I—
PHILIPPINES

Republic of the Philippines

COOPERATIVE DEVELOPMENT AUTHORITY

Region V Extension Office - CIVIC CENTER COMPUND, DAYANGDANG, NAGA
CITY (MARIA CRISTINA ST., CORNER MAYON AVE. EXTENSION, NAGA CITY)

Interested applicants may send their NOTICE OF VACANCY
applications to hr.r5@cda.gov.ph

Position Title Administrative Assistant Il
Documentary Requirements (scanned or ltem Number CDAB-ADAS2-49-2017
photocopy):
Assignment Region VExtension Office
- Application letter Salary Grade : SG 8
Indicate specificitem number & addressed to: .
Status : Permanent

SALVADOR V. VALEROSO
Regional Director Qualification Standards

CDA Region V Extension Office

Education : Completion of 2 years studies in college
- Duly accomplished Personal Data Sheet Experience  : 1 year of relevant experience
(CSC Form) and attached Work Experience Training : 4 hours of relevant training
Sheet
- Updated CV/Resume Eligibility : Relevant MC 11, s. 1996, Career Service

N O ea s DL (Subprofessional) First Level Eligibility

- CSC Eligibility Document*
- Employment Certificate/s* Duties and Responsibilities of the Position
- Training Certificate/s*

- Most recent performancerating™*

1. Performs frontline services for the Office of the Regional Director,
30% | including, but not limited to the accommodation of visitors, management of

. N heduled int ts, and i f ph Ils;
*Must reflect credentials that meet minimum scheduied appoiniments, and answering of phone calls

qualification standards
**For government employees

20% (2. Drafts relevant routine correspondences, transactions and requests

3. Performs various technical and administrative duties such as preparation

Applications with incomplete documentary 20% : _
of reports, and other presentation materials;

requirements will not be accepted.

4. Manage and distribute information within the office, file/maintain

2 0,
it memorandum and other files;

10% | 5. Performs other related duties that assigned from time to time.

Posting Start Date : January 28, 2022
Deadline of Submission of Applications: February 7, 2022




