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HRID MEMORANDUM
No. 2z~ Jo- 113

TO

FROM

SUBJECT Notice of Vacancy of Casual Position

Attached is the vacancy for casual position in the Corporation with the corresponding item number,
salary grade and qualifications standard, authorized for filling-in. '

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

a. Submitted beyond the publication/posting period;

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

c. Incomplete attachments

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 opportunity.

The HRD shall prepare record of applicants with special needs and determine proper assistance to
be provided according to their needs (ie. auxiliary aids in coordination with appropriate agency or
institution, ramp, wheelchair, elevators, and lactation room).

Qualified applicants are advised to send their complete application documents at the Human
Resource Department (HRD) at Room 1507 15® floor CityState Center Bldg., 709 Shaw Blvd., Brgy.
Oranbo, Pasig City or through email with the subject line format: Application 1o vacant <Position
Title> <Item Number> <Organizational Unit> at email address recruitment@ philhealth.gov.ph
until November 02, 2022, -

€3 Philkeatthofficial {3} teamphilheatth @ actioncenter@philhealth govioh




List of requirements to be submitted:

Internal Applicant:
1. Application Form;
2. Properly accomplished and updated Personal Data Sheet (PDS) CS Form No. 212, Revised
2017 with recent passport sized photo and Work Experience Sheet (WES)
3. Certificate of Performance Rating (latest rating perio )

External Applicant:

1. Application Form

2. Properly accomplished, updated and notarized Personal Data Sheet (PDS) or CS Form No,
212, Revised 2017 with recent passport sized photo and Work Experience Sheet (WES);

3. Original copy of authenticated certificate of eligibility/ rating/license
3.1 Certificate of Eligibility issued by the CSG; or
3.2 Valid professional license and certificate of registration issued by PRC/SC; or
3.3 Valid licenses issued by authorized regulatory agencies

4. Certificate of Performange Rating for the Present Position (for a perod of 1 year), if

employed; !

5. Copies of Scholastic Records/ Academic Records — Transcript of Records and diploma 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,
Copies of certificates of Training attended
Swormn Declaration/Identification of Relatives Form
Certification of No Conflict of Interest Form; and
Non-disclosure Agreement Form.

LN

If submitted online, applicants are required to submit a PDF copy of the required documents, The
original/authenticated/ certified true copies of the application papers and other documents deemed
necessary. These shall be submitted during the schedule of examination/ interview of applicants,

You may contact HRD at (02) 8441-7442 local 7522 for queries on matters not covered by this
advisory,

@PhilHea{thofﬁcial @@teamphllheatth actiancenter@phi’lheafth.gov.ph



LIST OF VACANCY
Casual

Position, SG:

| Secial Insurance Officer IT

1. Drafts/ types reports, memoranda, correspondences and other
documents of the office; -

2. Ensures proper implememtation of the project under the Offic
based on approved policies and guidelines;

3. Provide inputs to the short and long range operational objectives,
strategies, action plans, and annual budgets of the office;

4. Assist in the preparation of indicative plans and
operational/accomplishment report of the office;

5. Assist the Vice President in monitoring the performance of the unit,
review its work processes and recommend change/s to improve and
optimize its performance, subject to approval by the Vice President;

6. Prepare simple to complex correspondences, presentation materials
and other documents as may be required by the higher officer;

7. Establish and maintain linkages with external agencies performing

| Job Grade: 9
| Ttem No.: | CAS-1200-0004 5
Organizational Unit: || PhilHealth Regional Office VII - to be assigned under Office of the Area
| Vice President Area 1 :
*| No. of Position/s: i ;
L T T ’sdggree T Jogm e
| Work Experience:  None required
| Ttaining: None required
| Eligibility: Career Service (Professional)/ Second Level Eligibilicy
- i)escriptioﬁ;' o andkesgon31b1htles e |

functions necessary for the efficient and effective management of

programs/ projects and activities of the sectiorn/ unit;
8.  Performs other duties as may be assigned.




