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CHIEF ADMINISTRATIVE OFFICER

REGIONAL DIRECTOR

RSSO—CAR

Supervises Administrative and Statistical Operations of

CHIEF STATISTICAL SPECIALIST

Plans, direct, and coordinate all administrative service functions of
the Regional Office. Oversees financial, personnel, administrative

Coordinates all phases of census and survey operations, asses
data of local application and represent the Head of the Office in
conferences.

and civil registration activities of the Regional Office.

REGISTRATION OFFICER III

ADMINISTRATIVE ASSISTANT I

CRASD OMS DOCUMENTER

Performs a wide variety of assignments which may be confidential
in nature and required research to complete; operates personal
computer to compose, edit, revise, tabulate and print letters, tables,

Operates computer machine and type correspondences, reports,
policies, directives, circulars, memoranda orders, rules and regula-
tions and information for dissemination to and/or implementation by
the various department/division and units as related to the QMS-

reports and other materials.

ADMINISTRATIVE AIDE 111 (DRIVER)

Performs a wide variety of assignments which may be confidential
in nature and required research to complete; operates personal
computer to compose, edit, revise, tabulate and print letters, tables,
reports and other materials.

SOCD QMS DOCUMENTER

ORD QMS DOCUMENTER/DRRM CLERK

ISO requirements and operations.

Render driving services for official travels, including delivery of
mails, packages and other official documents. Conduct preventive
maintenance to ensure that the vehicle are in good running condi-

tion, including daily cleaning of vehicle.

ACCOUNTANT III

Certifies that availability of funds, money claims, correctness of
special general journals, bills, statement of accounts, trial balance,
balance sheet, statement of operations and other financial

ADMINISTRATIVE OFFICER IV
(BUDGET OFFICER)

statements/reports.

Leads in budget preparation, evaluates regional budget and
prepares and issues breakdown of monthly allotment to Provincial
Offices by functions. Monitors budget, prepares budget reports,
complies and maintains budget-related records to aid the
management in planning future projects.

ADMINISTRATIVE OFFICER 111

(CASHIER)

ADMINISTRATIVE ASSISTANT I11
(SENIOR BOOK KEEPER)

ADMINISTRATIVE OFFICER 111

ADMINISTRATIVE OFFICER IV (HR)

ADMINIS

TRATIVE AIDE VI

(PROCUREMENT OFFICER)

Updates various monitoring sheets on a weekly basis, performs
other tasks and responsibilities that may be assigned by the Admin-
istrative Supervisor. Operates computer machine and type corre-
spondences, reports, policies, directives, circulars, memoranda
orders, rules and regulations and information for dissemination to
and/or implementation by the various department/division and units
as related to the QMS-ISO requirements and operations.

Operates computer machine and type correspondences, reports,
policies, directives, circulars, memoranda orders, rules and regula-
tions and information for dissemination to and/or implementation by
the various department/division and units as related to the QMS-

ISO requirements and operations.

Maintains records of property and supply. Conducts regular
physical inventory report of supplies and property plant equipment

Maintains familiarization on the CSC rules, laws,
procedures and requirements connected with the
evaluation process, leave benefits and other aspects of

Maintains familiarization on the CSC rules, laws,
procedures and requirements connected with the
evaluation process, leave benefits and other aspects of

and recommends disposal of unserviceable properties.

the personnel function.

the personnel function.

ADMINISTRATIVE ASSISTANT I1

ADMINISTRATIVE AIDE VI

Prepares and provides Narrative Reports, administrative
support to the division. Function as RBAC Secretariat.

Disburses salaries & wages, supervises the encoding of
ADA for wages & salaries; verifies the correctness of
entries in the cheques and records cheques in the
warrant register. Releases cheques to claimant, prepares
daily & monthly collection to be submitted to the Land

Disburses salaries & wages, supervises the encoding of
ADA for wages & salaries; verifies the correctness of
entries in the cheques and records cheques in the
warrant register. Releases cheques to claimant, prepares
daily & monthly collection to be submitted to the Land

Operates computer machine and type correspondences,
reports, policies, directive, circulars, memoranda orders,

Bank.

Bank.

rules and regulations and information for dissemination to
and/or implementation by the various department/division
and units.

ADMINISTRATIVE AIDE III (DRIVER)

SECURITY PERSONNEL (BISAI)

Render driving services for official travels, including delivery of
mails, packages and other official documents. Conduct preventive
maintenance to ensure that the vehicle are in good running condi-
tion, including daily cleaning of vehicle.

Monitor and patrol premises to maintain safety and security. Con-
trol access by checking identification and verifying credentials.
Provide customer service, offer information and assist clients.

REGISTRATION OFFICER IV
Performs a wide variety of assignments which may be confidential
in nature and required research to complete; operates personal
computer to compose, edit, revise, tabulate and print letters, tables,
reports and other materials.

JANITORIAL PERSONNEL (MCKLEEN)

Clean and sanitize faciliies and fixtures. Follows all routine
procedures according to area of assignment. Ensure that 5s and
EHS are being followed at all times.

ADMINISTRATIVE AIDE VI

SENIOR STATISTICAL SPECIALIST

ENRA

Undertakes a program of research and analytical studies; monitors
the progress in the implementation of approved plans, programs
and activities, prepares technical and administrative reports on the
various censuses and survey undertaken.

Assist in implementation of the projects
work programmed for the assigned
environmental account.

STATISTICAL SPECIALIST II

SUPERVISING STATISTICAL SPECIALIST

Assist the Division Chief, manages the Statistical Operations and
Coordination Division, supports the Civil Registration Unit and assist
the Regional Director.

TSA

Edits, verifies, analyzes survey reports, compute summaries and
indicators data produced from censuses and surveys. Assist in
making plans for the collection.

Undertakes a program of research and analytical studies; monitors
the progress in the implementation of approved plans, programs
and activities, prepares technical and administrative reports on the
various censuses and survey undertaken.

Assist in the conduct of planned activi-
ties in the work plan of the Regional
Tourism Satellite Accounts.

PPA

ASSISTANT STATISTICIAN

Examines the data collected from censuses and surveys, assists in

Collect, process and consolidate
administrative data and other
indicators, including relevant new
clippings; manage and update the
Provincial Product Accounts in the
Region.

CBMS

STATISTICAL ANALYST

INFORMATION SYSTEM ANALYST I

Undertakes researches on various subject matter, assists in the
computation of statistical measures and indices for data produced,
and help draft format of census and surveys schedules and
questionnaires and corresponding instructions.

Assist to computer programmer, analyze and develop of computer
programs, design report, prepares required logical diagrams and
flowcharts.

ASSITANT STATISTICIAN

INFORMATION OFFICER [

Examines the data collected from censuses and surveys, assists in
organizing data for tabulation and utilizing established formulas.

STATISTICAL SPECIALIST [

| organizing data for tabulation and utilizing established formulas.

Assist in the monitoring of submission
of CBMS Form 4 and 7 administered
through CAWI as well as other CBMS
questionnaires/forms. Compile and

Process the applications for Certificate of Authority to Solemnize
Marriage (CRASM) by solemnizing Officers, and maintains the
registry of Solemnizing Officers in the region. Prepares and prints
the approved CRASM of applicants for signing.

(OUTLET SUPERVISOR)

Acts as the CRS Serbilis Outlet Supervisor. Complies to Civil
Registration Requirements—submission of Report of Multiple
Registration. Conducts specimen signature verification on all sup-
porting documents of received endorsements using the signature
specimen query component of the Civil Registry System database.
Performs thorough screening and evaluation of all supporting
documents of received endorsements for annotation following
exiting guidelines, rules and regulations issued by the OCRG.

assist in the distribute of circulars,
memoranda, orders, rules and regula-
tions, training materials and other
papers/documents for reference of
intended CBMS personnel.

ADMINISTRATIVE AIDE VI
(DECAP)

BIRTH REGISTRATION AGENT

UNISYS

SECURITY PERSONNEL (GOLD CROSS)

Checks completeness of the transmitted endorsements from the
Provincial Statistical Offices vis-a-vis the transmittal form; conduct
specimen signature verification on all supporting documents of
received endorsements using the signature specimen query
component of the Civil Registry System database; screen and
evaluate documents for annotations; prepare all the feedback for
endorsements that did not pass the standards set by the OCRG.

Assist the region/province, interview and facilitate applicants for the
delayed registration of birth, act as the focal person for the BRA-
project in the region/province; performs other tasks assigned by the

Provides enterprise content management and cybersecurity
technology solutions to modemize the civil registry systems and
manage the end-to-end process to originate, authenticate, secure

Monitor and patrol premises to maintain safety and security.
Control access by checking identification and verifying credentials.
Provide customer service, offer information and assist clients.

PREPARED:

at
NA RAE L.

Immediate Supervisor and Project Director.

COLAS

ADMINISTRATIVE AIDE VI
CONTRACT OF SERVICE WORKER

and issue civil registry documents.

REVIEWED:

\_} ‘~ o
JUANITO Y. YABES

(CHIEF STATISTICAL SPECIALIST)
OFFICER-IN-CHARGE, CRASD

JANITORIAL PERSONNEL (BMS)
Clean and sanitize facilies and fixtures. Follows all routine
procedures according to area of assignment. Ensure that 5s and
EHS are being followed at all times.

APRROVED:

.

VILLAFE P. A oG
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Supervises the preparation of publication materials, coordinates
with printing unit, and prepares monthly report on works status for
publication.




