CITY OF MANDALUYONG

Human Resource and Management Department

LIST OF VACANCIES AS OF APRIL 1, 2009

www.mandaluyong.gov.ph

[TEM NO. PLACE OF ASSIGNMENT POSITION TITLE SG QUALIFICATION POSITION
3 Office of the City Mayor Senior  Administrative | 15 | Completion of two years studies 1
Assistant IIT in college
(Private Secretary II) None required
None required
None required
4 Office of the City Mayor Executive Assistant I 14 | Bachelor’s degree 1
1 year of experience
4 hours of training
Career Service (Sub-professional)
Second level Eligibility
5 Office of the City Mayor Administrative Aide IV 04 | Completion of two years studies 1
( Clerk II) in college
None required
None required
Career Service (Sub-professional)
First Level Eligibility
6 Office of the City Mayor Administrative Aide IV 04 | Elementary School Graduate 1
(Driver II) None required
None required
Driver’s license
(MC 11,5-96-Cat.II)
11 Office of the City Vice Mayor Administrative Aide III 03 | Elementary School Graduate 1
(Driver I) None required
None required
Driver License
(MC 11, s. 96-Cat. II)
3 City Administrator’s Department Administrative Officer IV | 22 | Bachelor’s degree 1
(Supervising Admin. 3 years of relevant experience
Officer) 16 hours of relevant training
Career Service (Professional)
Second Level Eligibility
10-03 City Administrator’s Department/ | Administrative Aide II 02 | Must be able to read and write 1
Administrative Division (Messenger) None required
None required
None required
(MC 11,5-96-Cat. I1I)
19-02 City Administrators Department/ Information System | 16 | Bachelor’s Degree relevant to the 1
Information Technology Division Analyst II job
1 year of relevant experience
4 hours relevant training
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Human Resource and Management Department

Career Service (Professional)
Second Level Eligibility

22-03; 22-
06

City Administrators Department/
Information Technology Division

Senior Administrative 13
Assistant |

(Data Controller IV)

Completion of two years studies
in college or High School
Graduate with relevant
vocational/trade course

3 years of relevant experience

16 hours of relevant training
Career Service (Sub-professional)
First Level Eligibility

27-01,27-
02

City  Administrators
Information Technology Division

Department/

Administrative Assistant | 12
VI (Computer Operator
III)

Completion of two years studies
in college or High School
Graduate with relevant
vocational/trade course

2 years of relevant experience

8 hours of relevant training
Career Service (Sub-professional)
First Level Eligibility

25-03;25-
04

City Administrators Department/
Information Technology Division

Administrative Assistant [ 09
I
(Computer Operator II)

Completion of two years studies
in college or High School
Graduate with relevant
vocational/trade course

1 year of relevant experience

4 hours of relevant experience
Career Service (Sub-professional)
First Level Eligibility

28-01,28-
02

City  Administrators
Information Technology Division

Department/

Administrative Assistant | 07
I (Computer Operator I)

Completion of two years studies
in college or High School
Graduate with relevant
vocational/trade course

None required

None required

Career Service (Sub-professional)

31-02

City Administrators Department/
Internal Control Division

Administrative Officer IV 15
(Mgt.& Audit Analyst II)

Bachelors Degree relevant to the
job

1 year of relevant experience

4 hours of relevant training
Career Service (Professional)
Second Level Eligibility

39

Cooperative
CAD

Development

Division

Cooperative 11
Development Specialist I

Bachelor’s degree relevant to the
job

None required

None required
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Career Service (Professional)
48-01 City Administrators Department/ Manpower Development | 11 | Bachelors Degree
Manpower & Youth Development | Officer I None required
Training Division None required
Career Service (Professional)

58 City Administrators Department/ Registrar I11 18 | Bachelor’s degree relevant to the
Manpower & Youth Development job
Training Division 2 years of relevant experience

8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

59 City Administrators Department/ Senior Manpower Devt. | 18 | Bachelor’s degree relevant to the
Manpower & Youth Development | Officer job
Training Division 2 years of relevant experience

8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

60 City Administrators Department/ Handicraft Worker II1 08 | Elementary School Graduate
Manpower & Youth Development 1 year of relevant experience
Training Division 4 hours of relevant training

None Required
(MC 11,5-96-Cat. II)

61 City Administrators Department/ Handicraft Worker II 05 | Elementary School Graduate
Manpower & Youth Development 1 year of relevant experience
Training Division 4 hours of relevant training

None Required
(MC 11,5-96-Cat. II)

62 City Administrators Department/ Administrative Aide IV 04 | Elementary School Graduate
Manpower & Youth Development | (Driver II) None required
Training Division None required

Driver License
(MC 11, s. 96-Cat. II)

63 City Administrators Department/ Supervising Labor and | 22 | Bachelor’s degree relevant to the

Public Employment Services Division Employment Officer job
3 years of relevant experience
16 hours of relevant training
Career Service (Professional)
Second Level Eligibility

65 Public Employment Services Division | Labor & Employment 08 Completion of two years studies

CAD Assistant 1T in college
1 year relevant experience
4 hours of relevant training
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Career Service (Sub-professional)

66-01

City Administrators Department/
Public Employment Services Division

Administrative Aide III
(Clerk I

03

Completion of two years studies
in college

None required

None required

Career Service (Sub-professional)
First Level Eligibility

68

City Administrators Department/
Anti-Vice Division

Security Officer 11

15

Bachelor’s degree relevant to the
job

1 year of relevant experience

4 hours of relevant training
Career Service (Professional)
Second Level Eligibility

69

City  Administrators
Anti-Vice Division

Department/

Administrative Officer III
(Records Officer II)

14

Bachelor’s degree relevant to the
job

1 year of relevant experience

4 hours of relevant training
Career Service (Professional)
Second Level Eligibility

72

City  Administrators
Anti-Vice Division

Department/

Administrative Assistant
II (Clerk IV)

08

Completion of two years studies
in college

1 year of relevant experience

4 hours of relevant training
Career Service (Subprofessional)
First Level Eligibility

81

City Administrators Department/
Anti-Vice Division

Security Agent II

10

Completion of two years studies
in college

2 years of relevant experience

8 hours of relevant training
Career Service (Subprofessional)

82-01,82-
02

City Administrators Department/
Anti-Vice Division

Security Guard I

03

High School Graduate
None required

None Required
Security Guard License
(MC11,5-Cat. II)

84

City Administrators Department/
Disabled Person Affairs Division

Community Affairs

Assistant II

08

Completion of two year studies in
college

1 year of relevant experience

4 hours of relevant training
Career Service (Sub-professional)
First Level Eligibility

85

City Administrators Department/
Disabled Person Affairs Division

Public Services Assistant

08

Completion of two year studies in
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college

1 year of relevant experience

4 hours of relevant training
Career Service (Sub-professional)
Second Level Eligibility

90

City  Administrators = Department/
Senior Citizen Affairs Division

Administrative Aide IV
(Clerk II)

04

Completion of two years studies
in college

None required

None required

Career Service (Sub-professional)
First Level Eligibility

100

City Administrators Department/
Tricycle Regulations Division

Administrative Aide III
(Utility Worker II)

03

Must be able to read and write
None required

None required

None required

(MC 11, s. 96-Cat. I1I)

101

City Administrators Department/
Tricycle Regulations Division

Bookbinder I

02

Elementary School Graduate
None required

None required

None required

(MC 11, s. 96-Cat. III)

11

City Human Resource Management
Department (Appointment Div.)

Administrative Aide I
(Utility Worker I)

01

Must be able to read and write
None required
None required
None required
(MC 11,5-96-Cat. I1I)

8-01

City Human Resource Management
Department (Appointment
Division)

Bookbinder II

04

Elementary School Graduate
None required

None required

None required

(MC 11, s. 96-Cat. III)

20

City Human Resource Management
Department (Career Development
Division)

Administrative Aide I

(Utility Worker I)

01

Must be able to read and write
None required

None required

None required

(MC 11, S-96-Cat. III)

16

City Human Resource Management
Department (Career  Development
Division)

Administrative Aide IV
(Reproduction  Machine
Operator II)

04

Elementary School Graduate
None required

None required

None required

(MC 11, s. 96-Cat. III)

13

City Human Resource Management
Department  (Career  Development

Administrative Officer V

18

Bachelor’s degree
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Division)

(Human Resource
Management Officer III)

2 years of relevant experience
8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

25-01

City Human Resource Management
Department/Welfare and  Benefits
Division

Administrative Aide III
(Driver 1)

03

Elementary School Graduate
None required

None required

Driver License

(MC 11, s. 96-Cat. II)

27

City Human Resource Management
Department/Welfare and  Benefits
Division

Administrative Aide I

(Utility Worker I)

01

Must be able to read and write
None required

None required

None required

(MC 11, s. 96-Cat. III)

30

City Human Resource Management
Department/Records  and  Payroll
Division

Administrative Officer IV
(Human Resource
Management Officer II)

15

Bachelor’s degree

1 year of relevant experience
4 hours of relevant training
Career Service (Professional)
Second Level Eligibility

36-02

City Human Resource Management
Department/Records  and  Payroll
Division

Administrative Aide VI
(Data Entry Machine
Operator I)

06

Completion of two years studies
in college

Or High School Graduate with
relevant vocational/ trade course
None required

None required

Career Service (Sub-professional)
First Level Eligibility

10-05;10-
06

City Business Permits & Licensing
Department

License Inspector II

08

Completion of two years studies
in college

1 year of relevant experience

4 hours of relevant training
Career Service (Subprofessional)
First Level Eligibility

11

City Business Permits & Licensing
Department

Administrative Aide VI
(Clerk III)

06

Completion of two years studies
in college

None required

None required

Career Service (Subprofessional)
First Level Eligibility

12-01;12-
02;12-
03;12-

City Business Permits & Licensing
Department

License Inspector I

06

Completion of two years studies
in college
None required
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04;12-05

None required
Career Service (Subprofessional)
First Level Eligibility

14-04,14-
05

City Business
Department

Permits

Licensing

Administrative Aide IV
(Clerk II)

04

Completion of two years studies
In College

None required

None required

Career Service (Sub-professional)
First Level Eligibility

4-03

City Business
Department

Permits

Licensing

Licensing Officer III

18

Bachelor’s degree

2 years of relevant experience
8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

5-01,5-02

City Business
Department

Permits

Licensing

Licensing Officer II

15

Bachelor’s degree

1 year of relevant experience
4 hours of relevant training
Career Service (Professional)
Second Level Eligibility

6-02;6-03

City Business
Department

Permits

Licensing

Senior Administrative
Assistant 11
(Computer Operator IV)

14

Completion of two years studies
in college

or High School Graduate with
relevant

vocational/trade course

3 years of relevant experience

16 hours of relevant training
Career Service (Sub-professional)
First Level Eligibility

7-03

City Business Permits & Licensing

Department

Administrative
(Data

Senior
Assistant I
Controller IV)

13

Completion of two years studies
in college

Or High School Graduate with
relevant vocational / trade course
3 years of relevant experience

16 hours of relevant training
Career Service (Subprofessional)
First Level Eligibility

8-01;8-
02,8-03;8-
04,8-06;8-

08

City Business Permits & Licensing

Department

Licensing Officer I

11

Bachelor’s degree

None required

None required

Career Service (Professional)
Second Level Eligibility

19

City Legal Department

Bookbinder II

04

Elementary School Graduate

4™ Floor, New Executive Building, City Government Complex, Maysilo Circle, City of Mandaluyong 7
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None required
None required
None required
(MC 11, s. 96-Cat. III)

20

City Legal Department

Administrative Aide IV
(Driver II)

04

Elementary School Graduate
None required

None required

Driver License

(MC 11, s. 96-Cat. II)

21

City Legal Department

Administrative Aide I

(Utility Worker I)

01

Must be able to read and write
None required

None required

None required

(MC 11, s. 96-Cat. III)

City Legal Department

Government
Department

City
Assistant
Head II

24

Bachelor’s degree

4 vyears in position/involving
management and supervision

24  hours of training in
management and supervision
Career Service (Professional)
Second Level Eligibility

13

City Legal Department

Administrative Assistant
III (Stenographer III)

09

Completion of two years studies
in college

1 year of relevant experience

4 hours of relevant training
Career Service (Subprofessional)
First Level Eligibility

City Legal Department

Attorney III

21

Bachelor of Laws

1 year of relevant experience
4 hours of relevant training
RA 1080

City Legal Department

Legal Officer III

20

Bachelor of Laws

1 year of relevant experience
4 hours of relevant training
None Required

RA 1080

City Legal Department

Legal Assistant 11

12

Bachelor's degree

None Required

None Required

Career Service (Professional)
Second Level Eligibility

City Cultural Affairs, Tourism and

City Government

26

Bachelor’s degree
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Sports Development Department

Department Head II

5 years in position/involving
management and supervision

32  hours of training in
management and supervision
Career Service (Professional)
Second Level Eligibility

13-06;13-
17;13-18

City Cultural Affairs, Tourism and
Sports Development Department

Musician

05

High School Graduate
None required

None Required

None required

(MC 11, s. 96-Cat. III)

19

City Cultural Aff. Tourism & Sports
Devt., Dept.

Artist [llustrator II

08

Completion of two years studies
in college or High School
Graduate with relevant
vocational/trade course

1 year of relevant experience

4 years of relevant training

Career Service (Subprofessional)
Mustrator

(MC 03, 5.08-Cat. II)

15-01

City Cultural Aff. Tourism & Sports
Devt., Dept.

Administrative Aide V
(Audio Visual Equipment
Optr. 1)

05

High  School Graduate or
completion of relevant
vocational/ trade course

None required

None required

None required

(MC 11, 5-96-Cat.III)

20

City Cultural Affairs, Tourism & Sports
Development Department

Administrative Assistant
I (Audio Visual
Equipment Operator III)

07

High  School Graduate or
Completion of relevant
vocational/ trade course

None required

None required

None required

(MC11, s. 96 - Cat. III)

15-01

City Cultural Aff. Tourism & Sports
Devt., Dept.

Administrative Aide IV
(Storekeeper I)

04

Elementary School Graduate
None required

None required

None required

(MC 11, s. 96-Cat. III)

16-02;16-
03;16-05

City Cultural Aff. Tourism & Sports
Devt., Dept.

Administrative Aide IV
(Clerk II)

04

Completion of two years studies
in college

None required

None required
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Career Service (Sub-professional)

First Level Eligibility
21 City Cultural Aff. Tourism & Sports | Administrative Aide 1| 03 | Must be able to read and write
Devt., Dept. (Utility Worker II) None required

None required
None required
(MC 11, s. 96-Cat. III)

22 City Cultural Aff. Tourism & Sports | Administrative Aide 1| 01 Must be able to read and write
Devt,, Dept. (Utility Worker I) None required

None required

None required

(MC 11, s. 96-Cat. III)

7 City Cultural Aff. Tourism & Sports | Senior Tourism | 18 | Bachelor’s degree relevant to the
Devt., Dept. Operations Officer job

2 years of relevant experience

8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

1 City Barangay Affairs And Community | City Government 26 Bachelor’s degree

Services Department Department Head 11 5 years in position/involving
management and supervision

32  hours of training in
management and supervision
Career Service (Professional)

Second Level Eligibity
13-04;13- | City Barangay Aff. And Comm. Serv. | Administrative Aide III | 03 Completion of two years studies
05 Dept. (Clerk I In College

None required
None required
Career Service (Sub-professional)

First Level Eligibility
17-01 City Barangay Aff. And Comm. Serv. | Laborer I 01 | Must be able to read and write
Dept. None required

None required
None required
(MC 11, s. 96-Cat. III)

9-04 City Barangay Aff. And Comm. Serv. | Traffic Aide III 07 | High School Graduate
Dept. None required

None required

None required

(MC 11, s. 96-Cat. III)
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15-15

City Barangay Aff. And Comm. Serv.

Dept.

Traffic Aide I

03

High School Graduate
None required

None required

None required

(MC 11, s. 96-Cat. III)

8-03

City Barangay Aff. And Comm. Serv.

Dept.

Community Affairs

Assistant II

08

Completion of 2 years studies in
college

1 year or relevant experience

4 hours of relative training

Career Service (Sub-professional)
First Level Eligibility

Mandaluyong Traffic & Parking Mgmt.

Office

Supervising Transp. Reg.
Officer IV

22

Bachelor’s degree relevant to the
job

3 years of relevant experience

16 hours of relevant training
Career Service (Professional)
Second Level Eligibility

Mandaluyong Traffic & Parking Mgmt.

Office

Development
Officer IV

Mgt.

22

Bachelor’s degree relevant to the
job

3 years of relevant experience

16 hours of relevant training
Career Service (Professional)
Second Level Eligibility

Mandaluyong Traffic & Parking Mgmt.

Office

Legal Officer IV

22

Bachelor of Laws

1 year of relevant experience
4 hour of relevant training
RA 1080

11-16;11-
25;11-
34;11-
36;11-
37;11-
38;11-

39;11-40

City Public Order & Safety Department

Security Guard I

03

High School Graduate
None required

None Required
Security Guard License
(MC11, s. -Cat. II)

10-04;10-
05;12-
01;12-

02;12-03

City Public Order & Safety Department

Administrative Aide III
(Utility Worker II)

03

Must be able to read and write
None required

None required

None required

(MC 11, s. 96-Cat. III)

City Public Order & Safety Department

Administrative Aide VI
(Clerk III)

06

Completion of two years studies
in College
None required
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None required
Career Service (Sub-professional)
First Level Eligibility

9-02

City Public Order & Safety Department

Administrative Aide IV
(Clerk II)

04

Completion of two years studies
in College

None required

None required

Career Service (Sub-professional)
First Level Eligibility

3-02

City Planning and Development

Department

Project
Officer IV

Development

22

Bachelor’s degree relevant to the
job

3 years of relevant experience

16 hours of relevant training
Career Service (Professional)
Second Level Eligibility

13

City  Planning
Department

Development

Administrative Aide VI
(Clerk III)

06

Completion of two years studies
in college

None required

None required

Career Service (Sub-professional)
First Level Eligibility

14-02

City  Planning
Department

Development

Administrative Aide IV
(Clerk II)

04

Completion of two years studies
in college

None required

None required

Career Service (Sub-professional)
First Level Eligibility

12-02

City  Planning
Department

Development

Project
Assistant

Development

08

Completion of two years studies
in college

1 year of relevant experience

4 hours of relevant training
Career Service (Sub-professional)
Second Level Eligibility

15-04;15-
06;15-09

City  Planning
Department

Development

Administrative Aide III
(Utility Worker II)

03

Must be able to read and write
None required

None required

None required

(MC 11, s. 96-Cat. III)

7-02

City  Planning
Department

Development

Project
Officer II

Development

15

Bachelor’s degree relevant to the
job

1 year of relevant experience

4 hours of relevant training
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Career Service (Sub-professional)
Second Level Eligibility

City  Planning
Department

&  Development

Zoning Officer II

15

Bachelor’s degree relevant to the
job

1 year of relevant experience

4 hours of relevant training
Career Service (Professional)
Second Level Eligibility

City  Planning
Department

&  Development

Project
Officer I

Development

11

Bachelor’s degree relevant to the
job

None required

None required

Career service (Professional)
Second Level Eligibility

14

Mandaluyong Housing & Development
Board

Administrative Aide VI
(Clerk III)

06

Completion of two years studies
in college

None required

None required

Career Service (Sub-professional)
First Level Eligibility

13-02

Mandaluyong Housing & Development
Board

Administrative Assistant
II (Clerk IV)

08

Completion of two years studies
in college

1 year of relevant experience

4 hours of relevant training
Career Service (Sub-professional)
First Level Eligibility

Mandaluyong Housing & Development
Board

Administrative Officer V
(RecordsOfficer III)

18

Bachelor’s degree

2 years of relevant experience
8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

Mandaluyong Housing & Development
Board

Administrative Officer III
(Records Officer II)

14

Bachelor’s degree

1 year of relevant experience
4 hours of relevant training
Career Service (Professional)
Second Level Eligibility

6-03

City Budget Department

Administrative Officer IV
(Budget II)

15

Bachelor’s degree relevant to the
job

1 year of relevant experience

4 hours of relevant training
Career Service (Professional)
Second Level Eligibility
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7-01

City Budget Department

(Budget Officer I)

Administrative Officer II

11

Bachelor's degree relevant to the
job

None required

None Required

Career Service (Professional)
Second Level Eligibility

8-01,8-02

City Budget Department

II (Budgeting Assistant)

Administrative Assistant

08

Completion of two years studies
in college

1 year of relevant experience

4 hours of relevant training
Career Service (Sub-professional)
First Level Eligibility

9-01

City Budget Department

(Clerk II)

Administrative Aide IV

04

Completion of two years studies
in college

None required

None required

Career Service (Sub-professional)
First Level Eligibility

City Assessor’'s Department/Property

Appraisal Division

(Driver II)

Administrative Aide IV

04

Elementary School Graduate
None required

None required

Driver License

(MC11, s. 96-Cat II)

10

City  Assessor’s  Department/Tax | Tax Mapper I

Mapping Division

11

Bachelor's degree relevant to the
job

None required

None required

Career Service (Professional)
Second Level Eligibility

20-02

City Assessor’s Department/ | Assessment Clerk II

Assessment Records Division

06

Completion of two years studies
in college

None required

None required

Career Service (Sub-professional)
First Level Eligibility

22-02

City Assessor’s Department/ | Bookbinder I

Assessment Records Division

02

Elementary School Graduate
None required

None required

None required

(MC 11, s. 96-Cat. III)

28

City Assessor’s Department/ Research, | Administrative Aide

Statistical & EDP Division

(Utility Worker I)

I

01

Must be able to read and write
None required
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None required
None required
(MC 11, s. 96-Cat. III)

16

City Civil Registry Department

Registration Officer III

18

Bachelor’s degree

2 years of relevant experience
8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

17

City Civil Registry Department

Administrative Officer V
(Records Officer III)

18

Bachelor’s degree

2 years of relevant experience
8 hours of relevant training
Career Service (Professional)
Second Level Eligibility

18

City Civil Registry Department

Bookbinder II

04

Elementary School Graduate
None required

None required

None required

(MC 11, s. 96-Cat. III)

15-04

City Civil Registry Department

Administrative Aide I
(Utility Worker I)

01

Must be able to read and write
None required

None required

None required

(MC 11, s. 96-Cat. III)

City Civil Registry Department

Registration Officer IV

22

Bachelor’s degree

3 years of relevant experience
16 hours of relevant training
Career Service (Professional)
Second Level Eligibility

City Civil Registry Department

Senior Administrative
Assistant II (Computer
Operator 1IV)

14

Completion of two years studies
in college

Or High School Graduate with
relevant

Vocational/trade course

3 years of relevant experience

16 hours of relevant training
Career Service (Sub-professional)
First Level Eligibility

10-01

City Accounting Department

Administrative Aide IV
(Clerk II)

04

Completion of two years studies
in college

None required

None required

Career Service (Subprofessional)

4™ Floor, New Executive Building, City Government Complex, Maysilo Circle, City of Mandaluyong 15

Telephone 532-5001 to 06 local 200




