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PUBLICATION OF VACANT POSITION (GIP) 
 

 
POSITION : GIP – Admin Role 

NO. OF POSITIONS AVAILABLE : 1 

REQUIRED HOURS : 352Hrs / 2 Months 

PREFERRED SKILLS/ 
COMPETENCIES 

: • Good written and verbal communication skills  

• Proficiency in Microsoft Office applications  

• Good research and analytical skills  

• Attention to detail and ability to handle multiple tasks  

• Ability to maintain confidentiality of documents  

RESPONSIBILITIES/ DURTIES: 

• Assist in drafting and editing official correspondence and other administrative documents.   

• Provide support in the preparation, review of guidelines, and procedures of the various sections under the Finance and 

Administrative Division.   

• Assist in the development of write-ups, reports, presentations, and other communication materials.   

• Organize and maintain electronic copies of administrative documents and reference materials.   

• Perform other related tasks that may be assigned by the Division Chief or immediate supervisor.  

EXPECTED OUTPUT: 

• Write-ups, reports, presentations, and communication materials  

• Organized repository of administrative documents and reference materials.  

• Timely completion of assigned administrative and documentation tasks. 

 
APPLICATION: 
  
Kindly send the following documents to: careers@asti.dost.gov.ph  
 
1. Updated resume  
2. Scanned copy of PSA Birth Certificate  
3. Proof of highest educational attainment (TOR, Form 137/ 138, Diploma, or Certificate of Graduation); and  
4. Accomplished ASTI GIP Application Form  
 
Email Subject Format: ASTI_GIP - (FULL NAME)  
 
Note:  
· Previous GIP beneficiaries of ASTI shall not be considered.  
· Applications with incomplete documents shall not be included in the list of qualified applicants.  
· Late submissions shall not be accepted and entertained.  
· Only documents received on or before the deadline shall be used as basis for evaluation.  
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