETENCIES

L Computer Literacy (lntarmediate): Creates and uses new

templatas, forms, and styla sheats to make dacuments.
Design slide presentations with eshanced features,

2. Managing Work (Intermediate): Ability ta effectively
manrage ane's iime and resources with minimal supervision
arid correlate one's own time with the other mambers of the
unlt. Ability to organize events, Keeps files organized.

3. Praviding Support and Sarvices {Advanced): Recognizes
apportunities to offer suggestions or aliernatives and
explalns Implitatlons, benefite and disadvantsges. Ability to
initiate and fmpiement programs.

4. Business Writng (Advanced): Ability to create/tompose
written communication In elear, concise, and coherent
manner and carrect grammar without supervisian. This
Inchudes memarandum, minutes of the meeting,
correspondences / business letters, proposals, peliclas and
auidelines and othar similar documents.
FUNCTIONAL COMPETENCIES
1.Planining, Organizing and Delfivering {Advanced):
Developing programs and profects, and mohllizing and
mansging resourcas, both materlal and human, in order to
fully achieva the set abjectivas and targets of the City
Govaritent in general and of the raspactive
afflces/departments In particular.

2. Policy Interpretaticn and Implemantation (Advancad): Tha
ahility to interpret and apply existing poficies and guidelines
refative to plawnlng coneesns of the tocal gavemment unit.

CITY HUMAN
RESOURCES

DEVELOPMENT OFFICE




MANPOWER DEVELOPMENT
OFFICER |

497

1

23,877

Bachelor's degree

Nene required

None required

Career Service
(Professional)
Second Level

Eligibility

TECHNICAL COMPETENCIES
1. Computer Literacy {intermediate): Creatas and uses new
templatas, forms, and styla sheets to make documents,
Dasign slide prasentations with enhanced features.

2. Managing Work {Intermediate): AbRity ta effactively
manage ona's tima and resources with minimal supervision.
Keeps fllas organized.

3. Providing Support and Services {Basic): Recognlzes
apportunities to offer suggastlons ar alternatives and
axpiains implicatlons, benefits and dlsadvantages.

4. Buslness Writing (9asic). Ahility to treate/composa
written communlcation In clear, concise, and caharent
mannar and correct grammar. This includas memorantum,
mlnutas of tha mesting, correspondences / husiness letters,
and other simllar documents.

CITY HUMAN
RESOURCES

DEVELOPMENT OFFICE

LOCAL TREASURY OPERATIONS
OFFICER |

293

1

23,877

Bachelor's Degree

None required

Nene required

Career Service
(Professional)
Second Level

Eligibility

TECHNICAL COMPETENCIES
1. Computer Litaracy (intermadlate): Creates and uses hew
templates, farms, aid style sheets to make documents,
Design si#de presentations with enhanced features.

2. Managing Work {Intermediate): Ability to effectively
manage ane's time and resources with minimal supervision,
Kaeps files organized.

3. Providing Suppaort and Servlcas [Basic): Recognizes
opportunities to offer suggestions or glteraatives and
axplalns Implications, benefits and disadvantages.

4, Business Whriting (Basic): Abifity to create/compase
written communication in clear, cancise, and coherent
mannet and correct grammar, This includas memorandurm,
minutes of the meeting, cosrespondancas f business letters,
and other similay documents.

OFFICE OF THE CITY
TREASURER

RECORDS OFFICER |

545

11

23,877

Bachelor's Degree

None required

None required

Career Service
(Profesgional)
Second Level

Eligibility

TECHNICAL COMPETENCIES
1. Computer Literacy {Intermediate); Creatas and uses new
tarplates, forms, and style sheets to make dotuments.
Design slide presentations with erhanced features,

2. Managing Wark {Intermediate): AbBity to affactively
manage ane'’s tme and resources with minimal supervision.
Keeps files organtzed.

3. Providing Support end Services (Basic): Recognizes
opportunitles to offer suggestions or alternativas and
exglains implications, henefits and disadvantages.

A, Businass Writing {Basic): Ability to create/composa
written communication in clear, conclse, and coherent
manner and correct gramiar. This includes mamoraidum,
miinutas of the mzating, torraspardences / business letters,
snd othar similar docements,

OFFICE OF THE GITY
GENERAL SERVICES
OFFICER

RECORDS OFFICER |

370

11

23,877

Bachelor's Degree

None required

None required

Career Service
(Professional)
Second Level

Eligibility

TECHMICAL COMPETENCIES
1, Camputer Literacy (Iniermediate): Creates and uses new
tamplates, forms, and style sheets to make dacumants.
Design slide presantations with enhancad features.

2. Managing Wark [int liate): Ability ta effectively
managa ane's time and rasources with minimal supervision,
Keeps files organized.

3. Providing Support and Sevvices {Basic): Recognizes
cpportunities to offer suggestions or alematives and
gxplains implicatians, benefits and disadvantagas.

4. Businass Writing {Basic): Adility ta createfcompose
written communleation in clear, ¢ontise, and coharent
manmer and correct grammar, This Includes menworandum,
minutes of the meeting, correspendences / business letters,
and other similar documenis.

OFFICE OF THE CITY
ACCOUNTANT




ADMINISTRATIVE OFFICER |

11

23,877

Bachelor's Degree

None required

None required

Career Service
(Professional}
Second Level

Eliglbility

TECHNICAL COMPETENCIES
1. Computar Likeracy (intarmadiate): Creates and uses new
templatas, forms, and style shaets te make documents.
Deslgn slide presentetions with enthanced features,

2. Managing Wark {Intermediate): Ability ta affectively
manage ane's time and resaurces with minlmal supervision.
Keeps fllas brgenized.

3, Praviding Support and Services (Basich Recognlzes
apportunities to offer suggestions or akemativas and
axplains implications, benefits and disadvantages.

4, Businass Writlng (Basic): Abiity ta create/rampose
written communication in clear, conclse, und coherant
manner and corract gratmear. This includes memorandun,
minutes of the mesting, correspondences / businesa lattars,
and pthery similar documents.

CFFICE OF THE CITY
ENGINEER

NURSE |

405, 406

16

33,575

Bachelor of Science in
Nursing

None required

Mone required

RA 1080

TECHNICAL CCMPETENCIES
1. Computer Literacy (Intermediata); Creatas and uses new
{emplates, forms, and style sheets to maka decuments.
Dasign shide presentations with enhanced featuras.

2. Managing Work (intarmediate): Abdlity to effactively
manage one's time and resources with minimal suparvisian.
Keeps files organized.

4. Providing Support and Services (Basic): Recognlzes
oppartunities to offer suggestions or alternatives and
explains implications, henefits and disacdvantages.
FUNCTIONAL COMPEFENCIES
1.5ervice Defivery (Intermediata): ¥he ability to provide
prampt and quality service in response to the naeds of the
arganlzatian, the public and co-workers.

CFFICE OF THE CITY
HEALTH OFFICER

10

MEDICAL OFFICER ||

402

18

43,681

Docter of Medicine

None required

None required

RA 1080

TECHNICAL COMPETENCIES

1. Computer Literacy (intermediate): Creates and uses new

tamplates, forms, and style shaets te make documents,
Design slida prasentations with enhanced features.

2. Managing Wark {Intermediate): Ahility to effectively
manage ane's time and resources with minlme) supervision
and correfzte one's own time with the other membars of tha
unit. Ahility ta organize events. Keeps files organized.

3. Praviding Support and Services {Advanced): Recognlzes
apportunities Lo offer suggestions or altamatives and
explains implications, benefits and disadvantages. Abllity to
initiata and implement programs.

4, Business Writing (Advanced}: Ability to create/compnsa
written commaunication in clear, concise, and coherent
manner and carrect grammar without suparvision. This
Irchidas memorandum, minktes of the meeting,
corraspondences / buslness letters, proposals, pelicies and
guidelings and othar similar documants.
FUNCTIONAL COMPETENCIES
1.Planning, Organlzing ard Dellvering [Advanced):
Developing programs and projecss, and mohiftzing end
raanaging resources, both materlal and human, in arder to
fully achieve the set abjectives and targets of the Cly
Government in genaral and of tha respective
affices/depnrtments in particular,

2. Policy Interpratation and implementation {Advanced): The
ability to interpret and apply existing policies and guidelines
yelative to planning concarns of the local government unit.

OFFICE OF THE CITY
HEALTH OFFICER




11

NUTRITIONIST-DIETITIAN {

645

11

23,877

Bachelor's degree major
in Mufrition, Dietetics or
Gommunity Nutrition

None required

None required

RA 1080

1, Computer Literacy {Intermediate): Creates and uses new
templates, forms, and style sheets to make documenis.
Destgn slide presantations with enhanced featuras.

2, Managing Work (| ): Ahility to effectivaly
managa oha's time and resources with minimal supervision.
Keaps files organized,

3. Providing Supyport and Sarvices (Basic]: Recognizes
appartunlties to offer suggestions o alternatives and
explaing implications, benefits and disadvantages.
FUNCTHOMAL COMPETENCIES
1.5ervice Delivery (intermediate): The abllity to provide
prompt and quality servica In response to the neads of the
arganization, the public and co-workers.

CITY HEALTH OFFICE -
CAT. I

12

MEDRICAL TECHNOLOGISTH

651

11

23,877

Bachelor's degree in
Medical Technology or
Bachelor of Science in

Public Health

None required

None required

RA 1080

1. Computer Literacy {Infermediate): Creates and uses naw
templates, forms, and style sheats ta make documents,
Design slide presantations with enhanced features.

2. Managing Work (Intermadiate}: Ability to affectively
manage onga's tima and resources with minimal supervision,
Keeps files organized.

1, Praviding Support and Services {Baslc): Recagnizes
appartunities to offer suggastlons or slternatives and
explains Implications, benefits snd disadvantages.
FUNCTIGNAL COMPETENCIES
1.5ervice Dalivery {Intermedlata): The ability to provide
prampt and quallty service in response to tha needs of the
organization, the public and co-workers,

CITY HEALTH OFFICE -
CAT. Il

13

ENVIRONMENTAL MANAGEMENT
SPECIALIST

781

11

23877

Bachelor's degree
relevant ta the job

None required

MNone required

Career Service
{Professional)
Second Level

Eligibility

TECHNICAL COMPETENCIES
1. Computer Literacy (intarmedlatel: Creates ahd uszs new
tamplates, forens, and styla sheets to make decumsnts.
Deslen slida prasentations with enhanced featurss.

2. Managing Work {Intermediste): Ability to affectively
managa one's time and gesaurces with minimal supervision.
Keaps files organized,

3. Praviding Support and Services {Basic): Recognizas
apportunltles ta offer suggestions or alternatives and
explaing imallcations, benefits and disadvantages.

4, Business Wiiting (Basic}: Ability to create/compose
written cormmunication in clear, conclse, and coherent
pnanner and correct grasimar, This includes memerandum,
minutes af tha meating, correspendences [ business letters,
and other simiar documaents.

OFFICE OF THE CITY
ENVIRONMENTAL AND
NATURAL RESOURCES

OFFICER

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 March 16, 2021.

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

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. Photacopy of valid NBI Clearance

QUALIFIED APPLICANTS are advised to hand in or send through courier/femail 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 March 18 to May 17, 2021.

"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.”




