
VIDSWD
Department ol Social Welfare and Oeyelopmenl

NOTICE OF YACANCY

Please be informed that the DSWD - Field Of{ice 1 is inviting applicants to fill the hereunder
vacant positions:

I. One (1) Administrative Aide IV (Coutract of Service) * Anticipated Vacancy
Salary Grade I Monthly Salary: SG 4 / PhP14,800.00
Area of Assignment: Administrative Division - Generai Services Section

Minimum Requirements:
Education Completion of two-year studies in college or High School

Graduate with relevant vocational ltrade course
None required
None required
None required

Additional Requirements:
1. Experience in administrative, secretarial and/or clerical, records management and

records keeping is an advantage
2. Relevant trainings in records I datamanagement is an advantage
3. With positive work attitude and can work well under pressure

4. With good interpersonal relationship
5. Computer literate (MS Office Applications) * database managemert
6. Can work independently but also a team player
7. With good communication and coordination skills

2. Three (3) Administrative Assistant II / Bookkeeper (Job Order)
Salary Grade / Monthly Salary: SG I / PhPl8,601.00
Area of Assignment: Policy and Plans Division - Unconditional Cash Transfer

Minimum Requirements:
Education Completion of two-year studies in college or High School

Graduate with relevant vocational I trade course
Training 4 hours of relevant training
Experience 1 yearofrelevantexperience
Elieftilrty None required

Additional Requirements:
1. Preferably graduate of Finance-related course
2. Experience in administrative, secretarial and/or clerical, records, and financial

management in government setting is an advantage
3. Proficient in the use of corrputer (IvIS Office and other applications)
4. With good communication skills - both oral and written (English)
5. With positive work attitude and can work well under pressure

3. Three (3) Sociat Welfare Officer II (Contract of Service)
Salary Grade / Monthly Salary: SG 15 1P11P31,752.00

Area of Assignment: Statutory Programs Division - Crisis Intervention Section

Minimum Requirements:
Education Bachelor's degree in Social Work
Training None required
Experience None required
Eligibilrty RA 1080 * Registered Social Worker
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Additional Requirements:
l. With positive work attitude and can work well under pressure
2. With good interpersonal relationship
3. computer literate (MS office Applications) - database management
4. Can work independently but also a team player
5. With good communication and coordination skills

4. 14 Administrative Assistant II (Contract of Service)
One (1) Social Welfare Assistant (Contract of Service) * Anticipated Vacancy
Salary Grade I Monthly Salary: SG S / PhP18,601.00
Area of Assignment: Statutory Programs Division - Crisis Intervention Section

Minimum Requirements:
Education completion of two-year studies in college or High school

Graduate with relevant vocational ltrade course
Training 4 hours of relevant training
Experience 1 year ofrelevant experience
Eligibility None required

Additional Requirements:
1. Experience in administrative, secretarial and/or clerical, records management and

records keeping in government setting is an advantage
2. Proficient in the use of computer (MS office and other applications)
3. With good communication skills - both oral and written (English)
4. With positive work attitude and can work well under pressure

5. one (1) social lvelfare Assistant (Job order) - Anticipated vacancy
Salary Grade / Monthly Salary: SG 8 / PhPl8,60l.00
Area of Assignment: Statutory Programs Division - Recovery and Reintegration Program

for Trafficked Persons

Minimum Requirements:
Education completion of two-year studies in college or High school

Graduate with relevant vocational I trade course
Training 4 hours of relevant training
Experience I year ofrelevantexperience
Eligibility None required

Additional Requirements:
1. Graduate of Bachelor's Degree preferably Social Work
2. With knowledge and skills in case management
3. With good coordination and networking skills
4. With good technical writing and communication skills
5. Proficient in the use of computer (MS Office and other applications)
6. with positive work attitude and can work well under pressure

6. one (1) social \Melfare officer r (Job order) - Anticipated vacancy
Salary Grade I Monthly Salary: SG 11 lPhpZ2,gZg.OA
Area of Assignment: Statutory Programs Division * Community-Based Services Section

Minimum Requirements:
Education Bachelor of Science in Social Work
Training None Required
Experience None Required
Eligibilfu RA 1080 - Registered Social Worker



Additional Requirements:
1. With knowledge and skills in case management
2. With good soordination and networking skills
3. with good technical writing and communication skills
4. Proficient in the use of computer (MS Office and other applications)
5. with positive work attitude and can work well under pr.i.,rr"

7. One (1) Project Development Officer I (Contract of Service) - Anticipated Vacancy
Salary Grade I Monthly Salaryl SG 1l lphp22,g2g.00
Area of Assignment: Statutory Programs Division Social pension program

Management Office

Minimum Requirements:
Education Bachelor's degree relevanl to the job
Training None Required
Experience None Required
Eligibiliry None Required

Additional Requirements:
1. Graduate of Bachelor's Degree preferably Registered Social Worker
2. With knowledge and skills in case management
3. With good coordination and networking skills
4. with good technical writing and communication skills
5. Proficient in the use of computer (MS Office and other applications)
6. with positive work attitude and can work well under p..rior*

Interested applicants may submit their application to the undersigned thru the Human
Resource Management and Development Division (I{RVIDD) not later than 5;00 pM of2l October 2019 with the following affachments: €

1. Application Letter;
2. Comprehensive Resume or Updated Personal Data Sheet (CS Fonn No. 212,

Revised 2017 with attached job desoriptions / summary of functions for each
position held);

3. Transcript of Records & Diploma (certified photocopies);
4. certificates of rrainings / seminars attended / Employrnent;
5. Cerlificate/s of Board Rating / Professional License I 

-CS 
fugiUitity;

6. Certification from School for Masteral units earned or completed, iif any; and
7. Very Satisfactory (VS) Individual Perforunance Contract Rating ipClil for the last

semester, if any.

Note:
L Only shortlisted applicants are notified.
z 9ualingd applicants who are mEmbers of the Indigenous Communities, persons with

Disability (PWDs) and ftom any Sexual Orientation and Gender identities are encouraged
to apply.

3. Applicants with incomplete documents shall not be entertained.

MARCELO NICOMEI}ES J. CASTILLO
Regional Director
10ltst20t9

BY:
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MARLENE FEBES D. PERALTA
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