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ualifications »  Above average knowledge on the use of MS Office

;i" Great attention to details
:"" E:-c.ﬁ:iienl analytical thinking
#  With excellent written and oral communication skills
~ Able to work harmoniously, competently and effectively even under
pressure
#  Willing to work beyond office hours, Saturdays and holidays, as
needed
Agency Department of Social Welfare & Development (Field Office V)
Position Administrative Assistant 1
No. of Vacancies One (1)
Salary Grade 8
Place of Assignment DSWD Field Office No. V.
Itern Number(s) OSEC-DSWDB-ADAS2-205-2004

Qualification Requirements: ) X =
Education Bachelor's degree in Business Administration, Office Administration

Business Management and Human Resource Management or any other

related course \
At least one (1) year experience related to administrative and human resource

Experience
management. N
Traini At least eight (8) hours of relevant training _
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» Good written and oral communication skills |
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pressure *
Willing to work beyond office hours, Saturdays and holidays, as
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