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02 March 2023

HRD MEMORANDUM
No.2023- {3-024

TO D APPLICANTS

FROM : CHERYL V. PENA /\W
Senior Ma eizf.lg) :
Human Resourde Department

SUB}ECT : Notice of Vacancy of Casual Position

Attached is the vacancy for casual position in the Corporation that is authorized to be filled, with the
corresponding item number, job grade and qualifications standards.

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

a. Submitied bevond the publication/posting period;

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

c. Incomplete attachments

Further, 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 fitriess 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 (Le. auxiliary aids in coordination with appropriate agency or instirution,
ramp, wheelchair, elevators, and lactation room).

Qualified applicants are advised to send the requirements? listed in the next page to the luman Resource
Department (HRD) at Room 1506 15™ floor CityState Center Bldg., 709 Shaw Blvd., Brgy, Oranbo, Pasig
City or via email with the subject line format: Application to Vacant <Position Title ><tem No. > until

March 13, 2023,

1 Ibid, Item V.G.3
2 Corporate Memorandum No. 2022-00017 (Application Requirements to Vacant Positions in the Corporation)
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Internal Applicant:
1. Application Form;
2. Properlyaccomplished 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 (for CY 2021)

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, Authenticated certificate of eligibility/rating/ license;
3.1 Certificate of Eligibility issued by the CSC or CESB
3.2 Vahd professional license and Certificate of Registration issued by PRC/SC
3.3 Valid licenses issued by authorized regulatory agencies

4. Centificate of Performance Rating for the Present Position (for a period of one (1) year), if

employed;

5. Copies of Scholastic Records/Academic Records - Tmnscnpt 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

Sworn Declaration/Identification of Relatives Fornmn;
Certification of No Conflict of Interest Form; and
Non-disclosure Agreement Form.
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If submitted online, the original/authenticated/ certified true copies of the application papers and other
documents deemed necessary (ie. valid NBI clearance/ Police Clearance, etc.), may be required by the
HRD/HRU to be presented during the examination/ interview of the applicants.

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

You may contact the HRD Recruitment, Selection, and Placement (RSP) Team at (02) 8441-7442 local 7522
or recruitment@ philhealth.gov.ph for queries on matters not covered by this advisory.



LIST OF VACANCY

Casual
Position, JG: Social Insurance Officer I, JG-9
Item No.: | CAS-0100-0032
| Organizational Unit: Corporate Communications Department
No. of Position/s: | 1 | - _
B iheielutta T gree T T }Ob e

Work Expetience:  None required

Training: None required ;,_
Eligibility: Career Setvice (Professional)/ Second Level Eligibility
]obDescnpmon _ e 3ndReSpon31b1]1t1es e e e et e
1. Wiites press releases, articles, rejoinders, correspondences, etc.; _
2. Provide support for promotional special events such as Press
Conferences, Kapihan with the President and Chief Executive Officer
(PCEO), Social Health Insurance Education Series (SHINES) for media, |
and other media-related events;
3. Prepares scripts/discussion guide, After Broadcast Reports (ABR) and
provides assistance in radio blocktime programs;
4. Arrange/assist/ documents and prepare interview guide/briefer of tri-
media interviews/guesting’s of the PCEO/Official spokeperson and !
other PhilHealth Officers;
5. Prepares News Briefers and News Release Utilization Reports (NRUR);
6. Documents corporate events; |
7. Endorses customer queries and feedback to Corporate Action Center
(CAQ) received through radio blocktime programs/ guestings;

8. Performs other duties as may be assigned.




