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Quolif icotion Stondords:
. EDUCATION: Bochelor's degree relevont to the job.
. EXPERIENCE: At leost I yeor of relevont experience in humon resource

monogement or odministrotive work.
. TRAINING: At leost 4 hours of relevont troining in HR policies, records

monogement, or reloted f ields.
. EIIGIBIUTY: Coreer Service (Professionol) / Second Level Eligibility

Preferred Compelencies:
. Knowledge of civil service rules, HR lows, ond internol policy formulotion.
. Strong onolyticol ond writing skills for drofting HR internol policies ond

procedures
. Fomiliority with records monogement stondords ond systems

. Ability to hondle confidentiol personnel motters with discretion

. Excellent orgonizotionol ond coordinotion skills

. Proficient in office productivity tools (e.g., MS Word, Excel, dotobose

systems)

DEADLINE OF SUBMISSION : MAY 7,2025
lnterested applicants are requested to suhmit their latest/updated Personal Data

Sheet, Resume and Letter ol lntent to:
Exec. 0 ir. Paulo Francisco C. Tatad through 11r. Jan Errol B. Facun do, nnPA and

send to HR recruitment email: recruitment@_plLgov.ptl.

wtrw.psc.gov.ph
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