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HRD MEMORANDUM
No. 2021 04— Hb

TO
FROM
Human Reséurce Department
SUBJECT : Notice of Vacant First and Second Level Positions (Rank & File)

(Revision 1)

Attached 1s the list of vacant first and second level positions (rank & file) in the Corporation
with the corresponding item number, salary grade and qualification standards that are authorized
to be filled. Said notice was also published in the CSC website at http://ner.csc.oov.ph in
compliance with CSC MC No. 14, s. 2018 on the Omnibus Rules on Appointments and Other
Human Resource Action, as Revised July 2018 and PhilHealth’s Merit Selection Plan (MSP)'.

PhilHealth recognizes the right to equal opportunity in the workplace. Thus, all qualified
applicants will be considered for employment without regard to age, ethnicity, religion, sex, civil
status, national origin, disability status, political affiliation, or any other similar factors/personal
circumstances which run counter to the principles of merit and fitness and equal employment
opportumty.

For republished positions, previous applicants shall still be considered in the processing;
however, they can still submit updates on their application during this publication (if

any).

Qualified applicants are advised to submit the following requirements® to the concerned offices

until August 25, 2021,

Internal Applicant:
1. Application Form;
2. Personal Data Sheet (PDS) CS Form No. 212, Revised 2017 with Work Experience Sheet

(WES)

I Corporate Order No. 2020-0020
2 Dowanload forms at hitps://www.philhealth.gov.ph/about_us/vacancies/
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External Applicant:
1. Application Form;
2. Personal Data Sheet (PDS) or CS Form No. 212, Revised 2017 with Work Experience
Sheet (WES),
3. Orginal copy of authenticated certificate of eligibility/rating/license
3.4 Certificate of Eligibility issued by the CSC or CESB; or
3.2 Valid professional license and certificate of registration issued by PRC/SC for
positions involving practice of profession; or
3.3 Professional licenses or Certificate of Registration or Report of Rating issued by
PRC/SC for positions not involving practice of profession
34  Vald licenses issued by authonized regulatory agencies
4. Certification of last year’s Performance Rating in the Present Posttion (for applicants with
work experience); :
5. Clearances
5.1  Valid National Bureau of Investigation (NBI} or Police Clearance
5.2 Clearance from Money, Property and Work-related Accountabilities from former
office {CS Form No. 7, 5.-2017) — if applying from transfer from another
govemnment agency/office (to be submitted only upon request of the HRD/HRU)

Performance Rating — for a period of one (1) year (as applicable)

7. Certified True Copies of Scholastic Records/Academic Records — such as diploma and
transcript of records or certification from the Department of Education (DepEd) and/or
Commission on Higher Education (CHED) on the authenticity and equivalency of the
subjects/courses taken.

8. Certified True Copies of certificates of Training Attended (applicants who will submit thru
email or online shall be required to present the original coptes of the documents during the
scheduled interview).

9. Sworn Declaration/Identification of Relatives Form;

10. Certification of No Conflict of Interest Form; and

11. Non-disclosure Agreement Form.

[=2Y

Application documents submitted in the following instances shall no longer be
considered/accepted:

a. Submitted beyond the publication/posting petiod;

b. Documents not properly filled-out; and/or,

c. Incomplete attachments.

‘These positions shall be processed using the provisions of the new PhilHealth’s Merit
Selection Plan pursuant to Corporate Order No. 2020-0020.

You may contact HRD at (02} 8441-7442 local 7521 or 7522 for queries on matters not covered
by this advisory.
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FILE) IN THE CENTRAL OFFICE

No.

Position Title

Plantilla Item
No.

Salary
Grade

Monthly
Salary

Qualification Standards

Education

Training

Experience

Eligibility

Competency
(if applicable)

Place of Assignment

Job Summary

Administrative Officer

16-02-0010

15

30,531

Bachelor's degree

4 hours of
refevant training

1 year relevant
experience

Career Service
(Professianal)/
Second Level
Eligibility

Physical Resources and
Infrastructure
Department

Under general supervision, the
Administrative Officer [I of the
Moterpool  Team  ensures  the
efficient delivery of transport
services to PHIC employees
through appropriate maintenance of]
all motor wvehicles of the
Corporation. He shall also be
responsible for the tracking of trip
tickets used as well as recording of]
all trips made by all wvehicles
including the employees thereto.

Clerk 11t

20-03-0018

14,847

Completion of two
years studies in
college

None required

None required

Career Service
(Subprofessional
¥ First Level
Eligibility

Physical Resources and
Infrastructure
Department

Under general supervision, the
Clerk Il shall be responsible for|
proper and timely handling of all
incoming and oulgoing papers/
documents of the  Office/
Department/ Division. He/ she shall
also maintain systematic filing of
documents of the Office/
Department/ Division.

Attorney IV

25-04-0020

23

73,811

Bachelor of Laws

8 hours of
relevant training

2 years relevant
experience

RA 1080

Fact-Finding,
Investigation &
Enforcement Department

Under general supervision, the
Attorney IV assists in the case
management related functions of
the Fact-Finding Investigation &
Enforcement Department, and
represents the Corporation in
cases filed with oulside cours
invalving erring stakeholders and
employees.

Fiscal Controller |

32-01-0002

11

20,754

Bachelor's degree
relevant to the job

None required

None required

Career Service
(Professional)f
Second Level
Eligibility

Treasury Department

Under general supervision, the
Fiscal Controller 1, shall be
responsible for processing and
monitoring  the  availability of|
Accountable Forms (Official
Receipts) to meet and sustain the
requests of the organizational units,

end users.
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FILE) IN THE CENTRAL OFFICE

No.

Position Title

Plantilla [tem
No.

Salary
Grade

Monthly
Salary

Qualification Standards

Education

Training

Experience

Eligibility

Competency
{if applicable)

Place of Assignment

Job Summary

Informaticn Systems
Analyst Il

55-02-0004

16

33,584

Bachelor's degree
relevant to the job

4 hours of
relevant training

1 year relevant
experience

Career Service
{Professional)/
Second Level
Eligibility

Information Technology
Management Department

Under general supervision, the
Information Systems Analyst |l of
the ICT Planning, Policy and
Standards Division shall assist in
defining, analyzing, getting new/ or|
improved |ICT strategic plans,
policies, standards, guidelines,
precedures and manitoring toals.

Management
Specialist 11

13-02-0012

16

33,584

Bachelor's degree

4 hours of
relevant training

1 year of relevant
experience

Career Service
(Professional)/
Second Level

" [Eligibility

Organization and
Systems Development
Office

The Management Specialist I
position involves professional-level
duties and judgement, and fewer
routine administrative tasks. This
position level receives considerable
immediate supervision from the
Supervising Management
Specialist. He/She may be
assigned to perform moderately
complex to cemplex funcltion in
any of the organizational
design/development project teams
business process review,
organization  design/restructuring,
workforce planning and quality
management.

Training Specialist 11|

24-03-0001

18

40,637

Bachelor's degree

& hours of
relevant training

2 years relevant
experience

Career Service
(Professionai)y
Second Level
Eligibility

Social Health Insurance
Academy

Under general supervision, the
Training Specialist |l shall assist
the Training Specialist IV in the
conceptualization, design, and
develepment of training activilies
for PhilHealth personnel and
stakeholders. The Training
Specialist 1l shall also be
responsible  for planning  and
organizing the training programs
and submits the same for the
review and approval of the Training

Specialist IV
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FILE) IN THE CENTRAL OFFICE

Qualification Standards

- . Planti .
No.| Position Title antilla ltem) Salary | Monthly ; - . - Competency Place of Assignment Job Summary
No. Grade { Salary Education Training Experience Eligibility N .
(if applicahle)

Under general supervision, the
Executive Assistant IV assists in
Career Service implementing the administrative
Executive Assistant IV ], 16 hours of 3 years |(Professional)f Heaith Finance Policy and technical decisions by the
8 (anticipated vacancy) 10-04-0004 22 65,319)Bachelor’s degree training experience Second Level Sector Executive Officer and performs a

" |Eligibitity

variety of administrative and
technical duties in support of this
function.

Qualified applicants are advised to send their complete application documents at the Human Resource Department, Room 1507 CityState Centre Bldg., 709 Shaw Blvd.,

Brgy. Oranbo, Pasig City or at email address recruitment@philhealth.gov.ph until August 25, 2021.
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FILE) IN THE PHILHEALTH REGIONAL OFFICE CAR

Plantilla

Qualification Standards

. Salary { Monthl
No.| Paosition Title ¢ ¥ Piace of
femNo, | Grade | Salary | Education | Training | Experlence | Eligibity | Competency (ifapplicable) | Assignment Job Summary
Under general supervision, the Social
Insurance Officar | shall provide
assistance [n any of the following
areas: a) markefingfadvocacy, b)
Carezr Senvice screening and  -validafion  of
Soecial Insurancs Bachelor's degree . " Professional)/ - membership  applicationfamendment
1 |officert 48010077 |11 20754 | elevant to the job Nore required None required é,er:;d &Ze? g?f[;:,:é‘:"nﬂegmnal forms; ) moniloring of accounts of
Eligibility small to medium sized agencies; d)

computation of benefit {performance
standards less than SIO 1), and €)
accreditation of health care
professionals  and  health care
providers (less problematic cass).

Quallfied applicants are advised to send their complete application documents at the PhilHealth Regional Office CAR - SN Oriental Traders Bullding, No. 19 Leonard

Wood Road, Bagulo Clity or at emall address hr.procar@philhealth.gov.ph untll August 25, 2021,



LIST OF VACANT FIRST AND SECOND 1EVEL POSITIONS (RANK FILE) IN THE PHILHEALTH REGIONAL OFFICE £

Plantilla Hem

Salary

Qualification Standards

Monthly

Place of

No. Position Title N Job Symma
iton i No. Grade | Salary | Education Training Experience Eliglbility | Competency (fapplicable) | Assignment i
Career Service Under general supervision, the Flsca)
Completion of two : . Clerk I shall provide assistance in
1 |Fiscal Clerk I 31-03-0015 8 18,758lyears studies 1 [ 1oy uaining | oeney e [(Svbprofessional) PrifleatReglanel ohacks review,  preparation of
college relevanttiaining - |expenence E]lir;iblt?t: collection repofts and other clerical

works,

Qualified applicants are advised to send their complete application documents at the PhilHealth Regional Office IAkia Bldg., Old De Venecia Highway, Dagupan City or at emall
address hr.pro1@philhealth.gov.ph until August 25, 2021,
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FILE) IN THE PHILHEALTH REGIONAL OFFICE It

No.| Position Title Plantilta | Satary | Monthly Qualification Standards Placa of b Summa
Item No. | Grade | Salary Education Tralning Experience Eligibility Competency (if applicable) Assignment i
Under general supervision, the Clerk [l
shall be responsible for proper and timely
i handling of all incoming and oulgoing
Cemplation of two . |Career Service
1 [Clerk 20-03-0065 6 14,847 |years studiesin MNone required None required {Subprofesslonalyf g};:]l:!:;nhRegional gﬁ:!yﬂd::mame?mlvislm.olildsm shﬂ;;
college First Levei Ellgibllty also  mainlain  systematic filng  of
documenis of the Office! Depariment!
Division,

Qualified applicants are advised to send thelr complete application documents at the PhilHealth Reglonal Office I - The Builder's Place, Del Rosarlo, Tuguegarao City
or at email address hr.pro2@philhealth.gov.ph until August 25, 2021,
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS {RANK FILE) IN THE PHILHEALTH REGIONAL OFFICE NCR

No.

Position Title

Plantilla
Item No.

Salary
Grade

Monthly
Salary

Qualification Standards

Education

Training

Experience

Eligibility

Competency (If applicahle)

Place of
Assignment

Job Summary

Soclal Insuranca
Officer Il

48-02-0002

25232

Bachelor's degree
refevan! to the jeb

|None required

None required

Career Service
{Professional)/
Second Leve!
Eligibility

PhilHeaith Regional
Office NCR - North
Branch (Manila
Proper)

Under general supervision, the Soctal
Insuranca Officer Il shal be
responsible for providing services in
any of the following areas: &)
markefingfadvocacy to or collection
management of small-sized organized
groupsfpiivate  and  govemnment
agencles; b} benaft payment
computation; and member data
management.

Social Insurance
Officer |

48-01-0004

20754

Bacheler's degrea
relevant to tha job

None required

Naone required

Career Service

" {Professionaly

Second Level
Eligibility

PhitHealth Regicnal
Office NCR - Central
Branch (Head Office
Branch)

Under general supervision, the Social
Insurance Officer | shall provide
assistance in any of the fallowing
argas: @) marketingfagvocacy; D)
screening and  wvalidation  of
membership  applicationfamendment
forms; ¢) monitoring of accounls of
small to medium sized agencies; d)
computation of benefit (performance
standards less than SIO ll); and e}
accreditation of health care
professicnals  and  health care
providers (less problematic case).

Qualified applicants are advlsed to send thelr complete application documents at the PhilHealth Regional Office NCR, VCP Building , Block 56 Lot 11, No. 68 Kalayaan
Avenue, Teacher's Village, Quezon City or at emall address hr,proncr@philhealth.gov.ph until August 25, 2021,
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LIST OF VACANT FIRST AND $SECOND LEVEL POSITIONS (RANK FILE) IN THE PHILHEALTH REGIONAL OFFICE IV-A

. ification Stand;
No.| Position Title Plantillz [tem | Salary | Monthly cuaTenfion, Sandards Place of Job Summary
: No. Grade | Salary Education Training Exparience Ellgibility Competency (if applicable) Asslgnment
Caresr Service Under general supervision, the Cash
Completion of two Clerk Il shall provide assistance in
1 |Cash Clerk It 35-03-0021 8 18,758 |years studies in :e::g:l‘::amm 1 year relevant ﬁ;ﬁ’ffﬁs"’"a”’ g?f'li:ba Servce | fhocks review, prepartion  of
ccllege 9 =P Eligibilty collection reporis and other clefical

works.

Qualified applicants are advised to send their complete application documents at the PhilHealth Regional Office IV-A, Lucena Grand Central Termlinal, Ilayang Dupay,
Lucena City or at email address hr.pro4A@philhealth.gov.ph until August 25, 2021,
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FiLE] IN THE PRILHEALTH REGIONAL OFFICE VI

Qualification Standards

Plantilla | Salary | Monthly Place of

No.| PositionTile | yom No. | Grade Salary | Education Training Experiance Eligibility Competency {Ifapplicable) | Assignment Job Summary
Under general supervisicn, the Sodal
Completion of two Career Seivice Insurance Assistant |l shall provide
4 |SecialInsurance 51-02-0113 |10 19233 ears studles In 8 hours of 2 years relevant  |(Subprofessicnal)/ Dumaguele Service |asslstance in the packaging and
Assistant Zu" . relovant training  [experience First Level Office distribution of IEG materlal, screening
% Eligibiity of  membership  formsfeollection

reports

Qualified applicants are advised to send their complete application documents at the PhilHealth Regional Office VII, 8F Golden Peak Tower, Gorordo Ave. cor Escario
Street, Cebu City or at email address hr.pro7@philheaith.gov.ph until August 25, 2021,
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FILE] IN THE PHILHEALTH REGIONAL OFFICE XII

Qualification Standards

- Plantilla | Salary | Monthly Place of
No.{ Position Title i ) . . b Summa
ltem No. | Grade | Salary Education Training Experience Edigtbility Competency (if applicable) Assignment Jo v
istrati . Career Service Under general supervision, the
1 Qgrﬁg:::gggwm 15-03-0099 s 16 758 c:;f*gc};ezf]nmo 4 hours of 1 year of relevant |(Subprofessional)f PhilHealth Regional |Administration Services Assistant €
c ' zoll : relevanl training  |expetience First Level Office XII shall provide general assistance in the
g Eliglbility area of records management.

Qualified applicants are advised to send thelr complete application documents at the PhilHealth Regional Office XII, CSA I Building Cor. Zulueta Street, General Santos
Drive, Koronadal City or at email address hr.prol2@phiihealth.gov.ph until August 25, 2021,
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK FILE) IN THE PHILHEALTH REGIONAL OFFICE CARAGA

Plantilla

Salary

Monthly

Qualification Standards

Place of

No. i
Position Title ltem No. | Grade | Salary Education Training Experience Eligtbility E'-‘ompetoncy Assignment Job Summary
(it applicable)
Under general supervision, the
PhilHealth Medical Specialist ¥ shall be
Medical Speclalist ’ Docto? of 8 hours of 2 years relevant respensible for ensuring the delivery of
1 v 41-03-0030 2 83,406 Medicine relovanttraining  |experience RA 1080 gzﬂzgaiotﬁce health care services to NHIP covering,

zccreditation and quality assurance

and claims processing. |

Qualified applicants are advised to send their complete application documents at the PhilHealth Regional Office CARAGA, 766 Lynzee's Bldg. Rosales Ave.,

, Butuan City or at emall address hr.procaraga@philhealth.gov.ph on or before August 25, 2021.
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