
 
 
 

NOTICE OF CONTRACT OF SERVICE VACANCY 
May 15, 2024 

 
Position  : One (1) Administrative Assistant 
 
Contract Duration : Six (6) Months 
 
Salary   : PHP 32,400.00 per month 
 
Project : Monitoring and Analyzing Correlates of Basic Education 

Outcomes at the School Level: Assessment of the Department of 
Education’s MATATAG K to 10 Curriculum Pilot 
Implementation 

 
Qualifications: 
 

 Education - Completion of two (2) year studies in College or High School graduate with 
relevant vocational/trade course 
Preferred: Bachelor’s degree preferably in education, public administration, or related 
fields 

 Training – Eight (8) hours of relevant training; and 
 Experience – Two (2) years of relevant experience 

Scope of Work: 

The COS worker, under the direct supervision of the concerned Research Fellow, shall undertake 
the following tasks/activities: 

a. Assist in the conduct of research studies by data encoding and processing, 
finalizing/printing research outputs, conduct of seminars/workshops; 

b. Assist in the maintenance of administrative records and research data files; 
c. Provide administrative support including coordination and planning in the conduct of 

trainings, interviews, fieldworks, and other research activities; 
d. Provide general clerical and secretarial support to the Research Fellow and other 

research staff; and 
e. Perform other duties that may be assigned from time to time. 

 
Requirements:    

1. Application letter addressed to PIDS President; 
2. Curriculum Vitae; 
3. Transcript of Records; 
4. Properly accomplished and notarized Personal Data Sheet (CS Form 212, Revised 2017) 

with Work Experience Sheet; 
5. Certificate of previous employment, if any; and 
6. Training Certificates. 

 
Interested and qualified applicants may submit in PDF format their requirements thru email at 
recruitment@pids.gov.ph.  Incomplete documents will not be processed.  Specific details related to this 
Contract of Service will be discussed during the interview. 
 
Deadline : May 22, 2024 
 
 
 
 










