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Department of Health
Central Luzon Center for Health Development

MARIVELES MENTAL WELLNESS AND GENERAL HOSPITAL

P. Menroa Street, Poblacion, Mariveles, Bataan, Philippines, 2305

Interested applicants may submit their
COMPLETE requirements at the
Human Resource Management Unit
every Monday to Thursday,
from 7:00AM-6:00PM

S} mmwgh.gov.ph f facebook.com/MMWGH N4 mmwgh.bataan@gmail.com




May7, 2028

The Mariveles Mental Wellness and General Hospital is
looking for qualified applicants to fill below position:

e (1) Administrative Assistant |
= Human Resource Management Unlt
(SG7)

‘L"{ Contact Us at +43 968 B54 5324

MMWGH is commited and supports Equal Employment Opportunity Principle. This office does not discriminate on the account of age, sex, sexual
orientation and gender identity, civil status, religion, disability, ethnicity, or political affiliation. We welcome all interested and qualified applicants.
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Department of Health @
Central Luzon Center for Health Development

MARIVELES MENTAL WEL

P. Monroe Street. Poblacion, Mariveles, Batal

L HOSPITAL

ADMINISTRATIVE
ASSISTANT |

(HUMAN RESOURCE MANAGEMENT UNIT)
(Contract of Service)

2 QUALIFICATION STANDARDS ‘S/'S

Education: Bachelor’s Degree in Information Technology
1 or any related IT course

Experience: None Required
Training: None Required
Eligibility: Career Service (Sub-Professional) / First Level Eligibility

Salary Grade: SG 7 - PHP 20,914.00
Place of Assignment: Human Resource Management Unit
Application Period: May 11-18, 2026

Technical Competency:

a. Computer Skills (Computer literate, with strong
proficiency in Google Sheets - especially in developing
and automating payroll using advanced formulas

and functions.)

h ! b. Managing Work

For more inquiries, you may

c. Providing Support and Services

o Recorcs Manaoamart contact us at +63 968 854 5324

MMWGH is commited and supports Equal Employment Opportunity Principle. This office does not
discriminate on the account of age, sex, sexual orientation and gender identity, civil status, religion,
disability, ethnicity, or political affiliation. We welcome all interested and qualified applicants.
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