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PRO NCR MEMORANDUM 

No. £. U Z 2 - 4 0 4J;! 

TO 

FROM 

SUBJECT 

ALL INTE RESTED APPLICANTS 

BE~ M.D. 
V icc President ~\,f 
PhilHealth Regional Office CR 

Notice ofVacancies (Casual Positions) 

UNIVERSAL HfALTH Cft~F 

.\nached are the Vacancies fo r casual positions in the Corporation the corresponding item 
number, salary grade, and qualification standard, au th orized fo r filling-in. 

PhilHcalth recognizes the right to equal opportunity in the workplace. T hus, aU qualified 
applicants will be considered for employment without regard to age, ethnicity, religion, sex, ciYil 
status, national origin, d isability s tatus, political affiliation, or any other similar fac tors / persona l 
cucumsta nces which run counter to the principles of merit and fi tness and equal employment 
opportumry. 

Q ualified applicants arc advised to send their complete application documents to the Human 
Resource U nit (HRU) 5th'" F loor VCP Building, #68 Kalayaan Avenue Teacher's Village 
West Quezon City, or at the following email addresses - hr.proncr@ philhcalth.gov.ph / 

proncr.hru@gmail.com until SEP f 6 2022 

List o f requirements to be submitted: 

Internal Applicant: 
1 .. \ pp lication Form; 
2. Properly accomplished and updated Personal Data Sheet (PDS) CS Form o. 212, Re,· ised 

2017 with recent passport-sized pho to and Work Experience Shee t (\YES) 
3. Certificate of Perfo rmance Rating (if applicable) 

External Applicant: 
1. ,\pplication Form; 
2. Proper!~· accomplished, updated, and notarized Personal Data Sheer (PDS) CS Form No. 212, 

Rc,·ised 2017 with recent passport-sized photo and Work Ex perience Sheet (WES); 
3. Original copy o f the authenticated certificate of eligibili ty/ rating / license 

-~----- -----

()PhiiHealthofficial ~ ~- Qteamphilhealth @ actlo ncenter.a.p hilhealth gov.ph 
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3.1 Certifica te of Eligibility issued by the CSC; or 
3.2 Va lid professional license and certificate of registration issued by PRC/ SC; or 
3.3 Valid licenses issued by authorized regulatory agencies 

4.Certificate of Performance Rating for the Present Position- for one (1) year (as applicable) 
5. Copies of Scholastic Records/ Academic Records- Transcript o f Records and diploma or 

certification from the D epartment of Education (DepEd) and/ or Commission on Higher 
Education (CHED) on the authenticity and equivalency of the subjects/ courses taken. 

6. Copies o f Certificates of Training Attended 
7. Sworn D eclaration / Identificatio n o f RclatiYe Form; 
8. Certification of No Conflict o f Interest Form; and 
9. Non-Disclosure Agreement f-orm 

Application docwnents submitted 1n the following mstances shall no lo nger be 
considered / accepted: 

a. Submitted beyond the publication / posting period; 
b. Documents not properly filled out; and/or, 
c. Incomplete attachments 

You may contact the HR D evelopment Unit at (8)441 -5677 for further queries. 

0Phi1Healthofficial l ~teamphil heal th @ actioncenter O..·philhealth.gov.ph 



Republic of the Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 

Position / Job G rade: 

O rganizational Unit: 
Place of Assignment 

Item o. 

o. of Vacant Position 

l\ Iinimum Qualification 

Standard (QS): 

Job Description: 

Phil Health Regional Office - National Capital Region 
VCP Building. 68 Kalayaan/\venue. Teachers Village West. Quezon City 

Call Center: (02) 84-11-5680 I Trunk line: (02) 8441 -5677 
"" w.philhealth.gov.ph 

LIST OF VACANCIES 

CASUAL 

COURIER/ Job Grade- 5 

PRO NCR Central 
Benefits Administration Section 

CAS-1903-0111 

1 

I. l·:ducation: High School Graduate 

2. Experience: None Required 

3. Training: N one Required 

4. Eligibility: None Required 

Duties and Responsibilities of the Position: 

UNIVERSA l HEALTH CA~f 

Under general supervision, the Courier is responsible fo r setTing 
and receiving orders, processes, and o ther documents to and from the PRO 
NCR offices. 

0 PhiiHealthofficial Q teamphilhealth ~ actloncenter a:.philhealth.gov.ph 



Republic of t!te Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 

Posicion I Job Grade: 

O rganizacional Unit: 

Place of Assignment 

I tem Number 

o. of Vacant Posicio ns 

Organizacional Unit: 

Place o f Assignmen t 

Item N umber 

No. of Vacant Posicion 

Organizacional Unit: 

P lace of Assignment 

I tem N umber 

No. of Vacant Posicion 

Organizacional Unit: 

Place of Assignment 

Item lumber 

o . of Vacant Posicion 

i'vfinimum Qualificacion 

Standard (QS): 

r\ddirjonal Quatificacion 

Requirement I Preference: 

Phil Health Regional Office- National Cap ital Region 
VCP Building. 68 Kalayaan Avenue. Teachers Vi llage West. Quezon City 

Call Center: (02) 8441-5680 I Trunkline: (02) 8441-5677 
www.phi lhealth.gov .ph 

LIST OF VACANCIES 

CASUAL 

UNIVERSAl. HE AlTH Ch!':f 

ADMINISTRATIVE AIDE VI (CLERK III) I Job Grade - 5 

PRO NCR North 
Collection Section 

CAS-1902-0106; CAS-1902-0155 

2 

PRO NCR North 
M embership Section 

CAS-1902-0137 

1 

PRO NCR Central 
Benefits Administration Section 

CAS-1903-0077 

1 

PRO NCR South 
Collection Section 

CAS-1901-0136 

1 

1. Educacion: Complecion o f two (2) years of studies in College 

2. Experience: None required 

3. Training: lone required 

4. E ligibility: Career Service (Sub-professional)I Fixst Level Eligibility 

For PRO NCR Central and PRO NCR South Vacancies 

C,.l , 
·~~-- .. ., .~~ ... 

- Bachelor's Degree Graduate 

() PhiiHealtho fficial QO teamphilhealth ~ actioncenter.~philhealth.gov.ph 



.J o b Description: 

Republic o.f tlte Pltilippine.1· 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Phil Health Regional Office - National Capital Region 

YCP Bui lding. 68 Ka layaan Avenue. Teachers Vi llage West. Quezon City 
Call Center: (02) 844 1-5680 I Trunklinc: (02) 844 1-5677 

www.philhcal th.gov.ph 

Duties and Responsibilities of the Position: 

1. Performs frontline serv ices. 

UNIVERSAL HEA LT H CARE 

2. Recei,•es and records all incoming and o utgoing communications/ 
correspo ndences, repo rts, and documents to and from the office. 

3. Ensures that all communications are received and / or forwarded 
to concerned accountable o ffices/personnel. 

4 . D rafts reports, memoranda, correspondences, and o ther documents 
o f the o ffice. 

5. Establishes and maintains a systematic and updated filing sys tem. 

6. Maintains the inventory of offices' supplies and materials. 

7. Assists in o rganizing and documenting meerjngs called for th e 
supervisor/ head o f office. 

8. Assists in answering telephone calls and attending to office clients. 

9. Performs other related tasks as may be assigned and delegated by the 
immediate supervisor. 

0 PhiiHealthofficial t.. 0 teamphilhealtl1 e actioncenter a.philhealth.gov.ph 



Position I J ob G rade: 

Organizational Unit: 
Place of Assignment 

Item umber 

o. of Vacant Positions 

O rganizational Unit: 
Place o f Assignment 

Item Numbers 

No. of Vacant Positio n 

l\ifinimum Qualifica tion 
Standa rd (QS): 

J ob Description 

Republic of tile Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Phil Health Regional Office - National Capital Region 

VCP Building. 68 Kalayaan Avenue. Teachers Village West. Quezon City 
Call Center: (02) 8441-5680 I Trunkline: (02) 8441-5677 

www.philhealth.gov.ph 

LIST OF VACANCIES 

CASUAL 

UNIVERSAl HfAlTH (Aft£ 

SOCIAL INSURANCE ASSISTANT I (PhilHealth Accounts Information 
Management Specialist- PAlMS) I Job Grade- 6 

PRO NCR Central 
Collection Section 

CAS-0005-0013; CAS-0005-0039 

2 

PRO NCR South 
Collection Section 

CAS-0005-0094 

1 

1. Mus t be a Bachelo r's degree holder, preferably a financial, business 
Management, o r marketing-related course; preferably with a markering 
sales, financial or accounts management work experience or training 

2. Must be willing to undergo fieldwork 

3. l\'Iust ha,·e at least a Career SetYice (Sub-Professiona l)IFirst Le,•el 
E ligibility 

4. Knowledgeable of Microsoft Word, Excel, and Powerpoint and willing 
to learn new computer programs/ applications 

5. With good interpersona l and communication skills 

6. Preferably a resident within the area of coverage of the 1.1-110 or 
willing to be assigned to the U -II 0 

7. Must not be a relative of any Phi!Health employee up to the 5'" degree of 
consanguinity o r affinitv by esc or internal issuance. 

Duties and Responsibilities of the Position: 

1. Ensure employee compliance to Phi!Health membersh ip registration, 
premiu m remittance and repo rtorial requirements; 

2. Conduct account management and monitoring o n the assigned 
accounts, i.e. evaluation of remittance and reporting standing of 
employers within your area of jurisdiction. 

3. Ensure that expected output/ deliverables are attained; 

4. Perform o ther additional tasks as may be deemed necessary to achieve 
the objectives o f th e Phi!Health Accounts Management and J'v[onitoring 
Strategy (P AMMS) 

0 PhiiHealthofficial . 0 teamphilhealth (§I act1oncenter o. philhealth.gov.ph 



Republic o.f the Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 

Position / Job Grade: 

Organizational Unit: 
Place of r\ssignmen t 

l rem N umbers 

o. of Vacant Positions 

O rga niza tional Unit: 
Place o f Assignment 

Item Numbers 

No. of \'acant Positions 

Organizational Unit: 
Place of Assignment 

Item Numbers 

No. of Vacant Positions 

Minimum Qualification 
Standard (QS): 

1\dditional Qualification 
Requirement / Preference: 

Phill-lealth Regional Office - National Capital Region 
VCP 13ui lding. 68 Kalayaan /\venue. Teachers Village West. Quezon City 

Call Center: (02) 8441-5680 I Trunk line: (02) 844 1-5677 
www.philhealth.gov.ph 

LIST OF VACANCIES 

CASUAL 

UNIVERSAL HEA LTH C/~ RE 

SOCIAL INSURANCE ASSIST ANT I (PhilHealth Customer Assistance, 
Relations and Empowerment Staff- PCARES / Job Grade - 6 

PRO NCR North 
Office of the Manager 

CAS-0006-0106; CAS-0006-0109; CAS-0006-0111; CAS-0006-0114; 
CAS-0006-0148; CAS-0006-0150; CAS-0006-0098; CAS-0006-0149 

8 

PRO NCR Central 
Office of the Manag er 

CAS-0006-0071; CAS-0006-0085; CAS-0006-0146; CAS-0006-0090 

4 

PRO NCR South 
Office of the Manager 

CAS-0006-0124; CAS-0006-0130; CAS-0006-0134; CAS-0006-0135; 
CAS-0006-0126; CAS-0006-0128; CAS-0006-0138; CAS-0006-0139; 
CAS-0006-0145 

9 

1. Education: Completion of two (2) years o f studies in College 

2. Experience: One (1) year of relevant experience 

3. Training: Four (4) ho urs of relevant training 

4. E ligibili ty: Career Service (Sub-professional) / First Level Eligibility 

1. Education: Bachelor of Science in Nursing 

2. Eligibility: R.A. 1080 / Registered N urse 

3. Preferably a resident of a locality within the jurisdiction of the 
PhilHealth Regional Office where he/she is applying; 

4. No affiliation with the Health Care Institution (HCI) o fficers or its 
employee/ staff up to the 4'h degree o f affinity o r consanguinity; 

5. Willing to be assigned in any of the accredited 1-ICis within the 
jurisdiction of the PhilHealth Regional Office he/she is applying to . 

0 PhiiHealthofficial t ~ 0 teamphilhealth e actioncenter.ci•philhealth.gov.ph 



.Job Description: 

Republic of til e Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Phill-lealth Regional Office- National Capital Region 

VCP Building, 68 Kalayaan Avenue. Teachers Village West. Quezon City 
Call Center: (02) 844 1-5680 I Trunk! inc: (02) 8441 -5677 
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D uties and Responsibilities of the Position: 

UNIVERSAL HtA LTH CARF. 

1. Provide members, dependents, and other clients with assistance during 
admission, confinement, and discharge; 

2 . Conduct surveys at the HCI level in aid of policy fo rmulation; 

3. Perform tasks in support of the No Balance Billing (NBB) policy formulation, 
po int-of-service enrolment, and other priority projects of the Corporation 
that may require the provision o f services to members at the point-o f-benefit 
availinent; 

4. Liaise between the member, the HCI, the Corporation, and other stakeholders 
to ensure benefits are availed and Customer experience at the HCI level is 
well documented; 

5. Responsible for providing client assistance ar the point-of-benefit availment 
(to be assigned to a specific hospital or act as roving PhilHealth C\RES for 
several hospitals within the PhilHealth Regional O ffices' jurisdicrjo n); 

6. Performs other related tasks as may be assigned bur within the bounds o f th e 
rules of the Corporation. 

0 Phi\Heatthofficiat ~ 0 teamphilhealth e actioncenter u·philhealth.gov.ph 


