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Republic of the Philippinel' 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Philllealth Regional Office- National Capita l Region 

VCP 13uilding. 68 Kalayaan Avenue. Teachers Village West. Quezon City 
Call Center: (02) 844 1-5680 I Trunkline: (02) 844 1-5677 

w\\w.philhcalth.gov.ph 

PRO NCR HRU MEMORANDUM 

No. 2 0 2 1 - 0 7 0 .-
~ 

TO 

FROM 

SUBJECT 

ALL INTERESTED APPLICANTS 

~/( 

DR~fCO 0soRI.}-JR. 
Vice President 
1\rea II- South ~uzon and lCR 
.r\nd Concurrent Vice President, PRO NCR 

Notice of Vacancies Gob Order Contractor) 

U NiVERSAL HEAlt H ( I;. • 

£\ ttached is the List of Vacancies for job order contractor positions in the Corporation authorized to 
be filled with the mi.nimun1 qualification standards . 

. \pplication Form (r\nnex D) together with Personal Data Sheet with recent passport-sized picture 
and Work Experience Sheet (CS form No. 212-revised 2017), authenticated certificate of eligibilitY 
or board rating certificate Diploma, Transcript of Records, Sworn Declaration/ Identification of 
RclatiYes in PhilHealth, Certification of No Conflict of Interest, and Non-Disclosure Agreement 
Form shall be directly submitted to Human Resource Unit (HRU) at S'h Floor VCP Building, 
#68 Kalayaan Avenue, Teacher's Village West, Quezon City. 

Application Period: APR 2 3 202f 1'0 MAY 0 2' 202f 

After such p eriod, no applications shall be entertained. Further, only applicants with 
complete documents shall be considered for evaluation. 
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ma~· contact HR Unit at (8)441-5677 or (8)441-5680 for further queries. 
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Position I SG: 

Organi7.alio nal L"ni t: 

(!>lace o f . \ ssignmcnt) 

(\ finimum Qualification 

Standard (QS) 

.\ dditionnl Q ualificaLion 

Rct1uircmcnt I Preference: 

Jo b Descriptio n: 
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Republic of the Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Philllcalth Regional Oflice - National Capital Region 

VCP 11uilding. 68 Kalayaan Avenue. Teachers Village West. Quezon City 
Call Center: (02) 844 1-5680 I Trunkline: (02) 8441-5677 

\V\\ w. phi lheal th .gov. ph 

LIST OF VACANCIES 

JOB ORDER CONTRACTOR 

ADJUD ICATOR I Salary Grade-8 

PRO N CR CENTRAL 
Benefits Administration Section - 1 Positio n (Rcposting) 

1. E ducaLio n: Bachelor's D egree G raduate 

2. E xperience: 1 year o f relevant experience 

3. T raining: -1- ho urs relc,·ant training 

4. E ligibility: o ne required 

F xcellcm typing skills 

Duties and Responsibilities of the Position: 

1. Task to electronically adjudicate claims. 

2. P erforms o ther related task as may be assigned . 

UNIVERSAL HEM IH Cl\ 
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Position / SG: 

< ) rganizational l . nit: 

(Place of ,\ ssignment) 

f\ finimum Requirements: 

Job Description: 
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Repuhlic oftlte Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Ph ill kalth Regional Ofli~.:e - 1 ational Capital Region 

YCP 13uilding. 68 Kalayaan /\vcnue. Tenchers Village West. Quezon City 
Call Center: (02) 844 1-5680 I Trunkline: (02) 844 1-5677 

\\Ww.philhealth.gov.ph 

LIST OF VACANCIES 

JOB ORDER CONTRACTOR 

UNIV£RS AL HEAlTH ( 1\R 

SOCIAL IN SURANCE ASSISTANT I (PhilHealth Accounts Information 

Management Specialist) / Salary Grade - 8 

PRO NCR NORTH- 1 Position 
PRO NCR CENTRAL - 1 Position 
PRO NCR SOUTH - 7 Positions (Reposting) 

1. Must be a Bachelor's degree holder, preferably a financial, business management or 

marketing related course; preferably with marketing, sales, financial or accounts 

management \vork or experience or training; 

2. Willing to undergo field work; 

3. l\Iust haYe at least Career Service (Sub-Professional)/ First Level E ligibility; 

4. Knowledgeable on Microsoft Word, E xcel and Powerpoint and willing to learn nc''" 

computer program / applications; 

5. \.Vith good interpersonal and communication skills; 

6. Preferably a local resident within the area of coYerage o f the LHIO or willing to be 

assigned in any Lf-IIO; 

7. 1\fust no t be a relative of any PhilHealth employee up to 5'11 degree of consanguinity 

or affinirv. 

Duties and Responsibilities of the Position: 

1. E nsure employer compliance to PhilHealth membership registration, premium 

remittance and reportorial requirements 

2. Conduct account management and monitoring on the assigned accounts; i.e., 

e,~alua tion of remittance and reporting s tanding o f employers within your area o f 

jurisdic tion 

3. Ensure that expected output/ deli,·erables arc attained 

4. Per form o ther additional tasks as may be deemed necessary to achieYe the ob jccti,·es 

of the PhilHealth .Accounts Management and l\ Ionitoring Strategy (Pr\ MI\IS) 
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RepuiJ/ic t!fthe Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Philllealth Regional Oflice - National Capital Region 

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

www.philhealth.gov.ph 

LIST OF VACANCIES 

JOB ORDER CONTRACTOR 

UNIVERSAL HEALTH ( AP 

··-----------------------.--------------------------------------------------------------------
Position I sc;: 

Organi7.ational U nit: 

(Place of £\ssignment) 

:'--Iinimum Qualificatio n 

Standard (QS) 

. \dditional Qualification 

Requirement / Preference: 

.I ob Descrip tion: 
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DRIVER / Salary Grade - 6 

PRO NCR NORTH - 3 Positions 
PRO NCR CENTRAL - 2 Positions 
PRO NCR SOUTH - 2 Positions 

1. Education: Elementary School Graduate 

2. Experience: one rec1uircd 

3. Training: None required 

4. E ligibility: Professional Driver's License 

Preferably on-smo ker 

Duties and Responsibilities of the Position: 

1. Transpor ts Officers and authorized employees to and from their official destinations. 

2. Ensures that the Officers and authorized employees get to his/her destination 

promptly and safely. 

3. Performs minor repairs and mechanical troubleshooting task when necessary. 
4. Ensures that vehicle is in good running condition and clean at all times by doing 

daily cleaning and check-up and/ or minor Yehicle repairs/ troubleshooting. 

5. Reports immediate needs for vehicle maintenance/ repairs to concerned Office. 

6. Accomplishes and subm.i.ts Daily Trip Tickets and maintains record of official trawls 

including all other documents required before and after trips/ tra,·els . 

7. Performs o ther related task that may be assigned 
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