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PUBLICATION OF VACANT POSITION
Institutional Contract of Service (Manpower Agency)

Project Administrative Assistant VI
15
1

C.P. Garcia Avenue, Diliman, Quezon City

Bachelor's degree in Business Administration, Marketing Communications,
Development Studies, Social Sciences, Public Administration, or other related
fields relevant to stakeholder engagement, events management, or program
coordination

One (1) year of relevant experience

Four (4) hours of relevant training
None required

None required

Under general supervision and direction, HE/SHE shall perform the following:

¢ Lead the coordination and execution of the Business Development Unit’s participation in major
and endorsed events (e.g., Regional Science, Technology, and Innovation Week), Handa
Pilipinas — Luzon, Visayas, Mindanao, ASTICON, ASTIG), including preparation of
requirements, timelines, and deliverables.

e Manage end-to-end logistical requirements for events and stakeholder engagement activities,
including coordination with internal units, partner agencies, and service providers to ensure
timely and efficient implementation.

¢ Coordinate with stakeholders, partners, and participants for meetings, briefings, consultations,
and events, including preparation and dissemination of invitations, confirmation tracking, and
attendance monitoring.

e Assist in the implementation of stakeholder engagement activities by ensuring proper
scheduling, communication, and on-site coordination of engagements.

o Facilitate the documentation and capture of stakeholder feedback, inquiries, and initial
expressions of interest during events and engagement activities.

e Maintain and update stakeholder and engagement databases, including records of
participation, interactions, and activity monitoring for reporting and internal use.

e Prepare activity reports, documentation, and summaries of engagement outcomes, including
attendance, highlights, and key discussion points from events and stakeholder interactions.

¢ Provide administrative and logistical support for meetings, events, and coordination activities
related to stakeholder engagement initiatives.

o Perform relevant duties and responsibilities as may be required by the Agency.
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APPLICATION:

1. Accomplish the Application Form through this link: DOST-ASTI ICOS Application Form (BDU) — Fill
out form

2. Interested applicants shall submit a Letter of Intent addressed to FRANZ A. DE LEON, Ph.D.,
Director, through bdu@asti.dost.gov.ph, cc: careers@asti.dost.gov.ph. The email subject line shall
follow the format: “DOST-ASTI — Job Application — (Position Title) — LN, FN, MI”, attach the following
requirements in pdf:

Updated Personal Data Sheet and Work Experience Sheet;
Curiculum Vitae (CV)

Diploma and TOR,;

Certificate/s of employment; and

Training certificate/s.

IMPORTANT NOTES:

¢ Only applications with complete requirements including an accomplished Application Form (link cited
above) shall be processed.

e Application documents should be in Portable Document Format (.pdf) with proper file name.

e Applicants who are interested in applying to various vacancies must submit separate applications for each
vacant position.

¢ Due to the volume of applications received by this Agency, we will be inviting only those who are shortlisted
to proceed with the recruitment process.

As an advocate of the Equal Employment Opportunity Principle (EEOP), the DOST-Advanced Science and
Technology Institute encourages and welcomes all applicants regardless of age, religion, or political affiliation
including persons with a disability, members of indigenous communities, and those from any sexual
orientation and gender identities.

DOST-ASTI Privacy Notice: All personal information contained in any document received or transmitted
herein shall be used solely for documentation and processing purposes within the DOST-ASTI and shall not
be shared with any outside parties, unless with your written consent. We are committed to protect personal
data in accordance with R.A. 1073 (Data Privacy Act of 2012). All personal information shall be retained and
stored by the DOST-ASTI within a time period in accordance with the National Archives of the Philippines’
General Disposition Schedule.
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