CS Form No. 9
Revised 2018

To: CIVIL SERVICE COMMISSION {CSC)

Republic of the Philippines
CGO BINAN, LAGUNA
Recquest 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 fo be submitted fo the CSC FO must be in MS

Excel formet

JENNY AKE B. SARMIENTO

Date:

June 2, 2021

Position Title

Plantilla
item No.

Salary/
Job/
Pay

Grade

Monthly
Salary

Qualification Standards

Education

Training

Experience

Eligibility

Competency
(if applicable)

Place of
Assignment

CITY GENERAL
1 {SERVICES
CFFICER |

542

25

98,886

Bachelor's degree in
Public Administration,
Business Administration
and Management

Mone

5 years experience In
general services,
including
management of
supply, property, solid
waste disposal and
genheral sanitation

First grade or its equivalent

NOTE: Biﬁaﬁ resident
pursuant fo the Local
Government Code

TECHMICAL COMPETENCIES
1. Government and Departmental Policies and
Procedures(advanced}: Abllity to understand and apply
knowledge of goveriment and deparimental statuies,
regufations, policles, and procedures.

2. Risk Assessment and Management {Advanced): Abllity
1o plan, develop, and implement measures that will
avoid, avercame or tompensate far elaments of risk.
LEADERSHIP COMPETENCIES
1, Building Collaborative and Inclusive Waorking
Relatlonships (Advaticed): Demonstrates adaptabilty to
different pratocols, working styles and individual
differences with peopie Inside and outside the
organization. Ident/fles barrlers to apen communlcation
and Inltlates appropriata sofutions.

2. Managlng Parformance and Coaching for Rasulis
(Advanced): Menitors strateglc mperatives of the
organization znd orchestrates teams, work and
organizational culture around this, through advanced
skilisin coaching to achleve perfarmance standard.
Acljusts style/stance from directing to empowering,
based on the capabilities and motivation of the
emplovee, providing examples of behavior conslstent
with goal achievement,

4, Creating and Murturing a High Perfarming Organization
{Advanced): Creates a cultura where team warit and
interdependence |s nuttured by faclitating collaboration
acrass organlzations.

FUNETIONAL COMPETENCIES
1.Blanning, Crgenizing ahd Dellveting {Advanced):
Developing pregrams and projects, and mobillzing antd
mangging resources, both materiaf and human, n order
to fully achieve the set objectives and targets of the City
Government In genera! and of the offices/departments
in particular.

JuPollocinterarstation and Imalementation (Advanced.

OFFICE OF THE GITY
GENERAL SERVICES
CFFICER




CITY ACCOUNTANT
|

364

25

98,886

Bachelor's degree in
Commerce/Business
Administration: major in
Accounting

None

5 years experience in
the treasury or
accounting service

RA 1080

NOTE: Bifian resident
pursuant to the Local
Government Code

(Certified Public Accountant)] o@enizstion and orchestrates teams, work and

TECHNICAL COMPETENCIES
1. Government and Devartmental Policles and
Procedurasiadvanced): Abllity ta understand and
apply knowledge of government and dapattmantal
statutes, regulations, policies, and preceduras.
2. Risk Assessmant and Managemant {Advanced):
Abllity to plan, develop, and Implement measures
that will avold, evercama or compensate for
elaments of risk.
LEADERSHIP COMPETENCIES
1. Building Collaborative and Inciusive Weorking
Relationshlps (advanced)s Demonstrates
adaptability to different pratocols, working styles
and individual differences with people Ingide and
tutside the organlzation, ldentiflas barders to open
communication and initiates appropriate solutlons.
2, Managing Parformance and Coaching for Results
{Advanced): Monitors strategic imperatives of the

arganlzational cultura around this, through advanced
skills in coaching to achleve parfermance standard.
AdJusts style/stance from diracting to empowering,
thiased an tha capabilltles and motlvation of the
employee, providing examples of hehaviar
conslstent with geal achievement.

3, Creating and Nurturing a High Perfarming
Organlzatlon {Advanced): Creates 2 culture whare
tearn work and Interdependance 15 nurturad by
facilitating collabaration across organizaticns.
FUNCTIQNAL COMPETENCIES
1.Planning, Qrganizing and Dellvaring (Advancad):
Developing programs and prajects, and mohllizing
and managing resources, both material and human,

in order ta fully achieve the set abjectives and
targets of the City Govarament in genaral and of the
offices/departments in particular.

2, Poticy Interpretation and implementation
[Advanced): The shllity ta interprat and apply
exlsting policies and guidelines ralative to planning
conceras of the local government unit.

QFFICE OF THE CITY
ACCQUNTANT




cITY
GOVERNMENT
DEPARTMENT
HEAD |

887

25

98,886

Bachelor's Degrea

32 hours of training in
management and
supervision

5 years in position/s
invalving
management and
supervision

First grade or its equivalent

NOTE: Bifian resident
pursuant to the Local
Government Code

arganizational culture around this, thraugh advanced

TECHNICAL COMPETENCIES
1. Government and Departmental Policies and
Procedures{Advanced): Abllity to understand and
apply knowladge of government and departmental
statutes, regulations, policles, and proceduras,
2, Risk Assessment and Management (Advanced):
Ability to plan, devalop, and implerent measures
that will avold, averceme or compensate for
elemants of risk.
LEADERSHIP COMPETENCIES
1. Building Cellaborative and Inclusive Warking
Relationshlps (Advanced): Demonstratas
adaptshility to different pretocols, working styles
and individual differenices with pecple inside and
autside tha organization, Identifles basriers to open
communication and fnitfates appropriate solutiens.
2. Managlng Performance and Coaching for Resudts
{Advanced): Monltors strategle Imparetives of the
organlzation and archestrates teams, work and

skills in coaching to achleve perfermance standard,
Adjusts style/stanca from diracting to embowering,
hased on tha capahilittes and motivation of the
employae, providing sxamples of behaviar
consistent with goal achievement.

3. Craating and Murturing a High Parfarming
Qrganlzatlon {Advanced): Creates a culture where
team work and Interdapandenca Is nurturad by
facilitating cellaboration across crganlzations.
FUNCT/ONAL COMPETENCIES
1.Planning, Organlzing and Dalivering {Advanced):
Develaping pregrams and projects, and mohitlzing
and managing fesourcas, bath material and hurhan,
In arder to fully achieve the set objectives and
targets of the City Government ih generel and of the
offices/deparimants in particular.

2. Policy Interpratation and Implamentatian
(Advanced): The ability to Interpret and apply
existing policies and guidelines relative to planning
concems of the local gavernmant unit.

INFORMATION AND
COMMUNICATION
TECHNOLOGY OFFICE

ADMINISTRATIVE
OFFICER |

936

1

23, 877

Bachelor's Degree

Mone required

None required

Career Service
{Professional) Second Level
Eligibility

TECHNICAL COMPETENCIES

1, Computer Litaracy (Intermediate); Creates and
usas naw templatas, farms, and stylo sheets to make

documents, Dasign slide prasentations with

enhanced features,

2. Managing Work (intermedlate): Ability ta
effectivaly manage one's tima 2nd rasatrces with

minitnat supervision, Keeps files arganized,

3, Praviding Support and Services (Basic):
Recognizes opportunities to affer suggestians ar
alternatives and axplains implications, benefits anc
disadvantages.
4. Business Writlng (Baslc): Ahllity to

createfcompese written communication in tlear,
concise, and coherent manner and corract grammar,
This includes mamorandum, minutes of the maating,
torrespondences / business latters, and othar similar

documents.

CITY HUMAN
SETTLEMENTS AND
LIVELIHOOD OFFICE




TECHNICAL COMPETENCIES

ADMINISTRATIVE
OFFICER |

244

11

23, 877

Bachelor's Degree

Nene required

None required

Career Service
(Professional) Second |Level
Eligibility

uses pew termplates, farms, and style shaets to make

1, Computer Literacy (Intermediate): Creates and

documants. Design slide presentations with
enhanced faatures,

2, Managing Werk {intermediate): Abillty to
effactivaly manage one's thna and resources with
minimal supervisian. Keeps files organlzed.

3. Providing Support and Services (Basic):
ferognizes opportunities to affer suggestions ar
afternatlves and explains implicetions, bangfits and

disedvantages.
4, Business Writing {Basic): Abllity to
createfcampesa weitten communication In clear,
cencise, and coherent manner and correct grammar.
This includes mamarandum, minutes of the masting,
corraspondances / businass letters, and cther simllar
dotuments,

TECHNICAL COMPETENGIES

OFFICE OF THE CITY
PLANNING AND
DEVELOPMENT
COORDINATOR

ADMINISTRATIVE
OFFICER |

874

1

23,877

Bachelor's Degree

None required

Mone required

Career Service
(Professional) Second Level
Eligibility

1, Computer Literacy {Intermediate): Creates and
uses new tamplates, forms, and style sheets to make
documents, Dasfgn slide presentations with
enhanced features.

2. Managing Work [Intermediate): Ability to
effactively manage one's time and resources with
minimal supervislon, Keaps files organized.

3, Providing Support and Services (Baslc):
Recognizes opportunitlas to offer sugaestions or
alternatives and explalns implications, banefits and

disadyantages.

4, Business Writing (Basic): Akllity to
create/compose written communicetion in clear,
cancise, and caherent manner and corract grammiar,
This includes memorandum, minties af the maating,
carrespondences f business letters, and cther similar
decumants,

PUBLIC ORDER AND
SAFETY OFFICER

S0CIAL WELFARE
OFFICER 11

691

18

43,681

Bachelor's Degree in
Social Work

8 hours of relevant
training

2 years of relevant
experience

RA 1080
{Social Worker)

TECHNICAL COMPETENCIES
1., Computer Literacy {Intermediate): Creates
and uses new templates, forms, and style
sheets to make documents, Design slide
presentatlons with enhanced features.
2, Managing Work (Intermedate): Abllity to
effectively manage one’s time and resources
with minlmal supervisfon. Keeps files
organized.
3, Providing Support and Services {Basic):
Recognizes opportunitles to offer suggestions
or alternatives and explains implications,
benefits and disadvantages.
4, Business Writing {Basic): Abiliky to
create/compose written communication in
clear, oncise, and cohereat manner and
correct grammar. This Includes
memearandum, minutes of the meeting,
rorraspondences / business letters, and other
simtlar documents,

OFFICE OF THE CITY
SOCIAL WELFARE AND
DEVELOPMENT OFFICER




SOCIAL WELFARE
OFFICER |

696

11

23,877

Bachelor's Degree in
Social Work

None required

None required

RA 1080
(Social Worker)

TECHNICAL COMPETENCIES
1. Computer Literacy {Intermediate): Creates
and uses new templates, forms, and style
sheets to make documents, Design slide
presentations with enhanced feagures.

2. Managing Warl (Intermediate): Ability to
effectively manage one's time and resources
with minimal supervislon. Keeps files
organized,

3, Providing Support and Services (Baslc):
Recognizes opportunitles to offer suggestions
or alternatlves and explains Implications,
banefits and disadvantages.

4. Business Writing (Basic): Ablilty to
create/compese written communlcation in
clear, conclse, and coherent manner and
correct grammar. This In¢ludes
memaorandum, minutes of the meeting,
carrespondences / business letters, and other
similar docusments.

OFFICE OF THE CITY
SOCIAL WELFARE AND
DEVELCPMENT OFFICER

ASSISTANT CITY
ASSESE0R

338

23

76,907

Bachelor's degree
preferably in Givil or
Mechanical Engmeering,
Commerce, or any other
related course

None

3 years experience in
real property
assessment work or
in any related field

RA 1080
(Real Estate Service)

‘TECHNICAL COMPETENZIES

1. Computer Utaracy (Intermadiate}: Creptes and uses naw
temnplates, forms, and styla sheets 1o make doguinants, Desigh

slide presentations with ¢nhanced faaturas.

2, Managing Work [Intermedlate): Abllity to affestively managa
ane's time and resources with minimal suparvislon and
correlete one's own tme with thé other members of the unit.
Abllity to arganize events. Keeps fllas organized.

3, Providiug Support and Services [Advanced): Recognizes
onpartunities to offer suggesilons or alterhatives and explains
Implicatians, benefits and disadvantages, Ablllty to filtlate apd
implement programs.

4, Business Wrlting (Advanced): Abilly to cresta/compose
wrltten cominunication kit ¢lear, concise, and cohersnt mahher

and corract gramimar withaut supervision, This ncludes

memorandurs, minutes of the maeting, carrespondences /

buslness latters, proposals, policles and guidelines and other
similar dociménts,
FUNCTIONAL COMPETENCIES
1.Planning, Organizing end Dellvering |Advanced): Developing
programs and projects, and mobilizing and managlng resources,
bath matarial and human, In order to fully achieve the set
ohjectives and targets of the City Government In genaral and of
the respactive affices/departments (n perticular,

2, Poiley Interpratation and implementation {Advanced): The
abllity ta Interpret and apply exlsting polkies and guidelines

relatlve to planning concerns of the local gevernment unit.

OFFICE OF THE CITY
ASSESSOR




HUMAN

10 RESOURCE
MANAGEMENT

OFFICER Il

465, 466

15

33,575

Bachelor's degree

4 hours of relevant
training

1 year of relevant
experience

Career Service

(Professional) Second lL.evel

Ehglbility

TECHNICAL COMPETENCIES
1. Computer Literacy (Intermediate): Creates
and uses new templates, forms, and style
sheets to maka documents. Design slide
presentations with enhanced features,
2, Managing Work {tntermediate): Ability to
effectivaly manage one's thme and resources
with minimal supervision. Keeps files
organized.
3, Previding Support and Services {Basic):
Recognizes opportunities to offer suggestions
or alternativas and explains Impllcatfons,
beneflts and disadvantages,
4, Businass Writing (Basic): Abllity to
create/compose written communicatlon in
tlear, concise, and coherent manner and
correct grammar, This Includes
memorandum, minutes of the meaeting,
correspondences / business letters, and other
similar docurnents,

TECHNICAL COMPETENCIES

CITY HUMAN
RESOURCES
DEVELOPMENT OFFICE

11

ADMINISTRATIVE
CFFICER I

228

18

43,681

Bachelor's Degree

8 hours of relevant
training

2 years of relevant
experience

Carser Service

Eligibility

(Professmnal) Second Level conclse, znd coherent manner and cotrsct grammar

1. Computer Llteracy [Intermediate): Creates and
uses new templates, forms, and style sheets to make
documents. Design sllde presentatlans with
enhanhcad features,
2, Managlng Work (Intermedlate): Ability to
effactivaly manage oag's time and rescurces with
minimal supervision and corralate one'’s own time
with the ather mambers of the unit. Abillty to
arganize events. Keeps files organized,

1. Pravlding Suppart and Savices (Advanced):
Recoghizes sppottunities to offer suggastions or
alternatives and explains Implications, benefits ahd
disadvantages. Abllity ka lnitiate and implemant

programs,
4. Business Writing (Advanced): Ability to
create/compose wiitten communication in clear,

withaut supervision. This inctudes memarandum,
minutes of the meating, cosrespondences / business
lettars, proposals, policies and guldednes and other
similar documents.
FUNCTIONAL COMPETENCIES
1.Plannlng, Organizlng and Delivering [Advanced):
Developing programs and projeets, and mobhilizing
and managlhg resburces, both material and human,
in order to fully achieve the set abjectives and
targats of the City Government i ganeral and of the
raspective offices/departments In particular.
2. Policy Interpretation and Implemantation
{Advanced): The abjity to Interpret and apply
existing policies and guidelines refative to planning
concerns of the tecal gavernment unlt.

CFFICE OF THE
SANGGUNIANG
PANLUNGSOD




uses new templatas, farms, and style sheets ta make

1, Cormpilter Literacy (Intarmediate): Creatas and

documents. Design slide prasentations with

12 NUTRITIONIST-
DIETITIAN |

645

11

Bachelor's degree major
in Nutrition, Dietetics or

23,877
Community Nutrition

None required

None required

RA 1080
{Nutrionist Dietitian}

enhanced features,
2. Managing Work {intermediata): Ability to

effectively managa one's tima and resousrces with

minimal supervision. Keeps files organlzed,

3, Providing Support and Servicas {Basic):
Recognizes opportunlties to offer suggestions or

alternatives and explalng implications, bensfits and

disadvantages.

FUNCTIONAL COMPETENCIES
1.5ervice Delivery {Intermadiate): The ability to

provide prampt and quality service In response to
the neads af tha organization, the public and co-

workars.

1. Computer Litaracy (intarmediate): Creates and
uses new temylates, farms, and style sheets ta make
documents. Deslgn slide presentations with
enhanced faatures.

CITY HEALTH OFFICE -
CAT. i

13 MEDICAL
TECHNOLOGIST |

651

1

Bachelor's degree in
Medical Technology or
Bachelor of Sclence in
Public Health

23,877

None required

Nene required

RA 1080
(Medical Technologist)

2, Managing Work {Intermadiate): Abllity te
effectively manage one's time and rasources with
minlmal supervisian, Keeps files arganized.
3. Providing Support and Servicas (Basic):
Recagnizes opportunities to offer suggestions or
alternatives and explalns implicailons, benefits and
disadvantages.
FUNCTIONAL COMPETENCIES
1.5ervice Dallvary {Intermadiate): The abllity to
pravide prampt and quality servica in responss to
tha needs of the argenlzatian, the public and ta-
workers.

TECHNICAL COMPETENCIES

1. Camputer Literacy (Intermadiate); Creates and
uses new templates, forms, and style shaets to make|

CITY HEALTH OFFICE -
CAT. Il

ENVIRONMENTAL
14 |MANAGEMENT
SPECIALIST |

751

11

Bachelor's degree

23,877 relevant to the job

None required

None required

Career Service

Eligibility

(Professional} Second Level

documents. Design stde presentatlons with
enhanced featuras,
2. Managing Work (intermedlata): Ability ta

minimal supervisian, Keeps files organized,
3. Previding Support and Servicas (Basic):
disadvantages.

4, Business Writing (Basle): Abllity to

documents.

effectively manage cne's time and resources with

Recegnizas oppartunitles to affer suggestions or
altarnatives and explains implications, benefits and

creata/composa writtan cammunication in tlear,
cancise, and coherent maniner and carract grammar.
This includes mamarandum, minutes af the maating,
correspondencas / business fetters, and other similar

OFFICE OF THE CITY
ENVIRONMENTAL AND
NATURAL RESCQURCES

OFFICER

not later than June 17, 2021.

Interested and qualified applicants should signify their interest in writing. Attach the following documents to the application letter and send to the address below

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, Biftan City, Laguna
cityhrd.binan,recfuitment@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 21, 2021 to August 31,2021.

“The City Government of Binan is an equal opporfunity employer. All applications are decitled 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.”




