














Provides timely solutions to problems and decision dilemmas that have clear-cut options and/or
choices and whose solutions are available and can be accessed from a database or gleaned from an
existing policy or process.

Functional Competencies
F8 - Communicating Effectively
1. Demonstrate the ability to convey messages to client relevant to their function as transport
service section;
F9 - Digital Literacy
2. Operates light automotive equipment in transporting personnel, clients, equipment/supplies, and
relevant services;
F14 - General Administration and Support Services Management
3. Ensure submission of accomplished trip tickets on daily basis as necessary;
4. Does minor/basic mechanical repairs on equipment and vehicles;
5. Does regular basic initial test on vehicles before use and inspection after use;
F29 - Records and Documents Management
6. Submits necessary report on fuel consumption and distance traveled necessary as supporting
documents for transportation expenses;

Others:
7. Provides supporting functions connected to science and Technology programs, Projects, and
activities of the agency such as Data Collection and Records Management; Facility Management;
Human Resource Management; General Services Management; and Museum Services
Management.
8. Performs other duties and responsibilities as may be assigned by the supervisor.

Interested applicants must submit the following via online to hrmpsbsecretariat@nmp-hrmd.com,
with the subject line Position (Item No.), Division – Surname, First Name, Middle Initial:

Application letter addressed to the Deputy Director-General for Administration, indicating the
position applied for, item number, and name of the division.

ATTY. MA. ROSENNE M. FLORES-AVILA
Deputy Director-General for Administration

National Museum of the Philippines

3 copies of duly notarized and properly accomplished CS Form No. 212, Revised 2017 or Personal
Data Sheet (PDS) with most recent photo and Work Experience Sheet (WES) (2 copies to be

retained)

PDS, WES and Notarization shall bear the date within the period of publication only.

Blank copies of the Personal Data Sheet and Work Experience Sheet may be downloaded from
bit.ly/NMPRecruitment2021_Forms.

Please combine the PDF copies of your Personal Data Sheet (PDS) and Work Experience Sheet
(WES) into a single file.

Scanned copy/ies of Authenticated Certificate of Eligibility/board rating/valid license

For multiple documents, please combine the PDF copies of these into a single file.

Scanned copy/ies of previous and current employment certificates with duties and responsibilities,
if applicable
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