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ASTI – FM 02-26 
REV 2 / 09 June 2025 

 
 
 

 
PUBLICATION OF VACANT POSITION (Regular) 

 
 

POSITION : Administrative Officer III 

SALARY GRADE : 14 

NO. OF POSITIONS AVAILABLE : 1 

ITEM NUMBERS : ASTIB-ADOF3-3-2017 

COMPENSATION PACKAGE :  

Monthly Basic Salary : P 38,764.00 

Monthly Additional Allowances : a) Personal Economic Relief Allowance 
b) RA 8439 – mandated allowances (Subsistence, 

Laundry, Hazard Pay) 
BASIC QUALIFICATION STANDARDS :  

Education 
: Bachelor’s Degree relevant to the job (BS Accountancy, 

AB Communication, or AB/BS Legal Management) 

Experience : Four (4) hours of relevant training 

Training : One (1) year of relevant experience 

Eligibility : Career Service (Professional) Second Level Eligibility 

Required Competencies 

 
: 

Core Competencies: 

• Delivering Excellent and Professional Services – 
Intermediate 

• Exemplifying Integrity – Intermediate 

• Problem Solving and Decision Making – Intermedi-
ate 

• Teamwork – Intermediate 
 
Functional Competencies: 

• General Reports and Documentation- Intermediate 

• Procurement Management – Intermediate 

• Secretariat and Committee Services - Intermediate 
ADDITIONAL INFORMATION ABOUT THE POSITION: 

- Proficient in writing; 
- Good organizational skills; 
- Keen on details; and 
- Can work with minimal supervision and under pressure. 

 
He/She Shall: 

• Assist the Procurement Management Section/ Bids and Awards Committee (BAC) Secretariat Head 
in the procurement management duties; 

• Assist the BAC and Head of the Procuring Entity in the following: 
- Agency procurement planning; 
- Answering procurement queries from suppliers and stakeholders; 
- Reviewing Project Procurement Management Plans and market scoping, to come up with 

the agency’s Annual Procurement Plan; and 
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- Act as BAC Secretariat and provide administrative assistance to the BAC, i.e., drafting/ re-
viewing of BAC resolutions, drafting answers to requests for reconsiderations, among oth-
ers. 

• Draft procurement policies and processes based on Republic Act (RA) No. 12009 or the New Gov-
ernment Procurement Act and its Implementing Rules and Regulations (IRR); 

• Assist in the revision of internal forms for procurement, observing RA No. 12009 and its IRR; 

• Take charge of contract management; and 

• Perform related tasks as may be required from time to time. 
 
APPLICATION: 
Interested and qualified applicants are requested to send the following application requirements (in pdf) to 
careers@asti.dost.gov.ph: 
 

1. Accomplish the Application Form through this link: https://forms.office.com/r/4UteBWkHHG 
2. Letter of intent addressed to: 

FRANZ A. DE LEON, Ph.D. 
Director 
Advanced Science and Technology Institute 

3. Updated Curriculum Vitae or Personal Data Sheet (please use CSC Form 212 Revised 2025 and its 
attachment for work experience); 

4. College Diploma and Transcript of Records; 
5. Authenticated certificate of eligibility/license/ratings; 
6. Training certificate/s; and 
7. Employment certificate/s. 
8. Performance rating in the last rating period (if applicable). 

 
Kindly note that only those who have completed the Application Form shall be contacted to the next 
step. 
 

----------*****Nothing Follows*****---------- 
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