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PHILIPPINE STATISTICS AUTHORITY
List of Vacant Positions for Philippine Statistics Authority-Regional Statistical Services Office -7 (PSA-RSS07)
{Under Contract of Services Worker)

Position Title

SG

Monthly
Salary

No. of
Vacancies

Place of
Assignment

Qualification Standards

Education

Experience

Training

Eligibility

Remarks

Assistant Statistician

1. Reviews and tabulates births, marriages and death statistics and controls all
civil registry documents for submission to the Office of the Civil Registrar
General; and

6. Procurement and Compliance

7. Performs other tasks that may be assigned by supervisor/s.

17,975.00

CRASD-PSA
RSSO

Bachelor's Degree
relevant to the job

None required

None required

Preferably with
Cs
Professional/Sec
ond Level
Eligibility

Administrative Assistant Il

1.
Prepares and issues breakdown of monthly allotment to Regional/Provincial
Offices by functions and object of expenditures as well as issues additional
funds which may be needed from time to time depending upon their activities to
be undertaken;
2. Obligates claims and expenses incurred by the Office;
3. Maintains appropriate registry of allotment and obligations for PS. MOOE,
and capital outlay;
4. Assists the Budget Officer in the preparation of work and financial plans of
the region,
5. Performs other tasks that may be assigned by supervisor/s.

17,975.00

CRASD-PSA
RSSO

Bachelor's Degree
relevant to the job

None required

None required

Preferably with
cS
Professional/Sec
ond Level
Eligibility

Administrative Aide VI

1. Assists in safekeeping & maintenance of personnel records;

2. Asssit the HR in the preparation of reports and other clerical jobs

3. Keeps and maintains all files (memoranda, correspondence, reports);

4. Receives and keeps log of all incoming/outgoing (phone, mail, fax, etc.) and
transmits messages to concerned staff;

5. Assists in the Releases checks to claimant;

6. Checks/Examines supporting papers attached to all money claims and
verifies accuracy and reasonableness of amount in accordance with accounting
and auditing rules and accounting and auditing rules and regulations before
submission to COA

7. Act as Laiason on remittances & payment of Utilities

8. Procurement and Compliance 9. Performs other tasks that may be assigned
by supervisor/s.

14,847.00

CRASD-PSA
RSSO

Bachelor's Degree
relevant to the job

preferably with
experience

None required

None Required




w

Administrative Aide VI

1. Reviews edited census and survey schedules, questionnaires, forms and
documents for omission, consistency and reasonableness of entries;

2. Assists in the computation of statistical measures and indices for data
produced from censuses, surveys and other projects of the office;

3. Helps draft format of census and survey schedules and questionnaires and
corresponding instructions;

4. Edits folios and encodes questionnaires/survey forms, checks for
completeness, consistency and validity of data;

5. Assists Statistical specialists or analysts in organizing data for tabulation
and/or the preparation of statistical charts, graphs and similar devices and
encoding of statistical narrative report;

6. Performs other tasks that may be assigned by supervisor/s.

14,847.00

SOCD-PSA
RSSO

Bachelor's Degree
relevant to the job

preferably with
experience

None required

None Required




