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The Mariveles Mental Wellness and General Hospital is _;;'*5: "‘ :

looking for qualified applicants to fill the following position: ;3888 ::

* (1) Administrative Officer IV e i ST
(Administrative Officer Il)- SG 15 i R

m Claim Section

e (1) Administrative Officer | (Records Officer 1)- SG 10
= Accounting Unit

e (1) Administrative Assistant Il (Bookkeeper)-SG 8
= Billing Section ;

[»<] Contact us at +463 968 B545 324

MMWGH is commited and supports Equal Employment Opportunity Principle. This office does not discriminate on the account of ge , sex, sexual
uﬂeﬁ’ﬁafkmandqmﬂaridenﬂty civil atafuk. reﬁtjun.ﬂisahiﬂi}‘ ethnicity, or political affiliation. We welcome all interested and qualified applicants.
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CS Form No. 9

To: CIVIL SERVICE COMMISSION (CSC)
We hereby request the publication in the CSC Job Portal of the following vacant positions, which are authorized to be filled at the MARIVELES MENTAL WELLNESS AND G

Republic of the Philippines
MARIVELES MENTAL WELLNESS AND GENERAL HOSPITAL
Request for Publication of Vacant Positions
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Qualification Standards

150002-2025

N

relevant to-the

experience  (Eigibiny .

+ Data Recording and
Reporting h

» Government Accounting and
| Budgeting ~

* Government and
Departmental Policies and

| Procedures .

* Records Management

Salary/
s . ; : Competency/ Area of
_ Position Title (Parenthetical Title, Plantilla ltem No. .::;l;f ﬁgc;rl};hr;y Spacialivation Radkivncy ASPSI;::“ nt
Grade Requirement (if
applicable)
Administrative Officer [V {OSEC-DOHB- |15  [40 208 (Bachelors  [4-heurs of %ﬂéf S(N'Gi f““"‘fémﬁ‘;fg Finance
(Administrative Officer II)|ADOF4- 3 2 (Seﬁ“"eﬁssd L'°" 21" |- Benefis, Compensaion and| Service -
, ; Welfare Management . Claim Section

~
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Qualification Standards
Position Title (Parenthetical Titl e & tency/ Area of
No. itle (Parenthetical Title, | [, ...\ | Job/ | Monthly Qmpatencys Ares o Place of
K anphcatie) oy | Sy Education Training Experience Eligibiity Sﬁgﬁg’;‘;ﬁ%’dﬁw Assignment
applicable)
Administrative Officer | |OSEC-DOHB- 10 |25586 (Bachelor's  None None Career Searvioe | Technical Competencies: | Finance
, ) : . Professi | |*Accounting Proficiency ~ }
(Records Officer I) ADOF1- \ > |degree required required (Samn feve? . Attention to Details~. | S€Tvice -
3 150016-2025 | refevant to-the \ N Eligibility ;!Emmf‘mrdi“g and -~ |Accounting
e porung
’ jOb“ S « Diversity Management AN
+ Government Accounting and
Budgeting L
» Governmentand
Departmental Policies and
Procedures
» Records Management ™
Administrative Assistant |OSEC-DOHB- |8 [21448 |Completionof [4hoursof  [1'yearef [Career Senvice  [Techcalbotoeeiss | Finance
A » Accounting iency . N
Il (Bookkeeper) ADAS2- < [2yearsof  relevant  relevant [ | Atentontopetais . |Service -
150019-2025 studiesin  |training experience  |First Level ;%D:zﬁf'ge‘”’“'“g L Billing Section
\ -~ s, ) € o
» QQH’BQB (prior ~ |Eligibility » Diversity Management -
_t0.2018) or- + Government Accounting and
. Budgeting A
Comp[et‘on of » Government and
Grade Departmental Policies and
; . Procedures
|12/Senior H'Qh * Respecting and Caring for
Sehool the Patients
|istarting 2016)
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Interested and qualified applicants should signify their interest in writing through an application letter addressed to the head of office. Applicants must attach the
following documents to the application letter and send these to the address below not later than “|_ ] 2 l2 ‘2[]25

For Entry Level Positions:

1. Letter of Intent addressed to:
DENNIS DAYAO L. ORDONA, MD
Medical Center Chief Il
Mariveles Mental Wellness and General Hospital
Mariveles, Bataan
Thru: LEA-JEAN M. PAYONG, MBA

Supervising Administrative Officer, HRMU
2. Fully accomplished Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sized or unfiltered digital picture (CS Form No.

212, Revised 2025); digitally signed or electronically signed;
3. Diploma

4. Transcript of Records

5. PRC Certification and Board Rating (if applicable)

8. Certificate of Residency/Diplomate/Fellow (if applicable)

7. Hard copy of License / CS Eligibility (if applicable) ,
For Promotion / Transfer: All qualified next- in-rank shall be automatically considered candidates for promotion to the next higher position and advised to
submit the following documents. Non submission of the required documents shall mean waiver on their part to be considered as candidate for promotion.

1. Letter of Intent

2. Fully accomplished Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sized or unfiltered digital picture (CS Form No.

212, Revised 2025); digitally signed or electronically signed;
3. Performance Evaluation (IPCR) for the last rating period
4. Certificate of Trainings

5. Photocopy of License / CS Eligibility (if applicable)
This Office highly encourages all interested and qualified applicants to apply, which include persons with disability (PWD) and members of the indigenous

communities, irrespective of sexual orientation and gender identities and/or expression, civil status, religion, and political gfﬁﬁaﬁon. o
This Office does not discriminate in the selection of employees based on the aforementioned pursuant to Equal Opportunities for Employment Principle (EOP).
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QUALIFIED APPLICANTS are advised to hand in or send through courier their application to the head of office/ human resource management office/records
office, as the case may be:

LEA-JEAN M. PAYONG, MBA
Human Resource Management Unit
Mariveles Mental Wellness and General Hospital
P. Monroe St., Poblacion, Mariveles, Bataan
0968-854-5324

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

Noted by:

DENNIS DAYAO L. ORDONA, MD

Medical Center Chief Il lﬂ‘oj
IVAI
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