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March 06, 2019 

NOTICE OF VACANCY 

All qualified applicants are enjoined to submit the following documents to the Human Resource 
Management Division (HRMD) of the National Electrification Administration (NEA), not later than 
the end of office hours on March 16, 2019: 

1. Application letter; (please indicate Item number and deparbnent/office)
2. Personal data sheet (CS Fom, No. 212 revised 2017);
3. Work Experience Sheet (CS Form No. 212 Attachment);
4. Copy of IPCR (latest rating period, for those employed in government);
5. Potential assessment rating signed by immediate supervisor (for employed applicants,

form available at the HRMD);
6. Copy of eligibility (non-NEA applicants); and
7. Transcript of Records (non-NEA applicants)

Applicants may also send their applications thru our e-mail address hnnd@nea.gov.ph. Previous 
applicants to republished position/s need to submit their updated Personal Data Sheet and 
application letter. Only applications with complete attachments will be accepted. 

Position Title MINUTES/AGENDA OFFICER B 

Place of Assignment Office of the Corporate Secretary 

Item No. 4 

Monthly Salary/ Salary Grade Php20,754.00/SG 11 

Qualification Standards Education : Bachelor's degree 
Experience• : None Required 
Training : None Required 
Eligibility : CS Professional/Second Level Eligibility 
Preference : N/A 

Duties and Responsibilities • Secure the availability of the Members of the NEA Board
of Administrators & Committees for Board & Committee
meetings;

• Check completeness of staff work/attachments of agenda
materials submitted by the Management for the Board &

Committees including powerpoint presentations;
• Collate agenda materials and prepare agenda folders for

the Board & Committees and deliver these folders to the
members of the NEA Board & Committees;

• Assist in facilitating the conduct of NEA Board &

Committee meetings and Referenda;
• Record and transcribe deliberations/proceedings of NEA

Board & Committee meetings;
• Prepare draft Resolutions passed by the NEA Board &

Committees;
• Prepare draft Minutes of NEA Board & Committee

meetings;

*Experience refers to the previous jobs in either the government or private sector, whether full-time or part-time, which,
as certified by the Human Resource Management Officer or authorized officials of the previous employer, are
functionally related to the duties in the PDF of the position to be filled. (2017 ORAOHRA revised 2018, Part Ill, Sec. 56)
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