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Administrative Aide VI        

Main Function: 

1. 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;
for tabulation and/or the preparation of statistical charts,
graphs and similar devices and encoding of statistical
narrative report;

2. Assists in the preparation of statistical tables and other
devices;

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

4. Assist with the monitoring of performance of each province.

5. Assist with the preparation of RSC Quarterly Meetings

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

Administrative Aide IV (DRIVER)                                                                                                                                         

Main Function: 

1.Maintenance of the assigned office vehicle:

Refuel/Change Oil

Check the oil, water and lubricants

Cleaning of the outer and inner part of the vehicles.

2.Pick-up/Transport PSA employees

3.Perform other tasks assigned by immediate supervisor/s.
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