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POStTtON sEcfloN/DrvrSroN EDUCATION EXPERIENCE TRAINING PREFERRED QUALIFICATIONS DUTIES & RESPONSIBII.ITIES DEAOLINE

PROJECT TECHNICAT

AIDE V
(conract of servlce)

office ofthe
Director

Completion of 2

years studies in
college

For New
graduates: None

required

For those with
previous

employment:
l year of relevant
experience

For New graduates:
None required

For those with
previous

employment:
4 hours of relevant
training

Strong organizational and time
management skills

Good communications and

interpersonalskills
Proficient in Ms office (Excel,

Word, PowerPoint etc.)
Ability to multitask and good
attention details
Fir to carry out task enumerated in

the duties and responsibilities

1) Reviews, records and
releases various
licenses, flnancial
and adminlstrative
documents.

2) Assists during
meetings, seminars,
generalassembly and
other event hosted
by the office of the
director.

3) Performs other
duties and task
assigned by the
director.

72)uly-2O2s



1. Fully accomplished personal Data Sheet (PDS) with recent passport-sized picture (CS Form No. 212, revised 2017) which can be downloaded at ! ew'cqgy.ph;
2. Performance rating in the last rating period (if applicable);

3. Photocopy of certificate of eliSibility/ratinS/license; and

4. Photocopy of Transcript of Records.

APPTICATIONS WITH INCOMPLETE DOCUMENTS SHALT NOT BE ENTERTAINED'

L
CARTO A. Ph.D.

Director


