
PosnngNo._
Series of 2022

NOTICE OF VACANCY
(Reposting)

DSWD-F02 is inviting applicants to fill the hereunder vacant position with details as
follows:

One (1) Administrative Aide IV (Driver)

Status of Employment:
Monthly Salary:
Area of Assignment:

Contract of Service (Memorandum of Agreement)
Php 14,993.00
Office of the Regional Program Manager/ARD

Qualification Standards
Education:
Training:
Experience:
Eligibility:

Elementary Graduate
None required
None Required
Professional Driver's License

Preferred Qualification
Education:
Training:
Experience:
Eligibility:

Elementary School graduate
None required
One (1) year experience in Driving
Professional Driver'S License

Specific Tasks and Functions:
1. Drive the office vehicle to transport authorized persons in accordance with the

Department's specific policies on vehicle maintenance, security and proper driving
procedures;

2. Maintain a log of all trips, daily mileage, and fuel consumption;
3. Check the mechanical condition of the assigned vehicle and ensure that it is regularly
cleaned;
4. Carry out minor repairs and report major repairs;
5. Schedule and bring the vehicle for regular cneck-up/serviclnq;
6. Report accidents involving the assigned vehicle;
7. Accompany staff, visitors and other authorized passengers to and from the

airport/seaport/bus terminals and assist them with their baggage if necessary;
8. Transport equipment, supplies and other materials to venues outside the office during

meetings, trainings and other events;
9. Assist in setting up venues during meetings, in packaging reports and documents and

other related administrative tasks when directed;
10. Perform other administrative-related tasks that may be assigned from time to time.

Requirements:

Interested and qualified applicants must submit the following documents to the Office of
the Regional Director, not later than Jill 2 Z ZLl12

1. Application Letter addressed to MR. CEZARIO JOEL C. ESPEJO, Regional
Director

2. Comprehensive resume with Job Description and 2x2 10 picture
3. Photocopy of CSC eligibility/PRC license (if applicable);
4. Latest Performance AssessmentllPCR or its equivalent for external applicants and

must have a Very Satisfactory Rating during the last rating period
5. Supervisor's Recommendation (if applicable)
6. Certificate of relevant trainings and seminars attended
7. Photocopy Certificate of Employment (if applicable)
8. Photocopy of TOR and Diploma
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Late submission of application/request for extension of submission and application with
incomplete documents will not be entertained.

DSWD F02 encourages application from qualified interested persons, including pregnant
women, persons with disabilities, members of indigenous communities and those from any
sexual orientation, gender identity and sexual orientation (SOGIE).

Updates regarding this position shall be posted at DSWD F02's official website
(fo2.dswd.gov.ph).

Please submit all documents via jobs.fo2@dswd.gov.ph. Please indicate Driver- KALAHI
ClOSS in the subject.

Walk in submission shall not be allowed.

CEZARIO JOEL e~ES"PEJO
Regional Directo~ J-f.c.
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