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NOTICE OF VACANCY

All qualified applicants are enjoined to submit the following  documents to the  Human  Resource
Management Division  (HFtMD) of the  National  Electrification Administration  (NEA),  not later than
the end of office hours on September 15, 2019:

1.   Application letter; (please indicate position title, Item number and depairtment/office)
2.   Personal data sheet (CS Form No. 212 revised 2017);
3.   Work Experience Sheet (CS Form No. 212 Attachment);
4.   Copy of lpcR (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 hrmd@.nea.gov.ph. Previous
applicants  to  republished  position/s  need  to  submit  their  updated  Personal  Data  Sheet  and
application letter.  For those who are applying to more than one (1} position, please submit
complete  attachments  for  each  position/item.  ONLY  APPLICATIONS  WITH  COMPLETE
ATTACHMENTS VVILL BE ACCEPTED.

Position Title SECRETARY A

Place of Assignment Corporate Planning Ofrice (GPO)

Item NO. 40

Monthly Salary/ Salary Grade Phpl7,975.00/SG 09 .

Qualification Standards Education       : Completion of2 years studies in collegeExperience*:1yearofrelevantexperience::i:g:::I:i:fyce;i:oi¥!o:[ti::e::i#r#aE#s:t:::::,c::,:lnbd,,ty

Duties and Responsibilities •      Perform  variety  of  secretariat  and  administrative  functions
under the supervision of the Department Manager;

•     Log    incoming    and    outgoing    official    documents   where
indicated and routes them to personnel concerned for action;

•     Undertake systematic filing and control of office records;
•     Attend to visitors/callers  of the  office.  Refers the  officials to

staff who can provide the information needed;
•     Place  and  receive  phone  calls;  writes  down  messages  for

information/action;
•     Determine   supplies   needed   by   the   office   and   initiates

requisition of the same; and
•     Perform other duties that may be assigned from time to time.

*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 0RAOHRA revised 2018, Part Ill, Sec. 56)
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Position Title DRIVER-MECHANIC a

Place of Assignment Field Operations - Management Assistance Group (Management
and Consultancy Services Office)

Item No. 96 and 97

Monthly Salary/ Salary Grade Phpl 5,738.00/SG 07
Qualification Standards Education         :  High  school  graduate or completion  of relevant

vocational/trade cou rse
Experience*     : None Required
Training            : None Required
Eligibility           : Professional Driver's License (MC 11, s.1996 -

Cat.  11
Preference       : Driver's license with restrictions 1, 2 and 3

Duties and Responsibilities
•     Drive   NEA   vehicles   in   conducting   NEA   officials   and

employees to and from place of designation;
•     Perform   preventive  maintenance  measure  of  assigned

vehicles;
•     Maintain   cleanliness   and   roadworthiness   of   assigned

vehicles;
•     Complyto all lawfull orders of superior in the office; and
•     Perform  other duties that  may  be  assigned from time to

time.

*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 0RAOHRA revised 2018, Part Ill, See. 56)
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Position Title PRINCIPAL ENGINEER A

Place of Assignment Fleld Operations - Management Assistance Group (ManagementandConsultancServicesOffice)

Item No. 114andl24    .

Monthly Salary/ Salary Grade......-.,-.'--.,,I Php65,319.00/SG 22,

Educatlon         : Bachelors degree in Engineering relevant to trie
job

Experience*    : 4 years of relevant experience

I:jagjjnbjjijgty          : £4A}8::S of relevant training
Preference       : N/A

•     Supervise/Undertake periodic evaluation and assessment
of ECs  performance  on  the  basis  of technical  operationandgovernancestandardssetforthunderR.A.10531and

other   NEA   issuances   including   SDP,   SP,   OIP,   DDP,CAPEXandOPEXplansandLongTermDevelopment:I:Aput:Lri=:dp)pianunTndgerModteh[e(e.,ce:#):CedIntegrated

•     Provide  technical   management  assistance  in  the   ECs
construction,     operation     and     maintenance     of     the
distribution    lines,    substations,   transmission   lines   and
power plants  in  compliance with  the  distribution  and  gridcodes,andintheapplication/developmentofMulti-YearCAPEXplan;

•     Manage/conduct the  rehabilitation  of low performing  ECsthroughhands-onmanagementortake-overofoperationasrequired;

•     Supervise/monitor/assist      in      the      preparation      andimplementationofSystemLossReductionProgramandrelatedtechnicalactivitiesbasedontheapprovedIntegratedplanundertheICPM;

•     Initiate/lead creation of manpower and equipment poolingofTaskForcefortheneedsofECsintheRegion/Inter-Regionalrequirementsparticularlyduringemergencysituation;

•     Monitor/assess  and  provides  management  assistance  intheoperationoftheproblematicECsforimprovementandbetteroperation;

•    Assist/coordinate  the  requests  of  the  ECs  on  technical
requirements and  in  the areas of promotion/facilitation  oftheprogramandprojectimplementationwiththe

concerned     government/private     agencies    and    otherstakeholders;and

•     Perform  other duties that  may  be  assigned  from  time totime.

*Experiencereferstothepreviousjobsineitherthegovemmentorprivatesector,whetherfull-timeorpart-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 0RAOHRA revised 2018, Part Ill, Sec. 56)
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LpositionTjtle CORPORATE FINANCE SERVICES CHIEF

place of Assignment Fleld  Operations -  Management  Assistance  Group  (ManagementandConsultancyServicesOffice)

Item Mos. 145 and 147
Monthly Salary/ SalaryGrade,1

Php65,319.00/§G 22

Quallfication Standards,,,I, Education        : Bachelor's degree relevant to thejobExperien€e*:4yearsofrelevantexperience::i:g:I:bjrj:i:tyce:;;sAhpor:i:so:I:en':#§:i:r:±n`rgve,E]fgfbfHty

Dutles and Responslbilltles •     Develop  and   recommend  financial  and   risk  managementpackagesforelectriccooperativesindistributionandsupplyofelectricitybusiness;

•     Supervise/conduct     periodic    assessment    and     providesrecommendationoffinancialpositionandresultofoperationofdistributionutilitiesandsupplybusinessofelectric

cooperatives in aid to financial decisions;
•     Supervise/assist   the   electric   cooperatives   in   developingstrategiesinfinancialandriskmanagementandperformancestandardstoachievelongtermviability;

•     Supervise/monitor EC's adherence to financial guidelines setbyNEAandcompliancetoapprovedCashOperatingBudget(COB)toachievelongtermviability;

•     Monitor/assist  EC's  adherence  to  financial  guidelines  andloanconditionalities,astheymaybe,setbyNEA;

•     Assist    ECs    in    financial    regulatory    compliances    andreportorialrequirements;

•     Assist ECs in the improvement of working fund managementandshorttermdebtservicing;and

•     Review/evaluate and recommend appropriate action/s on the
granting  of financial  benefits/privileges  of  ECs  ofricials  andemployeesinaccordancewithNEAguidelinesandpromulgations;and

•     Perform other duties that may be assigned from time to time.

*Experiencereferstothepreviousjobsineitherthegovemmentorprivatesector,whetherfull-timeorpart-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 0RAOHRA revised 2018, Part 111, Sec. 56)
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Position Title CHIEF EC ORGANIZATIONAL SERVICES/CHIEF EC
MANAGEMENT SERVICES

Place of Assignment Field  Operations  -  Management Assistance  Group  (Management
and Consultancy Services Office)

Item Mos. 132 and 134

Monthly Salary/ SalaryGrade Php65,319.00/SG 22

Qualification Standards Education        : Bachelors degree relevant to the job
Experience*    : 4 years of relevant experience
Training            : 24 hours of relevant training
Eligibility          : Cs professional/Second Level Eligibility
Preference      : N/A                                                                   ,

Duties and Responsibilities •     Evaluate/supervise/assist       in       the       preparation       and
implementation of strategic plans and programs for identified
ailing/problematic   ECs   in   coordination   with   finance   and
tech nical       sectors       to       i ncl ude       other       concerned
departments/offices of NEA and  recommends management
tools  to   improve   employees   productivity  and   operational
efficiency;

•     Supervise/undertake periodic evaluation and assessment of
ECs   operations   on   the   basis   Of   compliance   with   NEA
policies/guidelines and other issuances;

•     Supervise/evaluate/assist       in       the       preparation       and
implementation   of  the  institutional  aspects  on   ECs'   OIP,
SDP,   DDP,   CAPEX   and   OPEX   Plans   and   Long   Term
Development  plan  (LTDP)  under  the  enhanced  Integrated
Computerized planning Model (e-lcpM);

•     Act    as    technical    consultant    on    the    ECs    institutional
development plans and programs as follows:

a)   Image        Building        and        Corporate        Culture
Enhancement

b)   EC  Structural  enhancement  and  development  of
management    tools,     reorganizational    activities,
salaries and wages and other benefits

c)   Human Resourices Growth and Skills Development
d)   Customer Relations and Services Satisfaction;

•    Formulate and recommend/facilitate/act as Resource Person
in    the    conduct    of    EC     ln-House    Seminars/Planning
Workshops  and  other related  activities for improvement of
EC operation;

•    Supervise/assist       in       the       conduct      Of      the       ECs
networking/linkages  with  LGUs,  GOs,   NGOs  GOCC  and
other entities for the promotion  and facilitation  of the Rural
Electrification Program/Projects lmplementations; and

•    Perform other duties that may be assigned from time to time.

*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 0RAOHRA revised 2018, Part Ill, See. 56)
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Position TitleplaceofAssignment SENIOR LOANS MANAGEMENT OFFICEFt

Finance Services Department -Treasury Division233
Item No.Ivlonthly Salary/ Salary GradeQualificationStandardsDUE.d.---

Php45,269.00/SG 19Education:Bachelors degree relevant to the jobExperience*:2yearsofrelevantexperience::i:g:i:b:i:i:fyce:#A°purrosfe°:sr:i::;:let::|ndnLgeveiE|,gib„[ty

Ies an   Responsibilitles
•     Oversee  recording  and  posting  of transactions  pertainingtoEC'sloansforRegionsVl-Xll,ARMM&CARAGAandmaintain/safeguardofitssubsidiaryledgers;•MonitorEC'scompliancewithtermsandconditionssetunderSection5d(a)OfEO119andpreparestatusreportandcollectionlettertoPSALM.

'•Recordandposttransactions pertaining to ECs assumedloansbyPSALMandmaintain/safeguardsubsidiaryledgers;

•     Prepare  monthly  Billing  and  Collection  Letter to  PSALMforECsassumedloans;

•     Prepare the following accounting reports for submission toManagementandotherGovernmentAgencies:a)CollectionReports

b)   Status   of   Repayments   on   ECs   assumed   loan   byPSALM;

•     Coordinate   ECs  with   delinquent  accounts  thru   letters,e-mail,faxorcall;

•     Oversee   reconciliation   of   ECs   Loans   Receivable   andAccruedInterestonLoansFteceivableAccountspere-NGASandsubsidiaryledgers(RegionsVl-XIl,ARMM&CARAGA};

•     Conduct  reconciliation  with  EC  personnel  on  their  loanaccountswithNEA;and

•     Perform  other duties that  may  be  assigned  from time totime

*Experience refers to the previous jobs inascertifiedbytheHumanResourceMfunctionallyrelatedtothedutiesinthePD
eitherthegovemmentorprivatesector,whetherfull-timeorpart-time,which,anagementOfficerorauthorizedofflcial§ofthepreviousemployer,areFofthepositiontobefilled.20170RAOHRArevised2018,PartIll,Sec.56)



Position Title HEAD CASHIER

place of Assignment Finance Services Department -Treasury Division

Item No. 234
Monthly Salary/ Salary Grade  . Php45,269.00/SG 19

Qualification Standards Education        : Bachelor's degree
Experience*    : 2 years of relevant experience
Training             : 8 hours of relevant training
Eligibilify           : Cs professional/Second Level Eligibility
Preference       : N/A

Duties and Responsibilities •     Implement  policies  and   control   procedures  for  receipt,
custody,  deposit and  disbursement of corporate financial
resources thru cash and checks/online deposit;

•     Custodian of cash, NEA passbooks, checks, certificate of
checks for NEA in-house expenditures, subsidy and  loan
releases;

•     Supervise    preparation    of    the    following    reports    for
submission    to    Management    and    other    Government
Agencies:
a)   Cash and Investment Balances (CIB)
b)   Daily Cash Position Fteport (DPCFt)
c)   Daily Collections and Deposits
d)   Accountable Forms (AF}
e)   Checks Issued Weekly;

•     Oversee the issuances of bank advices for checks issued
for payment  Of  NEA  in-house  expenditures,  subsidy  and
loan releases;

•     Represent  NEA  to  all  bank  related  transactions  as  per
cash management systems to optimize efficiencies;

•     Oversee    the    Special    Disbursing    Officer    (SDO)    for
miscellaneous,  TEV's  and  other  in-house  expenses  and
Special Officer (SCO) for training and seminars conducted
by NEA; and

•     Perform  other duties that  may  be  assigned  from time to
time.

*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 0RAOHRA revised 2018, Part Ill, See. 56)
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Position Title SECRETARY A

Place of Assignment, Englneenng   Department   (Total   Electrification   and   RenewableEnergyDevelopmentDepartment)301

Item No.Monthly Salary/ Salary GradeQua-iificationStandardsDutiedR....

Phpl7,975.00/SG 09

Education      : Completion of two (2) years studies in collegeExperience:1yearofrelevantexperience::i:g:i:#pi:i:tyce:;/SA°Su:%p°rforf:I:sY.::tat/r::i:tn:eveiE[,g[b„jty

s an      esponslblllties •     Encode     and     update    the     EC     SEP,     and     BLEP
accomplishment/reports;

•    Type all memos and correspondences and maintains thefilingsystemofrecordsandotherreports;

•     Fteceive  and  collate  reports/data  submitted  by the  EC'sandotheroffices(governmentorprivate);

•     Coordinate  and  follow-up  data/requirements  from  other
government   and   NEA   offices   and   all   incoming   andoutgoingcommunicationsreceivedbythedepartment;

•    Prepare    necessary   vouchers/reimbursements    Of   the
department; and

•     Perform  other duties that  may  be assigned from  time totime.

*Experiencereferstothepreviousjobsineitherthegovemmentorprivatesector,whether full-timeorpart-time,which,

as  certified   by  the   Human   Resource  Management  Officer  or  authorized  ofricials  of  the  previous  employer,   are
functionallyrelatedtothedutiesinthePDFofthepositiontobefilled.(20170RAOHRArevised2018,Part111,See.56)

41
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Position TitlePlaceofAssignment ELECTRIC COOPERATIVE DEVELOPMENT OFFICER A,

Organization     and     Management     Development     Division     -Institutiona_iDevelomentD_e_part_ment(OMDD-lDD)1346

Item No.

Monthly Salary/ Salary GradeQualificationStandardsD..-.. Php33,584.00/SG 16,

Educatlon        : Bachelors degree relevanttothejobExperience*:1yearofrelevantexperience,1

::i:g:i:b]ri:i:tyce      : #A°purrosfe°:sr|eo'::;3tetcr:Ln:nLgeve[ E],gjb][]ty
utles and Responslbllltles

•     Assist  in  the  supervision  and  conduct  Of district  electionandresolutionofelection-relateddispute;

•     Prepare draft decisions on queries regarding policies andproceduresrelatedtoinstitutionaldevelopmentofEC's;•Review/evaluateandpreparerecommendationsfortheapprovaloftheamendmentstoECBy-lawsandArticlesofIncorporation;

•     Provide assistance  in the evaluation  of problematic EC'sandrecommendcorrectivemeasures;

•     Harmonize the NEA-EC's institutional programs/projects;•PreparestaftworkonEC'sresolutions,queriesandcommunicationsreceivedbythedivision;and

•     Perform  other duties that  may  be  assigned from  time totime.

*Experiencereferstothepreviousjobsineitherthegovemmentorprivatesector,whether full-timeorpart-time,which,

as  certified  by  the   Human   Resource  Management  Officer  or  authorized  officials  of  the  previous  employer,   are
functionallyrelatedtothedutiesinthePDFofthepositiontobefilled.(20170RAOHRArevised2018,PartlHSec.56)
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Position TitleplaceofAssignment COMMUNITY RELATIONS OFFICER AII.I.

nslutional     Development     Department    -    EDU     ConsumerDevelomentandProtectionDivisionlDD-CDPD371

Item No-Ivlonthly Salary/ Salary GradeQualificationStandardsDutid--..

Php27,755.00/SG 14I

Educatlon        : Bachelor'sdegree
Experience*    : 1 year of relevant experience::i:g:i:b:i:i:fyce:€p:e°::rr::f:iysrle#t:;!t:t:ri:n!:L:eev:i E:]rg:P]:tnyd wrfttencommunication

es an   Responslbll[ties
•     Conduct  Market/Consumer research  on the development ofnewInformation,EducationandCommunication(IEC)programsandprojects;

•     Promote  economically  sustainable  (livelihood)  programs fortheconsumers;coordinateswithandestablisheslinkageswithLGU's,NGO'sandotherorganizationsforthesourcingoffundsfortheseprograms/projects;•Assistintheimplementationofnewpoliciesand/orpmendmentstoexistingNEAMemoranda,BulletinsandissuancespertainingtotheOrganizationofMember-Consumer-Owners(MCOs);

•    Assist in  the  implementation  of strategies/recommendationstostrengthen/promoteMemberConsumerEmpowermentProgram(MCEP),andotherdevelopmentprogramsandconsumerservices;

.    :::p:Lerijcat:#[::Lep[aj:Tsd; an:ct     on     resotutjons,queries,•Performotherdutiesthatmabe..

*Experience refers to the previous jobs inascertifiedbytheHumanResourceMfunctionallyrelatedtothedutiesinthePD
y        asslgned from timetotime.eitherthegovernmentorprivatesector,whetherfull-timeorpart-time,which,anagementOfficerorauthorizedofficialsofthepreviousemployer,areFofthepositiontobefilled.(20170RAOHRArevised2018,PartIll,See.56)
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