
Republic of the Philippines
PHILIPPINE NUCLEAR RESEACH NSflTUTE
Commonwealth Ave. Diliman, Quezon City

ANNOUCEMENT OT VACANT POSITION

Contract of Servlce

Date of posting:
JUN 0 0 aor6

POStTtON sEcTroN/
DlvrsroN

EDUCATION EXPERIENCE TRAIN ING PREFERRED QUAI-IFICATIONS JOB DESCRIPTION DEADLINE

(11 PROJEqT

Admlnlstratlve
Alde Vl
(Contract of
Servlcef

Chemistry

Research

Section/
Atomic
Research

Division

Completion of
(2) two years

studies ln

college

For New
graduat63:
Nono
required

For thos6
with prevlous
employment:
ono (11

relgvant
6xperienco

For thoso
with pr6vious
omptoyment:
four (4) hours
rolevant
treining

a Knowledgeable in
procurement and financial
processes

Good communication and
organizational skills

Proficient in MS Office (Excel,

Word, PowerPoint. etc.)

Fit to carry out tasks
enumerated in the
job description

Process procurement requests in aid
to the technical components' activities
and functions.
Monitor the flow of finances of the
project, liquidate project expenses,

review, generate, and update financial
reports.
Ensure the timely processing of
honoraria and salaries of project staff.
Assist in monitorinS project

deliverables discussed during
meetings,
Carry out other administrative tasks
necessary to meet project

deliverables.

14-June-25For New
graduates
None
requirod
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1. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture (CS Form No. 212, revised 2017) which can be downloaded at www.csc.sov.oh;

2. Performance rating in the last rating period (if applicable);
3. Photocopy of certificate of eligibility/rating/license; and
4. Photocopy of Transcript of Records.

APPLICATIONS WITH INCOMPTETE DOCUMENTS SHATT NOT BE ENTERTAINED.

JOHN PAOTO t. IAZARTE, MS chE

Project Leader


