
 

 Page 1 of 1  

 

 
 
 
 
 
 

 
PUBLICATION OF VACANT POSITION  

(INTERN) 
 

 
POSITION : Intern 

NO. OF POSITIONS AVAILABLE : 1 

LOCATION : Solutions and Services Engineering Division  

PREFERRED EDUCATION : Currently working towards Bachelor's in Computer Engineering, 
Information and Technology, or other related programs 

PREFERRED SKILLS/ 
COMPETENCIES 

: Records Management, Clerical Skills and Basic IT Support 

RESPONSIBLE DUTIES 

: 

• Assist in digital records management including organizing and 
maintaining electronic files  

• Perform clerical tasks such as data encoding and updating of 
documents using online tools 

• Update and maintain the web-based procurement and Budget 
database (PROCUREINN portal)  

• Ensure accuracy and completeness of digital records 

EXPECTED OUTPUT: 

Under general supervision and direction, the interns shall perform the following: 

• Organized and maintained electronic files for digital records management  

• Encoded data and updated documents using online tools  

• Updated and maintained the PROCUREINN web-based procurement and budget database  

• Ensured accuracy and completeness of digital records 

 
APPLICATION: 
 
Email Subject Format: ASTI_Intern (REIINN – Procurement Unit) - (FULL NAME)  
 

Send your CVs to: pinky@asti.dost.gov.ph, vivialynmae.delacruz@asti.dost.gov.ph and cc: 

careers@asti.dost.gov.ph 
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