QUALIFICATION REQUIREMENTS AND DUTIES FOR COS PERSONNEL

ANNEX A

TO BE ASSIGNED TO HOUSING GUARANTEE SERVICES-RELATED FUNCTIONS

POSITION

QUALIFICATIONS

JOB DESCRIPTIONS

Utility Worker (to be
assigned in San Pablo Hills,
Dinalupihan, Bataan)

Elementary School Graduate

1 year relevant experience
Basic knowledge on the use of
basic mechanical equipment.

Perform general clean-up of all areas assigned.

Perform a variety of other maintenance duties for the upkeep of
HGC properties in the assigned area.

Perform other functions as may be assigned from time to time.

Courier

At least High School level

1 year relevant experience
Knowledge in customer service
Familiar with NCR areas and
nearby provinces.

Handle messengerial works for the Corporation.

Pick-up and deliver documents, packages, and other items
based on the official request of groups and operating units.
Perform other functions as may be assigned from time to time

Accounting Clerk

Graduate of any 4-year course
Computer literate

Experience in handling various
office equipment particularly,
scanner

Assist in the preparation of reports required by the Commission
on Audit.
Assist in the implementation of the Department’s programs and
activities.

Chauffer

At least High School level

1 year relevant experience
Familiar with NCR areas and
nearby provinces.

Knowledge on traffic rules, road
signs, and other driving-related
ethics and principles.

Drive vehicles and ensure that passengers/documents arrive at
authorized destination on time.

Keep record of Use of Motor Vehicle Authorization Slip,
prepare Trip Ticket and ensure that trip-related documents are
properly filled-up and signed.

Monitor Periodic Maintenance of assigned vehicle.

Perform basic mechanical and routine check to ensure
roadworthiness before use of vehicles.

Maintain cleanliness of assigned vehicle.

Perform other functions as may be assigned from time to time.

Electrician

Graduate of Vocational Course
in Electrical Technology or other
related course;

1 year relevant experience
Knowledge in electrical wiring,
repairing electrical equipment
and installing electrical systems

Perform general electrical maintenance.

Inspect transformers and circuit breakers and other electrical
components.

Troubleshoot electrical issues using appropriate devices.
Repair and replace equipment, electrical wiring, or fixtures.
Follow National Electrical Code and local building regulations.
Conduct Circuit breaker corrective maintenance.

Perform other functions as may be assigned from time to time.




Administrative Assistant

e Graduate of any 2-year
Course/Diploma Course;
Graduate of any 4-year course
is an advantage

¢ Knowledge in office
management systems and
procedures

Perform general administrative support such as filing, logging
of documents, photocopying and other clerical tasks for
Departments/Operating Units.

Maintain electronic and hard copy filing system.

Manage calendar, and schedule and coordinate meetings,
appointments and travel arrangements.

Assist in resolving any administrative issues

Maintain safekeeping of the office supplies of the
group/department.

Answer calls and/or endorse the same to the proper officer, if
necessary.

Perform other functions as may be assigned from time to time.

Data Encoder

e Graduate of any 2-year
Course/Diploma Course

¢ Excellent organization, typing
and data entry skills

Assist in ensuring accurate and timely entry of data based on
required format.

Assist in the preparation of reports as may be required.
Provide assistance to other staff in the performance of their
regular functions.

Perform other functions as may be assigned from time to time.

Buyer / Canvasser

e Graduate of any 4-year course

e 1 year relevant experience

e Basic knowledge in procurement
principles

Assist in purchasing goods in accordance with the existing
government and office procedures.

Assist in collaborating with departments to clarify purchase
requisitions and accuracy of requests and departmental needs,
and refine specifications for future purchase orders.

Make on-site purchase decisions in accordance with company
procedures and regulations.

Assist in finding new sources of supplies and products.

Secure product samples, photos, and descriptions as required.
Perform other functions as may be assigned from time to time.

Human Resource Assistant

e Graduate of any 4-year course
e Knowledge in MS Office
Application and HR functions

Assist HR personnel in the implementation of general HR
functions.

Assist in updating employees demographics.

Assist in the implementation of special projects of the
Department.

Perform other functions as may be assigned from time to time.

Plumber/Carpenter

At least High School level

e Preferably attended Vocational
course in plumbing/carpentry

e 2 years relevant experience

e Basic knowledge in plumbing

system and building code

requirements

Perform general carpentry and plumbing works.

Construct, install and repair structures and fixtures.

Install pipes and fixtures and other plumbing materials.
Perform inspections of fixtures and plumbing systems to
identify and replace worn out parts.

Perform other functions as may be assigned from time to time.

Property Assistant |

e Graduate of any 4-year course

Assist the Department in the implementation and monitoring of




preferably in Building and
Property Management
Knowledge in office
management systems and
procedures

building maintenance and repair activities.

Assist the Department in management of properties and
equipment.

Assist the Department in preparation of reports,
correspondence and other documentation.

Perform other functions as may be assigned from time to time.

Account Analyst |

Graduate of any 4-year course
Knowledge in MS Office
Application

Knowledge in accounts
management

Assist in the preparation of sales and collection documents.
Assist in the verification, encoding of data, journal entry,
recording, reconciliation, ledgering and client servicing.
Assist in the monitoring and updating of accounts.

Perform other functions that may be assigned from time to
time.

Human Resource Analyst

Graduate of any 4-year course

1 year relevant experience
Knowledge in MS Office and HR
functions

Assist in the research for HR policy development.

Assist in the preparation of regular HR reports.

Assist in the rollout and implementation of other HR programs
and activities.

Perform other functions as may be assigned from time to time.

Computer Technician

Graduate of Vocational Course
relevant to the job

1 year relevant experience
Preferably TESDA NC Il
Certificate Holder

Knowledge in computer
systems and IT components

Install computer software and hardware.

Maintain and repair equipment.

Troubleshoot computer and printer issues.

Determine and install appropriate security measures.
Configure computer networks.

Provide technical support.

Perform other functions as may be assigned from time to time.

Hardware Technician

Graduate of Vocational Course
relevant to the job

1 year relevant experience
Preferably TESDA NC Il
Certificate Holder

Knowledge in computer
troubleshooting

Install, configure, test, maintain, monitor, and troubleshoot end
user workstation hardware, network peripheral devices, and
networking hardware products.

Assist in preparing, maintaining and upholding procedures for
logging, reporting and statistically monitoring PC performance.
Develop and maintain an inventory of all monitors, keyboards,
hard drives, modems, printers, scanners and other peripheral
equipment.

Perform other functions as may be assigned from time to time.

Bookkeeper

Bachelor's Degree relevant to
the job

1 year relevant experience
Knowledge in Microsoft Excel
and other bookkeeping software

Assist in ensuring an efficient and coordinated sales activities
of the projects.

Monitor the sales and prompt remittance of the corporation’s
share of sales collection.

Assist in undertaking periodic inspection, examination and
verification of all records and books.

Assist in validating monthly sales and inventory reports.
Perform other functions as may be assigned from time to time.




Master Electrician

Graduate of Vocational Course
relevant to the job

3 years relevant experience
Knowledge in electrical wiring,
repairing electrical equipment
and installing electrical systems
Preferably with TESDA NC I
Electrical Installation and
Maintenance Certificate

Install electrical system in accordance with the electrical plan of
the building.

Plan-and implement cabling (circuiting) of lights and electric
power distribution.

Maintain and repair electrical system.

Conduct inventory, repair and maintenance of all lighting
fixtures, cables, effects, power distribution, dimmers,
networking and lighting control consoles.

Document and track all circuits and system configuration.
Perform other functions as may be assigned from time to time.

Account Analyst I

Graduate of any 4-year course
At least six (6) months relevant
experience

Knowledge in MS Office
Application

Knowledge in accounts
management

Assist in the preparation of sales and collection documents.
Assist in the verification, encoding of data, journal entry,
recording, reconciliation, ledgering and client servicing.
Assist in monitoring and updating of accounts.
Assistin-preparing-account summaries and other
correspondence.

Assist in the preparation of payment-related documentation for
project-accounts.

Assist in the due diligence of project accounts.

Assist in the Automation processes of the Department.
Perform other functions that may be assigned from time to
time.

Administrative Services
Assistant Il

Graduate of any 4-year course
At least six (6) months relevant
experience

Knowledge in MS Office
Application

Assist the Department in the procurement, handling and
distribution of office supplies and equipment.

Assist the Department in the preparation of necessary reports,
correspondence and other documentation.

Perform other functions that may be assigned from time to
time.

Executive Assistant |

Preferably College Graduate

1 year experience in executive
office set-up

Knowledge in office
management systems and
procedures

Perform general administrative support such as filing, logging
of documents, photocopying and other clerical tasks for the
Board of Directors.

Maintain electronic and hard copy filing system.

Manage calendar, and schedule and coordinate meetings,
appointments and travel arrangements of the Board of
Directors.

Assist in resolving any administrative issues supplies for the
Office of the Board of Directors.

Maintain safekeeping of the office supplies for the Office of the
Board of Directors.

Answer calls and/or endorse the same to the proper officer, if
necessary.

Assist in the logistical requirements for meetings and other




gatherings to be participated-in by the Board Members.
Perform other functions that may be assigned from time to
time.

Accounting Specialist

Graduate of Business
Management, Business
Administration major in
Accountancy or Banking and
Finance

o At least 1 year experience in

accounts management or
accounting

Knowledge in MS Office
Application

Assist in preparing company budget to help meet financial
goals and recommend measures to reduce loss.

Maintain accounting records, identify, and verify financial
transactions for multiple departments.

Process and organize invoices to ensure timely processing.
Manage and update payroll information.

Review ledgers, statements, and balance sheets for accuracy.
Perform other functions as may be assigned from time to time.

Executive Assistant Il

Bachelor's Degree relevant to
the job

2 years experience in an
executive office set-up
Knowledge in office
management systems and
procedures

Assist in scheduling, receiving and evaluating the nature of the
requests and determine priority, obtain appropriate input as
needed, and follow through to schedule and arrange all details.
Assist in researches and assembly/development of information
and materials on a variety of matters.

Assist in the review of documents from Departments.

Assist in taking and transcribing minutes of various meetings.
Perform other functions that may be assigned from time to
time.

Marketing Specialist

Preferably graduate of Financial
Management or Marketing

At least 1 year relevant
experience

Knowledge in MS Office
Application

Collect market and housing industry data from primary and
secondary data sources.

Arrange industry forecasts for banks, financial institutions and
real estate developers and other housing providers.

Monitor housing news and data sources.

Perform other functions that may be assigned from time to
time.

Creative Arts Specialist

Bachelor's Degree relevant to
the job

1 year relevant experience
Knowledge in Photoshop (CS 6)
and other computer graphic
tools.

Provide photo coverage/documentation of the Corporation’s
events.

Edit picture to produce materials for media release, printing,
broadcast and/or webcast.

Design, lay-out and format poster ads, brochures, publications
and other promotional materials.

Perform digital design using current computer software,
drawing and photography design.

Assist in the creation of various graphic elements for use in
various Corporate activities.

Develop printed or broadcast materials for Corporate programs
when needed.

Perform other functions that may be assigned from time to




time.

Executive e Bachelor's Degree relevant to Assist in the review of documents from Departments.
Assistant lll the job Assist in taking and transcribing minutes of various meetings
e 3 years experience in executive and disseminate instructions to concerned
office set-up Departments/Operating Units.
¢ Knowledge in office Assist in preparing and managing the Office’s budget and
management systems and supplies.
procedures Handle special assignments and projects.
Perform other functions that may be assigned from time to
time.
Paralegal e Bachelor's Degree relevant to Identify relevant judicial decisions, statutes, legal articles,

the job
Knowledge in Philippine laws
and legal systems

codes and other pertinent material.

Organize and track case files.

Assist lawyers with alternative dispute resolutions and trial
preparation, and appear in court to request for postponement.
Accompany the court sheriff in connection to writ
implementation.

Coordinate with other government agencies, quasi-judicial
bodies and courts in relation to legal documents and other legal
matters.

Prepare written reports and correspondences.

Perform other functions as may be assigned from time to time.

Human Resources
Specialist

Graduate of any 4-year course
1 year relevant experience
Knowledge in MS Office

Assist in promoting and coordinating health and wellness
programs for the employees.

Provide logistical support to activities involving career and
development of employees.

Assist in the research for human resources policy development.
Assist in developing, planning and implementing the
Department’s initiatives and programs.

Perform other functions as may be assigned from time to time.

MS Dynamics AX Function
Analyst

Bachelor's Degree
2 years relevant experience

Work as Lead Business Analyst handling the end-to-end.
process required from planning to implementation of Dynamics
AX.

Present Conference Room Pilot showing Dynamics AX fit to the
organization.

Prepare User Manuals and Training Plans.

Provide pre-go live and post-go live end user support.

Ensure project documents are complete and delivered
successfully as per the plan.

Perform other functions as may be assigned from time to time.




Senior Programmer

Bachelor's Degree in Computer
Science, Information Technology
or other relevant course

2 years relevant experience
Ability to identify complex
problems and review related
information to develop and
evaluate options and implement
solutions

e Handle all programming services of the Corporation

e Resolve programming concerns problems by conducting a
thorough analysis of the system and employing appropriate
debugging techniques

o Ensure the availability of computer resources by contributing to
disaster prevention and recovery efforts caused by events like
power outages, hardware failures, etc.

e Perform other functions as may be assigned from time to time

TO BE ASSIGNED TO PRIORITY, SMALL, AND MEDIUM SECTORS GUARANTEE-RELATED FUNCTIONS

Janitor

Must have completed three (3)
years of high school studies.
Must-have-at least six (6)- months
experience in janitorial work; and

Must know how to operate
vacuum cleaners and floor
polishers, and knowledge in

carpet shampooing.

Keeps the office premises of TIDCORP in Makati City clean and in
orderly condition;

Performs —heavy cleaning duties, such as cleaning of floors
(sweeping, mopping, vacuuming, shampooing of rugs), washing of
walls, and removing rubbish/garbage disposal; and cleaning of
bathrooms and comfort rooms, and

Ensures adequate supplies needed for the performance of cleaning
tasks (soap, toilet paper, and other supplies)

Janitor and Maintenance

Must be at least a high school
graduate.

Must have at least six (6) months
experience in janitorial and office
maintenance work;

Must know how to operate
vacuum cleaners and floor
polishers, and knowledge in

carpet shampooing; and

Can apply basic knowledge in
carpentry, electronics, electrical,
mechanical and plumbing repairs.

Performs general cleaning within the office premises of TIDCORP in
Makati City and perform maintenance duties/responsibilities,
including the cleaning and keeping of equipment in orderly and
functional condition.

Provides assistance to staff, visitors and other employees as
necessary.

Makes minor carpentry, electronics, electrical, mechanical and
plumbing repairs or as required by the management.

Receptionist

Must have completed at least two
(2) years of college studies;

Must have a pleasing personality;
Must have good oral and written
communication skills;

Can handle simple customer

Handles front office and administrative duties;
Receives customers/guests; and

Attends to phone calls; or other tasks as may be required by the
management.




service concerns and inquiries;

e Must be able to handle phone
calls;

e Must know how to handle
records/information with proper
discretion.

Messengers e Must have at least completed Picks up and deliver documents, packages, messages, and other
junior high school; items between offices or departments within an establishment or to
e Must have at least six (6) months other business concerns outside the office premises; traveling by
experience in messengerial work; foot or public conveyance, or other tasks as may be required by the
and management.
e Must be familiar with the Metro
Manila routes.
Driver e Must be a holder of a valid Conveys personnel/visitors, and deliver/ pick-up documents/items to
Driver's License; and from clients or business offices in a safe and timely manner,;
e Must have at least one (1) year and
driving experience, Performs other tasks that may be assigned by management.
e Must be familiar with Metro
Manila routes and neighboring
provinces; and
e Must have passed a valid
psychological/neurological
examination and drug test.
Driver-Cebu e Must be a holder of a valid

Driver's License;

e Must have at least one (1) year
driving experience;

e Must be familiar with Metro Cebu
routes and neighboring areas;
and

e Must have passed a
psychological/neurological
examination and drug test.

valid

Conveys personnel/visitors, and deliver/ pick-up documents/items to
and from clients or business offices in a safe and timely manner;
and

Performs other tasks that may be assigned by management.

Clerk If Assistants for
FSBD, TOD, TSD (IT), OCS
& LADS

¢ Must be college graduate;

e With good oral and written
communication skills;

e Computer literate;

e Must have good attention to

¢ Performs clerical, data encoding, secretarial works, administrative

duties and other related functions




details;
e Must be willing to work extended
hours;

e Must be able to work with
minimum supervision.

Clerk (to be assigned to the
COA Unit)

e Must have at least one (1) year
work experience;

¢ Must have finished a bachelor's
degree in any of the following
courses like computer secretarial,
office administration and other
secretarial related courses.

Clerk (to be assigned to the
Finance Services
Department)

o Must have at least three (3) years
accounting related work
experience; and

e Must have finished a bachelor's
degree related to the job.

Shall assist in the preparation of the daily, monthly, quarterly,
semestral and annual reports/submittals of Doc. Stamps, journal
vouchers, financial statements, schedule to financial statement,
other financial corporate survey for BSP, capital adequacy ratio,
COA audited financial report.

Clerk Il Clerk IlI

e Must have at least three (3) years
experience in legal related works.

Receives requests and/or court processes and classify the nature of
such requests and/or court processes;

Checks the proper attachments as indicated in the requests;
Receives incoming documents of notice/resolution/order from courts
and forward to the Chief Legal Counsel (CLC) for proper action;
Records and release the documents. If the outgoing document is
court-bound, observe procedures under Rule 13, Rules of Court, for
Filing and Service of Pleadings, Judgments and Other Papers; and
Provides other secretarial/ clerical work.

Accounting Technical Staff

e Must be a CPA;
e Must have at least three (3) years

accounting related work
experience;

e Must have attended at least 32
hours accounting

seminar/training;

Shall have the ability to analyze figures;

Knowledge of accounting principles and excellent verbal and written
skills;

Must be able to multi-task;

Establishes priorities and organize efficiently;

Knowledge of computers and familiarity with accounting software;
Shall prepare the daily, monthly, quarterly, semestral and annual




e Must be willing to work extended
hours;

e Must be keen on details;

e Must be able to work with
minimum supervision.

reports/submittals of Doc. Stamps, journal vouchers, financial
statements, schedule to financial statement, other financial
corporate survey for BSP, capital adequacy ratio, COA audited
financial report.

IT Technical Stafff Network
System Administrator

e Must have finished an Information
Technology or Computer Science
related bachelor’s degree;

e Must have at least three (3) years
IT related experience, particularly
as VMWare Administrator of an
IT system running a virtualized IT
Infrastructure; and

e Good written and
communication skills.

verbal

Shall generally be in charge of network address assignments,
management and implementation of protocols, support for local area
networks (LAN), wide area networks (WAN), intranet, Internet or
network segment systems;

Responsible for the network's overall stability and security, and
some of their duties may include installing network hardware,
training users and evaluating network performance;

Handles the maintenance of networks and file servers;

Performs the functions of a VMWare Administrator of an IT system
running a virtualized IT Infrastructure,

Provides additional function on web-content management; and
Assists the IT Head in providing technical supports to all users.




