
t\{ay 18, 2022 

Republic of the Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Phil Health Regional Office - National Cap ital Region 

VCP Bui lding. 68 Kalayaan Avenue. Teachers V illage West. Quezon City 
Call Ct:ntcr: (02) 844 1-5680 I Trunk! inc: (02) 844 1-5677 

www.philhca lth.gov.ph 

PRO NCR HRU MEMORANDUM 

No. 2 0'2 2 • 1 8 10"? 

TO ALL INTERESTED APPLICANTS 

FROM 
~\ 

BERNADETTE C. LICO, M. D. 
Vice President 
PhilHealth Regional Office NCR 

SUBJECT Notice of Vacancies (Casual Position) 

~·~· e! 

l1i 
lJNIVfFtSAl. 1-iEALTH (h)~:!: 

Attached arc the Vacancies for casual positions in the Corpo ra tio n the corresponding Item 
number, salary grade, and qualificatio n s tandard, autho rized for filling-in. 

PhilHcalth recognizes the right ro equal oppo rruniry in rhc workplace. T hus, all quali fied 
applicants will be considered for employment witho ut regard ro age, ethniciry, religion, sex, ciYil 
status, natio nal origin, disabili ty status, political affiliatio n, or any o ther similar facto rs / personal 
circumstances which run counter to the principles of merit and fitness and equal employment 
opportunity. 

Q ualified applicants are adYised to send their co mplete application documents to the Human 
Resource Unit (HRU) 5th'h Floor VCP Building, #68 Kalayaan Avenue T eacher's Village 
West Quezon City, or at the following email addresses- hr.proncr@ philhealth.goY.ph / 

proncr.hru@gmail. com until MAY 3 1 2022 

List o f requirements to be submitted: 

.-----~I~n:.l!t:::wernal Applicant: 

~ 
-\pplica tio n Fo rm; 

~ 
W>­
t-o.. 
~0 :a: (.j 

)roperly acco mplished and updated Personal Data Sheer WDS) CS Fo rm N o. 2 12. Re,·ised 
01 7 with recent passpo rt-sized photo and Work Experience Sheet (\XIES) 

ul· ertificate o f Performance Rating (if applicable) 

tc 

~ 
mal Applicant: 
pplicatio n Form; 
roperly accomplished, updated, and notarized Personal D ata Sheet (PDS) CS Form No. 2 12, 

\.evised 201 7 with recent passport-sized photo and Work E xperience Sheet (\XIES); 
g· ) riginal copy o f the authenticated certificate of eligibility/ rating/ license 

·---.. - l 
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Republic of the Philippines #AI~'\" 
PHILIPPINE HEALTH INSURANCE CORPORATION 

Phill-lealth Regional Office- National Capital Region 
VCP Building. 68 Kalayaan Avenue. Teachers Village West. Quezon City 

Call Cenlt!r: (02) 8441 -5680 I Trunk line: (02) 8441 -5677 
www.ph ilhealth.gov.ph 

lJ N IV f RSA l HtA LT H ("4>H 

3.1 Certificate of E ligibility issued by the CSC; or 
3.2 Valid professional license and certificate o f registration issued by PRC/SC; or 
3.3 Valid licenses issued by authorized regulato ry agencies 

4. Certificate o f Performance Rating for the Present Posicion - for o ne (1) year (as applicable) 
5. Copies of Scholastic Records/ Academic Records - Transcript o f Records and dip loma or 

certification from the Department of Education (D cpEd) and/ or Commission on Higher 
Education (CHE D) on the authenticity and equivalency o f the subjects/ courses taken. 

6. Copies of Certificates of Training attended 
7. Sworn Declaratio n / Identification of Relative Form; 
8. Certification of No Conflict of Interest Form; and 
9. Non-Disclosure r\greement Form 

Application documents submitted 1n the following instances shall no longer 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 Unit at (8)441 -5677 or (8)441-5680 for further queries. 

~ 

- - ---------------------------------- - -------
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PHILIPPINE HEALTH INSURANCE CORPORATION e! 
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Position I Salary G rade: 

O rganizational Uni t: 
Place of r\ssignment 

l tcm Number 

No. of Vaca nt Positions 

i\Iinimum Qualification 
Standard (QS): 

Additional Qualification 
Requirement / Preference: 

.J ob Description: 

1 
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Philllealth Regional Office - National Capital Region 
YCP 13uilding. 68 Kalayaan Avenue. Teachers Vill age West. Quezon City 

Call Center: (02) 8441-5680 I Trunk linc: (02) 8441-5677 
UN!Vf. RSAL Ht AUH ('J\Rf 

www. phi lhealth.gov .ph 

LIST OF VACANCIES 

CASUAL 

SOCIAL INSURANCE ASSIST ANT I / Salary Grade - 8 

PRONCROVP 
Legal Office 

CAS-1900-0010 

1 

1. Education: Completion of two (2) years of 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-pro fessional) / First Level E ligibility 

Education: 
Bachelor's Degree Graduate 

Competencies: 
- Preferably with a Medical / Legal educational background 

Duties and Responsibilities of the Position: 

1. Receives records and tracks all inconung and outgoing documents and 
maintain an accurate and updated log. 

2. Ensures timely release of documents to concerned staff/ office/ dcparunent. 

3. Ensures thar all supporting documents arc complete and othe r requirements 
complied w·ith before they arc forwarded for action / decisio n. 

4. Performs a varie ty of technical and administrative duties of the office. 

5. Assists in handling case management, claims review, and related functions 
of the office. 

6. D rafts / prepares legal documents and reports. 

7. Prepares all rhe necessat)' background papers and legal documents necessary 
for handling case management; 

8. Document meeting/ discussion / dialogue proceeding as may be assigned by 
the supervisor. 

9. Perfo rms other related tasks as may be properly assigned by th e supervisor. 

-----------· 
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Republic of the Philippines ll1~ 
PHILIPPINE HEALTH INSURANCE CORPORATION e! 
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Position / Salary G rade: 

O rganizational Unit: 
Place of Assignment 

Item N umbers 

No. of Vacant Positions 

i\1inimum Qualification 
Standard (QS): 

.\ dditional Qualification 
Requirement / Preference: 

Job D escriptio n: 
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Phil Health Regional Oflice - National Capital Reg ion 
VCP Building. 68 Kalayaan /\venue. Teachers Vi llage West. Quezon City 

Call Center: (02) 8441-5680 I Trunk l ine: (02) 844 1-5677 
www.phi I health .gov .ph 

LIST OF VACANCIES 

CASUAL 

SOCIAL INSURANCE ASSISTANT I I Salary Grade- 8 

PRO NCR CENTRAL 
Benefits Administration Section 

CAS-1903-0004; CAS-1903-0014; CAS-1903-0018 

3 

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

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

3. Training: rour (4) hours of rele'\'ant training 

UN IVERSAL HEAL Hi (AR € 

4. Eligibility: Career Sen-ice (Sub-professional) / First Level E ligibilitY 

E ducation: 
- Bachelor's D egree G raduate 

Duties and Responsibilities of the Position: 

1. Receives claims from members and providers and counter-check with 
transmittal list provided / submitted. 

2. Check the completeness of the data declared in Phil Health Claim Fo rms 
and the required supporting documems attached to it. 

3. Indicate deficiencies or lacking documems in claims documents, if rhc re arc any: 

4. Verify the accuracy/authenticity of the info rmation in PhilHealth Claim Forms 
based on existing databases or other valid sources. 

5. Validate the beneficiaries and providers' eligibility to avail claims 

6. Ensure completeness o f documentary requiremen ts in the claims appbcations 
before fo rwarding to the next processing stage. 

7. Check the number of encoded claims and verify the accu racy of encoded 
information in the List o f Claims received . 

8. Performs o ther related tasks as may be assigned 
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P osition / Salary Grade: 

Organizational Unit: 
Place of Assignment 

Item Numbers 

No. o f Vacant Positions 

Organizational Unit: 
Place of Assignment 

Item N umbers 

No, of Vacant Positions 

O rganiza tional Uni t: 
Place of r\ ssignment 

Item N umbers 

No, of Vacant Positions 

Minimum Qualification 
Standard (QS): 

Rualifica tio n 

Republic of the Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Phi lllealth Regional Office - Nati onal Capital R~gion 

VCP Building. 68 Kalayaan Avenue. Teachers Village West. Quezon City 
Cal l Center: (02) &441 -56&0 I Trunkl ine: (02) 8441 -5677 

www.philhealth,gov.ph 

LIST OF VACANCIES 

CASUAL 

I..JN IVERSA t HE~\L TH CA!l:E 

SOCIAL INSURANCE ASSISTANT I (PhiiHealth Customer Assistance, 
Relations and Empowerment Staff- PCARES /Salary Grade 8 

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-0006-0119; CAS-0006-0117 

8 

PRO NCR CENTRAL 
Office of the Manager 

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

3 

PRO NCR SOUTH 
Office of the Manager 

CAS-0006-0124; CAS-0006-0130; CAS-0006-0134; 
CAS-0006-0138; CAS-0006-0139 

5 

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

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

3, T raining: Four (4) hours o f relevant training 

4. E ligibility: Career Service (Sub-pro fessio nal) / First Level Eligibilir~ , 

1. Education: Bachelo r o f Science in N ursing Mfclit.iona 
' ~ 

ReqUlr~ 
~ 

-..::::::::: 

t / Preference: 
2. E ligibility: R.A. 1080 / Registered Nurse 

~ 
0 
0 
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w 
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0 
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~ 
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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 H ealth Care Institutio n (HCI) officers or its 
employee/ staff up to the 4'h degree of affinity or consanguinirv; 

5. \XIilling to be assigned in any of the accredited HCis within the 
jurisdiction of the PhilHealth Regional Office he/ she is applying to, 

---------------------------------------------------------------
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Republic of the Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Phil I kalth Regional Office - National Capital Region 

VC'P Building. 68 Kalayaan Avenue. Teachers Vi llage West. Quezon Ci ty 
Call Center: (02) 844 1-5680 I Trunklinc: (02) 844 1-5677 

www.phi I health.gov .ph 

Duties and Responsibilities of the Position: 

.. -~ 
e! 

lli 
UN IVERSAL HfALTH (AQ: 

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 formulation; 

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

4. Liaise between the member, the HCI, the Corporation, and other stakeho lders 
to ensure benefits arc a,·ailed and Customer experience at the 1-ICI lc,·el is 
well documented; 

5. Responsible for provid ing client assis tance at the point-of-benefit availmenr 
(to be assigned to a specific hospital or act as roving Philf-Icalth C \RES for 
several hospitals within the Philf-Iealth Regio nal Offices' jurisdiction); 

6. Performs other related tasks as may be assigned but within the bound~ of the 
rules o f the Corporation. 
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Position / Salary Grade: 

O rganizational Unit: 
P lace of Assignment 

Item Number 

No. of Vacan t Positions 

Organizational Unit: 
Place of ;\ssignment 

1 rem Numbers 

No. of Vacant Positions 

l'vfinimum Q ualification 
Standard (QS): 

'0 
Job D esciituon 
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Republic of the Philippines ~~~~ 
PHILIPPINE HEALTH INSURANCE CORPORATION 

l'hill lcalth Regional Ol"licc - Nat ional Capital Region 
VCP Building. 68 Kalayaan Avenue. Teachers V illage West. Quezon City 

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

U N IVER SA L HEAI.TH ( AR f. 

LIST OF VACANCIES 

CASUAL 

SOCIAL INSURANCE ASSIST ANT I (PhilHealth Accounts Information 
Management Specialists - PAlMS) / Salary Grade - 8 

PRO NCR CENTRAL 
Collection Section 

CAS-0005-0016 

1 

PRO N CR SOUTH 
Collection Section 

CAS-0005-0073; CAS-0005-0086 

2 

1. Must be a Bachelo r's degree holde r, preferably a financial, business 
management or marketing related course; p referably with a marketing 
sales, financial or accounts ma nagement work experience or training 

2. Must be willing to undergo fieldwork 

3. Must have at least a Career Service (Sub-Pro fessional)/ First Level 
E ligibili ty 

4. Knowledgeable of Microsoft Word, l::,xcel, and Powerpoin r and willing 
to learn new computer programs/ applications 

5. With good interpersonal and communica tion skills 

6. Preferably a residen t within the area of coverage o f the LH IO or 
willing to be assigned to the LHIO 

7. Must no t be a relative of any PhilHealth employee up to 5'" degree of 
o r affinitv bv esc o r internal issuance. 

Duties and Responsibilities of the Position: 

1. Ensure employee compliance to Philf-I ealth membership registrarjon, 
premium remitta nce and reportorial requirements; 

2 . Conduct account managemen t and mo nito ring on the assigned 
accounts, i.e. evalua tio n of remittance and reporting standing of 
employers within your area of jurisdiction. 

3. Ensure that expected output/ dcliverables are attained; 

4. Perform other additio nal tasks as may be deemed necessary ro achieve 
the objectives of the Philf-Iealth Accounts Management and Monito ring 
Strategy (P AMMS) 

0 PhiiHealthofficial 0 0 teamphilhealth e act ioncenter.a:·-philhealth.gov.ph 



~:, .· ..., 
" L.}i 

Position I Salary G rade: 

Organizational Unit: 

Place of Assignment 

Item N umber 

No. of Vacant Positions 

Organizational Unit: 

Place of Assignment 

Item Number 

No. of Vacant Positions 

Organizational Unit: 

Place of Assignment 

Item Number 

No. of Vacant Positions 

Minimum Qualification 

Standard (QS): 

.--_,.~~~1'1:111 Qualification 

Republic o.fthe Philippines 

PHILIPPINE HEALTH INSURANCE CORPORATION 
Phil Hea lth Regional Office- National Capital Region 

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

www.ph ilhealth.gov.ph 

LIST OF VACANCIES 

CASUAL 

CLERK III I Salary Grade - 6 

PRO NCR NORTH 
Benefits Administration Section 

CAS-1902-0086 

1 

PRO NCR CENTRAL 
Membership Section 

CAS-1903-0043 

1 

PRO NCR SOUTH 
Global City Satellite Office (SM Aura) 

CAS-1901-0097 

1 

,f, 
llNI VER SA t. Hf A UH (/do!f: 

1. E ducation: Completion of two (2) years of studies in College 

2. Experience: None required 

3. Training: None required 

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

For PRO NCR Central and PRO NCR South Vacancies 
11t I Preference: E J u' ouca on: 

- Bachelor's Degree Graduate 

~~~~--------~----------------------------------~ 
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Republic of the Philippines lti~ 
PHILIPPINE HEALTH INSURANCE CORPORATION 

Philllealth Regional Office - National Capital Region 
YCP Building. 68 Kalayaan Avenue. Teachers Village West. Quezon City 

Ca ll Center: (02) 844 1-5680 I Trunkline: (02) 8441-5677 
www.philhealth.gov.ph 
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Duties and Responsibilities of the Position: 

1. Perfo rms frontline serv ices. 

2. Receives and records all incoming and ou tgoing communica tio ns/ 
correspo ndences, reports, and documents to and from the office. 

3. Ensures that all communications are received and/ or forwarded 
to co ncerned accoun table offices/ personnel. 

4. Drafts reports, memoranda, correspo ndences, and o ther documents 
o f the office. 

5. Establishes and maintains a systematic and updated filing system. 

6. Maintains the invento ry o f o ffices' supplies and materials. 

7. Assists in o rganizing and documenting meetings called fo r the 
supervisor/ head of office. 

8. Assists in answering telephone calls and a ttending to o ffice clients. 

9 . Perfo rms o ther related tasks as may be assigned and delegated by the 
immediate supen·isor. 
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