
















VACANCY ANNOUNCEMENT

To: Interested Applicants

Please be informed that the Senate President has authorized the filling-up of the 
vacant position in the Senate Secretariat:

OFFICE POSITION ITEM NO.
Printing and 

Reproduction 
Service

Legislative Staff Officer II 274

We are inviting interested applicants to submit their applications through email at 
recruitment.senatehrms(g)qmail.com or via courier addressed to the HRMS 
Recruitment and Selection Unit of the Senate of the Philippines for evaluation, ten (10) 
days upon notice. After such period, no application shall be entertained. Interested 
applicants should submit the following necessary documents to HRMS:

1. Letter of Application
2. Updated Personal Data Sheet (CS Form No. 212 Revised 2017, Notarized 

with Work Experience Sheet)
3. Authenticated Transcript of Records/Diploma from the School Registrar
4. Authenticated CSC Certificate of Eligibility and/or other appropriate eligibility
5. Photocopy of Certificate of training/seminar attended
6. Certificate of Employment/Service Record (for non-Senate Personnel)
7. Photocopy of Performance Evaluation/Rating Report for the last rating 

period

Only applicants with complete documents shall be considered for evaluation.

Please refer to the attached sheets for more details/requirements of the position. Only 
those who ^re^qualified may apply.

MARIA
Director I I/. HRMS

ENAT

ARAS, Ph.D., RPsy

ANTUG Jr.

PERIOD OF SUBMISSION OF APPLICATIONS
APR 1 5 2024 APR ^5 2024

FROM: TO:



POSITION 

ITEM NO. 

SG

OFFICE

Legislative Staff Officer II 

274 

16

Printing and Reproduction Service

QUALIFICATION STANDARDS

EDUCATION 

EXPERIENCE 

TRAINING 

ELIGIBILITY 

POSITION DESCRIPTION

Bachelor’s Degree 

1 year relevant experience 

4 hours relevant training 

Career Service Professional / R.A. 1080

1. Lays out and designs forms, programs, calling cards, note pads, memo pads, 
requested by units in the Secretariat and the Senators’ offices;

2. Typesets memos, communications, reports and other documents for the Unit;

3. Maintains a backup file containing digital information of repetitive job orders;

4. Reviews, monitors and follows up jobs related to computer graphics that need 
the action of the Service Chief;

5. Coordinates with the Machine Operator in insuring the quality of printed forms, 
programs, calling cards, note pads, memo pads, the Journal of the Senate and 
Senate Bills requested by the Senators and other offices;

6. Performs other tasks as may be required from time to time.


