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- - inthe Head Office

Attached is the list of vacant first and second level positions (rank & file) in the Corporation
that are authorized to be filled, with the corresponding item number, job grade and
qualification standards. Said notice is also published in the CSC website at http://cse.gov.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)-.

For republished positions, previous applicants shall still be considered for processing provided
that they have submitted the complete/updated application documents listed in page 2. As
such, applicants are strongly encouraged to check the list of requirements and submission
conditions listed in this notice.

Application documents submitted in the following instances shall no longer be
considered/accepted?; |

a. Submitted beyond the publication/posting period;

b. Documents not properiy 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 fitness
and equal employment opportunity.

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

! Corporate Qrder No, 2020-0020 Subject: PhilHealth's Morit Selection Plan (MSF)
2 Ihid, Item V.G.3.
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Internal Applicant (existing permanent, coterminous and casual employees):
1. Application Form,;
2. Properly aocomphshed and updated (within publication period) Personal Data Sheet
(CS Form No. 212 Revised 2017) with recent passport sized photo and Work Experience
Sheet (WES);

External Applicant:

1. Application Form;

2. Properly accomplished, updated (within 3 months from the end of publication period),
and notarized Personal Data Sheet (CS Form No. 212 Revised 2017) with recent
passport sized photo and Work Experience Sheet (WES);

3. Certificate of eligibility/rating/license;

3.1 Certificate of Eligibility issued by the CSC or CESB
3.2 Valid Professional license or Certificate of Registration issued by the PRC/SC
3.3 Valid licenses issued by authorized regulatory agencies

Proof of Eligibility- report of rating/license/ certificate of admission to the Bar/certificate
of eligibility/eligibility card (original copy, authenticated copy, certified true copy,
photocopy, scanned copy, or site/screen capture of the eligibility using the Civil Service
Eligibility Verification System, Professional Regulation Commission’s [PRCY's Licensure
Examination and Registration Information System1 [LERIS], or Supreme Court of the

Philippines [SC] Lawyer’s List)3 '

4. Certificate of Performance Ratings for the present posmon (for a pemod of one (1) year),

if employed,; .

*5. Copies of Scholastic/Academic Records — T ranscript of Records and Diploma or -

Certification from the DepEd and/or the CHED on the authenticity and equivalency on

the subjects/courses taken;

Copies of Certificates of Trainings attended;

Sworn Declaration/Identification of Relatives;

Certification of No Conflict of Interest;

Non-Disclosure Agreement.

© ©3 o

If submitted online, the original/authenticated/certified true copies of the application papers
and other documents deemed necessary (i.e. valid NBI clearance/Police Clearance, etc.), may
be required by the HRD to be presented during the examination/interview of the applicants.

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

Qualified applicants are advised to submit the requirementss to the Human Resource
Department (HRD) at Room 1506, 15 Floor Citystate Centre Bldg., 709 Shaw Blvd., Pasig City
or via email at recruitment.philhealth@gmail.com with the subject line format:
. Application to Vacant <Position Title> <Item No.> until 20 September 2024. Applications
sent to other HR email addresses shall not be considered valid submission.

3 C8C MC No. 3, s. 2023 Subject: Amendment to Section 4 of the 2017 Omnibus Rules on Appointments and Gther Human
Resource Actions, as amended ’
4 Corporate Memorandum No. 2022-0017 (Application Requirements to Vacant Posmons in the Corporation)
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK AND FILE) IN THE HEAD OFTICE

. Job Qualification Standards
Position | Plantilla | Grade/ | Monthly ; Place of
No. ' . Joh Summar
Tide Item No, g“l“:l’i’ Bulavy Education Training | Experience | Eligibility (?:;ll:ﬁz‘:l:g) Assignment i
Al
: . Under general supervision, Planning Officer It
Career Service . PP f
: . Corporate shall =ssist in ectivities of the division that
Planning {8G 15)/ Bachelor's degres | 4 hours of relevant | 1 year relevant (Professional)/ : Pl e . )
! Offieer I 53-02-0005 JG 10 4371 refevent to the job {raining experience | Second Level Planning fam%nnte the Shate.gm P lanm;g, integrm:ed
Eligibiliy Department  [business and operational planning and policy|
B development processes of the corporation.
Under general supervision, Corporate Planning
. Anelyst A shall mselst in activities of the
Career Sarvica L N :
Cotrporate . , . Corporate division in the conduct of policy and eperations
2 [Planning 54-01-0001 (8G 13)/ 7,317 Bachelor's degl:ee Nonerequired {Nome required (Professional)/ Planuing regearches, management of the torporate
Jag relevant to the job Second Leval B
Analyst A . Elighility Department  [knowledge resoures center and
& fmplementation of performance mansgement
ard reporting svstem,
Under general supervision, the Social
- ) Career Service ' Insurance Specialist of the Policy Research &
Social (86G 15)/ Bachelor's degres | 4 hours of relevamt ]+ 758 of {Professional}/ Stdndards‘ and Standards Development Division shall be
3 |Insurahce 40-01-0004 43,711 p relevant Monitoring -
Socialiat JG 10 ! relevant to the job training experience | Decond Level Devartment responsible  for the developing quality,
Ppeclabs W Eligibility B assurance and acereditation policies, and
condueting related researches,
Under pgeneral supevvision, the Soecial
Social | Career Service Standards and Inmmance Anafyst I of the Performance
(8G 1)/ Bachelor's degree i a1 (Professional)/ . Monitoring Division shall be respensible for
4 il;ulrmt:lge 50-01-Gooz2 JG8 a1 relevant to the job Nons required | None required Second Level gg m:":ﬁ::lﬁ the developing quality assurance and
oy Eligibility P accreditation policies, and conducting related
researches, :
Information  |Under general pupervision, the Executive
Career Service Management |Assistant IV assists In implementing the
Exocutive - (8G 22)f ’ o1 16 hours of - gyears - |(Professlonal}/ Sector (Office of |administrative and technical decisions by the
5 |Assistant v | *°© 94-0008 J@ 1z 83,066 | Bachelor's degree training experience | Second Level the Chief Executive Officar and perforras a variety o
Eligibility Information  |adminjstrative and technical duties in suppert
Officer) of this function.
. .. . ' Career Service PublicAffais  |Under general  supervisfon, the Public
Public Complation of two 1 year of Department |Relations Assistant shall perform various
6 |Relations 43-01-0002 (S‘r(ésﬁ)/ 22,988 years studiss in 4 hm]ti: lsﬂ;firflevant relevant g?;,bgil;:ief‘z?? (Corporate  |administrative tasks in the conduet of activities
Asgistant college € experience vt Commuunieation [in ensuring synergistic implementation of]
Eliglhility
Department)  |corporate Conumunication Man.
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK AND FILE) IN THE HEAD OFFICE

. Job Qualification Standards
Position | Plantilla | Grade/ | Monthly Place of
No, : . Job Summary
Title Mtem No. | Salary | Salary s ind s olhili Competency Assignment
Crads i Edueation Training Experience | Eligibility (3F applicable)
N Public Affairs o . ,
o, : Career Servica Under general supervision, the Administration
Adiniatration (B8G 8)/ Completionloft.wo 4 hours of relevant 2 year of (Subprofession Department Services Assistant C shall perform a variety of]
- 7 |Bervices 15-03-0006 22,288 years studies in P relevant : (Corporate s . N
) Assistant ¢ JG6 - college training . experience al}/ First Level Communication administrative duties in the discharge of the
. Eligibility Department) functions of the Department/Office.
International &
Carecr Servics Cou[:éi:]tion Under general supervision, the Project;
Peoject (8G 15}/ Bachelor's degree {4 hours of relevant | 1 year relevant (Professional)/ Departinent Development Ofﬁcer H.s.h .P‘H dssist In t.he
8 [Development | 46-02-0001 43,711 : . : conduct of various activites in line with
JG 10 relevant to the job training exporience | Seeond Lavel (Internationnl & N y
Officer IT . Eligibility Local establishing and sustaining strong cooperation
Engagement with foreign partner agencies,
Department)
. \ Career Service Secretariat For Under general supervision, the Administration
‘:‘dm,mlstm'm 17-03-000 (8G B)/ 22,288 Co;nalsie;g;gi:zti‘;m 4 hours of relevant ;g;is:tf {Bubprofession The Bids aud  [Services Assistant C shafl perform a variety of]
9. :\;ﬁﬁtc 503 & JG6 * ¥ colless training erience ul)/ First Level Awards administrative duties in the discharge of the
& P Eligibility Committee  |functions of the Department/Gffice.
Under general supervision, the Hlseal
Controller TIT shall be responsible for ensuring
Cavecr Service the Implementation and delivery of the
. » ) 2 yerrs Y ! tollowing services of the Account Section:
0 {Cbtr 00002 | ORIV | sogey | Bl e |5t 0, rforay s | Ao g oo
onio ] J experience Elledbilit i collections and remiitances;
Bty - Maintenates and alloeation of sccountable
forms to the corporate operating units;
- Maintenance of Cash Position Report.
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LIST OF VACANT FIRST AND SECOND LEVEL POSITIONS (RANK AND FILE) IN THE HEAD OFFICE

Qualification Standards

: Job
Position | Planiilla | Grade/ | Monihly Place of :
No. Title Item No. | Salary | Salary Education Tralning Experience Eligiimﬂity Fompe..tency Assigtment Job Summary
Grade (if applicable)
Under general supervision, the Fiscal
Contreller I is respensible for the matntenance
of an updated/systamatic file of remittances,
memoranda and other necessaty dociments.
He/she shall alse provide administrative
‘ Careet Service suppo‘rt to the Fiscall Cia]ut;a}]er o a?ES o‘thir
' . ) . |superior to ensure that hefshe can effectively
11 gi;;:rlnllerl 32-01-0004 (%%181)’{ Ag,1z1 12?:1\?;11‘;1;2‘?1?5;:; Nonerequired | None required (gzgiens;l;g:g/ Cogégzégf:i}t“p |and efficiently discharge their functions as
. ‘ Eligibility offieials of the Fiscal Management Teamn:
- Evaluation/processing of documents reeding
budger certification/utilization and in the
praparation of wwonthly budgetatry reports,
- Revlew and documentation of proposals and,|
analysia of reports submitted by all
organizetional wnits of the corporation.
With general supervision, the Informetion
Informatfon ! . . Systems Analyst HI of the Information
Career Service Information AN
Systets (S 1g)/ Bachelor's degree | 8 hours of relevant 2 years (Professional)/ Technology Techaalogy Reso‘ul‘ce .Ma‘“age.' nent DWiS.m
12 |AnalystIT | 55-03-D002 G Go,157 velevant ta the job traini relevant Gecond Level M + shall ba responsible in defining, analyzing,
o aining ) cond Level Anagenten] o ]
o ) experisoncs Tligibility Department geliing new/ or improved networks, databases,
(republication) ' operating systems and, softwaro packages and|
internet services and epplications.
Under general supervision, the Computer
Muintepanee  Technologist II  of the
Computer . Career Service Information  |Information Technology Resource amd|
: Maintenance 6-08-0006 (8G15)/ ] Bachelor's degree | 4 hours of velevant {1 year relevant| (Professional)/ ‘Technology '|Management Division shall assist in defining,
3 Technologist 5 JG 10 43,71 relavant to the job {raining experience | Second Level Management |analyzing, getting new/ or improved networks,
i . . Eligibility Department  |databases, operating systems and softwere

packages and  Imternet  serviees  and

applications.

5

Qualified applicants are advised to‘sen_d their complete application documents to the Human Resource Department, Room 1306 Cit!\’rState Centre
Bldg., 709 Shaw Blvd., Brgy. Oranbo, Pasig City or to email address recruitment.philhealth@gmail.com until EP 2 0 72 .
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