
 

 

 

The positions below are declared vacant effective 23 June 2026 and posted in 

accordance with the Civil Service Commission (CSC) Memorandum Circular No. 8, series 

2025. 
 

Persons interested in a vacant position, including incumbent and next-in-rank personnel 

vying for internal transfer or promotion, must apply for such position. 
 

The application will be subject to the three (3) salary grade limitation on promotion of the 

CSC, eligibility requirements, the screening process mandated by the 2025 Revised 

Omnibus Rules on Appointments and Other Human Resource Actions (ORAOHRA), PDIC’s 

Competency-Based Merit Selection Plan (CBMSP) dated  09 January 2023, and the  

“Instructions/Remarks” in this Notice.  

 

Only applications that meet the foregoing requirements will be processed.  

 

Place of Assignment: Litigation Department 

Position Title: Assistant Department Manager II 

Plantilla Item No.: 231 

Pay Grade: 23 

Monthly Basic Salary: Php 147,856.00 

Education: Bachelor of Laws 

Experience: Five (5) years of supervisory/management experience 

Training: 120 hours of supervisory/managerial training/learning and 

development intervention  OR minimum of 60 hours of 

supervisory/management training/learning and development 

intervention AND maximum of 60 hours of technical training 

programs related to: 

-  Mandatory Continuing Learning Education 

-  Deposit Insurance 

-  Banking Operations 

-  Accounting 

-  Auditing 

-  Finance 

-  Enterprise Risk Management/Analysis 

-  Corporate Governance 

-  Internal Control 

-  Quality Assurance 

-  Strategic Planning 

-  Corporate Scorecard 

-  Policy Formulation 

-  Total Quality Management 

-  Business Process Improvement 

-  Human Resource Management 

-  Learning and Development 

-  Organization Development 

-  Government Procurement  

- Public Relations   



Page 2 of 17 
 

   and other relevant training, as applicable 

Eligibility: RA 1080 (BAR) 

Job Summary: The Assistant Department Manager II programs, sets standards, 

and monitors completion of all activities relative to the 

department’s mandate; supervises/performs activities 

pertaining to prosecution and defense of cases handled by in 

house lawyers, legal audit, Petitions for Assistance in the 

Liquidation and Motions for Approval of the Asset Distribution 

Plan; and monitors strict compliance to existing laws, rules and 

regulations on the Department’s areas of responsibility as 

directed and guided by the Department Manager. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents,  Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Case  Handling, External Counsel 

Supervision, Legal Advisory, Legal Audit, Legislative Policy and 

Advocacy, Writing Pleadings and Other Case Related 

Documents 

 

Functional (Organizational): Administrative Hearing and 

Adjudication, Negotiation 

 

Place of Assignment: Litigation Department 

Position Title: Legal Officer V 

Plantilla Item Nos.: 236, 238 

Pay Grade: 22 

Monthly Basic Salary: Php 131,153.00 

Education: Bachelor of Laws 

Experience: 2 years in position/s involving management and supervision  

Training: 8 hours of training in management and supervision 

Eligibility: RA 1080 (BAR) 

Job Summary: The Legal Officer V handles the prosecution and defense of 

cases, drafting of Petitions for Assistance in the Liquidation 

(PAL) and Motions for Approval of the Asset Distribution Plan 

(ADP), in strict compliance with existing laws, rules and 

regulations. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Leadership/Managerial: Engaging and Inspiring Individual 

and Teams, Identifying and Developing Talents,  Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 
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Functional (Technical): Case  Handling, External Counsel 

Supervision, Legal Advisory, Legal Audit, Legislative Policy and 

Advocacy, Writing Pleadings and Other Case Related 

Documents 

 

Functional (Organizational): Administrative Hearing and 

Adjudication, Negotiation  
 

Place of Assignment: Legal Services Department I 

Position Title: Legal Officer V 

Plantilla Item Nos.: 267, 268 

Pay Grade: 22 

Monthly Basic Salary: Php 131,153.00 

Education: Bachelor of Laws 

Experience: 2 years in position/s involving management and supervision  

Training: 8 hours of training in management and supervision 

Eligibility: RA 1080 (BAR) 

Job Summary: The Legal Officer V prepares legal advice and opinions, 

contracts, position papers, resolutions, bills, reports, internal 

and external issuances, and other legal documents; conducts 

researches and studies, hearings/investigations, and lectures 

on legal matters; assists in the management of legal risks; 

attends meetings, conferences, and similar fora; does 

legislative liaison work. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Leadership/Managerial: Engaging and Inspiring Individual 

and Teams, Identifying and Developing Talents,  Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Legal Advisory, Conducting Learning 

Legal Activities, Contracting and Contract Management, 

Legal Research and Analysis, Legal Writing and 

Documentation, Legislative and Policy Advocacy 
 

Functional (Organizational): Administrative Hearing and 

Adjudication, Business Writing, Negotiation  
 

Place of Assignment: Legal Services Department II 

Position Title: Legal Officer V 

Plantilla Item Nos.: 274, 275 

Pay Grade: 22 

Monthly Basic Salary: Php 131,153.00 

Education: Bachelor of Laws 

Experience: 2 years in position/s involving management and supervision  

Training: 8 hours of training in management and supervision 

Eligibility: RA 1080 (BAR) 

Job Summary: The Legal Officer V prepares legal advice and opinions, 

contracts, position papers, resolutions, bills, reports, internal 
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and external issuances, and other legal documents; conducts 

researches and studies, hearings/investigations, and lectures 

on legal matters; assists in the management of legal risks; 

attends meetings, conferences, and similar fora; does 

legislative liaison work. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Leadership/Managerial: Engaging and Inspiring Individual 

and Teams, Identifying and Developing Talents,  Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

 Functional (Technical): Legal Advisory, Conducting Learning 

Legal Activities, Contracting and Contract Management, 

Legal Research and Analysis, Legal Writing and 

Documentation, Legislative and Policy Advocacy 

 

Functional (Organizational): Administrative Hearing and 

Adjudication, Business Writing, Negotiation 
 

Place of Assignment: Property Appraisal Department  

Position Title: Corporate Executive Officer II 

Plantilla Item No.: 23 

Job Grade: 21 

Monthly Basic Salary: Php 104,766.00 

Education: Bachelor’s degree  

Experience: Four (4) years of relevant experience 

Training: 24 hours of relevant training 

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Corporate Executive Officer II provides assistance to the 

Department Head in planning, coordinating and supervising 

the activities and personnel under his/her area of responsibility 

pertaining or related to appraisal of regular and semi-complex 

properties such as: agricultural/real estate properties; 

machinery and equipment; vehicles and other assets of closed 

banks, properties offered as collaterals by banks in need of 

financial assistance, properties owned by PDIC; and renders 

assistance in the takeover/closure of a bank for the valuation 

of real properties in ROPA and REM accounts to come up with 

an estimated realizable value of assets as of closure 

preparatory to an adjusted Statement of Affairs. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents, Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 
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Functional (Technical): Appraisal and Valuation 

 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Contracting and Contract 

Management, Document and Records Management, 

Logistics and Administrative Support 

 

Place of Assignment: Office of the Vice President – Human Resource Group 

Position Title: Corporate Executive Officer II 

Plantilla Item No.: 132 

Pay Grade: 21 

Monthly Basic Salary: Php 104,766.00 

Education: Bachelor’s degree  

Experience: Four (4) years of relevant experience 

Training: 24 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Corporate Executive Officer II serves as Technical Assistant 

of the Group Head (GH). As such, the position does 

coordinative works; gathers/researches data/information for 

use of the GH;  drafts correspondences, highlights of meetings, 

presentation materials, executive summaries, recall notes, talk 

guides, briefs, and reports; advises the GH on the status of 

programs, projects, and activities of the group; updates the 

GH with current events, laws, policies, regulations and relevant 

issuances;  screens and endorses communications and reports 

to the GH; represents the GH in meetings; and takes over the 

responsibilities of the GH in his/her absence.  

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents, Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Employee Relations, Wellness Program 

Development and Administration 

 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Document 

Review and Evaluation, Research and Analysis 

 

Place of Assignment: Policy and Systems Department   

Position Title: Supervising Accounts Management Specialist 

Plantilla Item No.: 307 

Pay Grade: 17 

Monthly Basic Salary: Php 63,709.00 

Education: Bachelor’s degree relevant to the job 

Experience: Three (3) years of relevant experience 

Training: 16 hours of relevant training  
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Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Supervising Accounts Management Specialist performs 

supervisory duties; monitors submission of requirements for the 

drafting of Standard Operating Guidelines and Instructions 

(SOGI) from process owners and drafts SOGI; recommends 

strategies to address gaps and redundancies in business 

processes; participates in Quality Management System 

(QMS) audit; and prepares various reports. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents, Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Business Process Analysis and Review, 

Policy Development and Evaluation, Institutional Capacity 

Evaluation 

 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Contracting 

and Contact  Management, Documents and Records 

Management, Research and Analysis 
 

Place of Assignment: Claims Settlement Department   

Position Title: Supervising Accounts Management Specialist 

Plantilla Item Nos.: 406, 409 

Pay Grade: 17 

Monthly Basic Salary: Php 63,709.00 

Education: Bachelor’s degree relevant to the job 

Experience: Three (3) years of relevant experience 

Training: 16 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Supervising Accounts Management Specialist provides 

technical and administrative support in the implementation 

of projects and activities pertaining to Claims Settlement 

Operations (CSO). He/She may represent the Department in 

consultation meetings regarding CSO, and is involved in both 

field and home office operations, in close coordination with 

the Section Head; and deals with complex cases of claims 

settlement. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents, Managing 
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Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Creditor's Claims Settlement (Pay-out 

and Reconciliation, Insurance Claims Settlement (Pay-out 

and Reconciliation, Fund/Cash Management   

 

Functional (Organizational): Business Writing, Data 

Management, Documents and Records Management 
 

Place of Assignment: Examination Department III 

Position Title: Supervising Accounts Management Specialist 

Plantilla Item No.: 526 

Pay Grade: 17 

Monthly Basic Salary: Php 63,709.00 

Education: Bachelor’s degree relevant to the job 

Experience: Three (3) years of relevant experience 

Training: 16 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Supervising Accounts Management Specialist performs 

off-site assessment of banks and acts as Examiner-in-Charge 

(EIC) for low-risk banks, overseeing the conduct of on-site 

examination and performing (a) test of controls and 

substantive tests on Due from Banks and Investments, (b) 

review of the Deposit Account View facility, (c) assessment of 

the overall deposit operations, and (d) evaluation of the 

bank’s overall condition, if applicable. As EIC, the SAMS 

reviews and consolidates all examination findings, and 

prepares the Bank Examination Report which includes the 

findings, directives to bank and proposed enforcement 

action/s, if any. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents, Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Bank Examination, Bank Profile 

Review, Bank Examination Administration, Bank  Asset and 

Liability Valuation, Policy Development and Evaluation 

 

Functional (Organizational): Business Writing, Documents and 

Records Management, Facilitating Meetings, Presentation 

and Facilitation  
 

Place of Assignment: Resolution Department I 

Position Title: Supervising Accounts Management Specialist 

Plantilla Item No.: 555 

Pay Grade: 17 
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Monthly Basic Salary: Php 63,709.00 

Education: Bachelor’s degree relevant to the job 

Experience: Three (3) years of relevant experience 

Training: 16 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Supervising Accounts Management Specialist performs 

supervisory duties; evaluates bank resolution proposals; 

finalizes Financial Assistance Agreements (FAA); provides 

technical assistance in the release of FA; evaluates requests 

for consent of banks with FA and FA prepayments; acts as 

team head for onsite validation of bank assets with FA and 

monitors delivery to PDIC; prepares meeting requirements; 

maintains files; and does other related tasks that may be 

assigned by supervisor from time to time 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents, Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Bank Examination, Driving 

Compliance, Financial Analysis, Financial Assistance 

Evaluation, Financial Assistance Management, Policy 

Development and Evaluation 

 

Functional (Organizational): Business Writing, Facilitating 

Meetings, Meeting Support Administration 
  

Place of Assignment: Records Control and Logistics Department  

Position Title: Supervising Accounts Management Specialist 

Plantilla Item Nos.: 753, 754 

Pay Grade: 17 

Monthly Basic Salary: Php 63,709.00 

Education: Bachelor’s degree relevant to the job 

Experience: Three (3) years of relevant experience 

Training: 16 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Supervising Account Management Specialist assists in 

implementing support services preparatory to the takeover 

or liquidation of a closed bank providing support services for 

post-closure RL operations on closed banks, outsourcing of 

selected RL activities, and the implementing approved 

records management guidelines. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 
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Leadership/Managerial: Engaging and Inspiring Individuals 

and Teams, Identifying and Developing Talents, Managing 

Performance, Organizational Outlook and Strategic 

Alignment, Solutions-Oriented 

Functional (Technical): Negotiation, Policy Development and 

Evaluation 

 

Functional (Organizational): Computer Skills, Business Writing, 

Contracting and Contract Management, Documents and 

Records Management, Logistics and Administrative Support  
 

Place of Assignment: Accounting Department    

Position Title: Senior Accounts Management Specialist 

Plantilla Item No.: 323 

Pay Grade: 14 

Monthly Basic Salary: Php 49,749.00 

Education: Bachelor’s degree relevant to the job 

Experience: Two (2) years of relevant experience 

Training: 8 hours of relevant training 

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Senior Accounts Management Specialist provides 

technical support in the preparation of reliable Financial 

Statements (FS); prepares Indemnity Agreement and 

Affidavit of Quit Claims; assists in the preparation of reportorial 

requirements of various agencies; and prepares various 

investment reports. 

Competency:   Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Functional (Technical): Accounts Reconciliation and 

Monitoring, Financial Analysis and Recording, Financial 

Reporting and Regulatory Compliance 

 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Documents 

and Records Management, Logistics and Administrative 

Support, Meeting Support Administration  

 

Place of Assignment: Insurance Support Department    

Position Title: Senior Accounts Management Specialist 

Plantilla Item No.: 460 

Job Grade: 14 

Monthly Basic Salary: Php 49,749.00 

Education: Bachelor’s degree relevant to the job 

Experience: Two (2) years of relevant experience 

Training: 8 hours of relevant training 

Eligibility: Career Service Professional/Second Level Eligibility 
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Job Summary: The Senior Accounts Management Specialist is responsible for 

managing claims database, monitoring operational 

efficiencies, providing technical assistance for special 

projects and initiatives, monitoring IT’s action on requests for 

system development or enhancements, providing secretariat 

services to the Review Committee on Requests for 

Reconsideration (RCRR) during meetings relative to ISO 

surveillance/recertification audit of Quality Management 

System (QMS) for claims settlement operations (CSO), and 

preparing administrative-related memos. 

Competency:   Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Functional (Technical): Claims Support and Administration, 

Deposit Insurance Technical Support 

 

Functional (Organizational): Business Writing, Data 

Management, Documents and Records Management, 

Facilitating Meetings, Logistics and Administrative Support, 

Meeting Support Administration, Presentation and Facilitation 
 

Place of Assignment: Examination Department II 

Position Title: Senior Accounts Management Specialist 

Plantilla Item No.: 511 

Pay Grade: 14 

Monthly Basic Salary: Php 49,749.00 

Education: Bachelor’s degree relevant to the job 

Experience: Two (2) years of relevant experience 

Training: 8 hours of relevant training 

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Senior Accounts Management Specialist performs off-site 

assessment of banks and participates in the conduct of on-

site examination as Assisting Examiner, performing (a) test of 

controls and substantive tests on deposit liabilities, accrued 

interest payables, float items, other assets/liabilities and 

capital accounts, (b) assessment of the adequacy of deposit 

management system controls, and (c) evaluation of the 

credit risk management system, if applicable. 
Competency:   Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 
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Functional (Technical): Bank Examination, Bank Profile 

Review, Bank Examination Administration, Bank  Asset and 

Liability Valuation, Policy Development and Evaluation 

 

Functional (Organizational): Business Writing, Documents and 

Records Management, Facilitating Meetings, Presentation 

and Facilitation 

 

Place of Assignment: General Services Department 

Position Title: Administrative Services Officer III 

Plantilla Item No.: 206 

Pay Grade: 12 

Monthly Basic Salary: Php 43,954.00 

Education: Bachelor’s degree  

Experience: One (1) year of relevant experience 

Training: 4 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Administrative Services Officer III ensures a clean and 

healthy workplace environment, keeping office facilities 

operational/functional, preparing documents for the 

procurement of various services relating to building and 

office facilities maintenance, supervising the work of 

contracted service providers, and monitoring preventive 

maintenance activities. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Functional (Technical): Bills Processing and Monitoring, 

Transport Services Administration 

 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Database 

Management, Documents and Records Management, 

Logistics and Administrative Support 

  

Place of Assignment: Office of the Vice President-Corporate Planning Group  

Position Title: Administrative Services Officer III 

Plantilla Item No.: 288 

Pay Grade: 12 

Monthly Basic Salary: Php 43,954.00 

Education: Bachelor’s degree  

Experience: One (1) year of relevant experience 

Training: 4 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Administrative Services Officer III performs a variety of 

administrative duties for the Group Head (GH)/ Unit Head, 

including but not limited to, drafting and / or encoding 

correspondence, memos and forms; answering phone calls, 
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arranging meetings and appointments; handling incoming 

and outgoing documents, mails and subscriptions; managing 

records, filing system, and databases; inventory of office 

supplies and requests for replenishments; monitoring and 

liquidating cash advances, and coordinating travel 

arrangements and other logistics requirements for other 

Officers, as instructed. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

 Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Documents 

and Records Management, Document Review and 

Evaluation, Logistics and Administrative Support, Meeting 

Support Administration 
 

Place of Assignment: Property Appraisal Department  

Position Title: Accounts Management Specialist 

Plantilla Item No.: 35 

Pay Grade: 12 

Monthly Basic Salary: Php 43,954.00 

Education: Bachelor’s degree relevant to the job 

Experience: One (1) year of relevant experience 

Training: 4 hours of relevant training  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Accounts Management Specialist provides 

administrative and logistics support in the conduct of 

inspection and appraisal of properties of the Corporation, 

closed banks and Provident Fund; and provides secretariat 

support to concerned committees. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Functional (Technical): Appraisal and Valuation 

 

Functional (Organizational): Business Writing, Logistics and 

Administrative Support 
 

Place of Assignment: Accounting Department  

Position Title: Accounts Management Specialist 

Plantilla Item No.: 325 

Pay Grade: 12 

Monthly Basic Salary: Php 43,954.00 

Education: Bachelor’s degree relevant to the job 

Experience: One (1) year of relevant experience 

Training: 4 hours of relevant training  
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Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Accounts Management Specialist is responsible for 

providing technical support in the preparation of financial 

statements (FS), submission of reportorial requirements to 

various agencies, and preparation of Disbursement Voucher 

for dividends to be remitted to the National Government. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Functional (Technical): Accounts Reconciliation and 

Monitoring, Financial Analysis and Recording, Financial 

Reporting and Regulatory Compliance 

 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Documents 

and Records Management, Logistics and Administrative 

Support, Meeting Support Administration 
 

Place of Assignment: Bank Statistics Department  

Position Title: Accounts Management Analyst II 

Plantilla Item No.: 594 

Pay Grade: 10 

Monthly Basic Salary: Php 33,412.00 

Education: Bachelor’s degree relevant to the job 

Experience: None Required 

Training: None Required  

Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Accounts Management Analyst II receives, files and 

maintains an orderly filing system of printed reportorial 

requirements from banks and reports, information, and data 

shared by the BSP and other regulatory agencies. The 

position also acts as alternate Department secretary in the 

absence of the Administrative Services Officer II. 

 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and 

Learning, Delivering Excellent Results, Exemplifying 

Professionalism and Integrity, Personal Effectiveness, Service 

Orientation 

Functional (Technical): Request Handling, Driving 

Compliance, Statistical Reporting and Data Analysis 

 

Functional (Organizational): Business Writing, Computer Skills, 

Database Management, Document and Records 

Management 
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Place of Assignment: Property Appraisal Department 

Position Title: Administrative Services Officer II 

Plantilla Item No.: 36 

Pay Grade: 10 

Monthly Basic Salary: Php 33,412.00 

Education: Bachelor’s degree  

Experience: None Required 

Training: None Required 

 Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Administrative Services Officer II performs a variety of 

administrative duties to the Department, including but not 

limited to, drafting and/or encoding correspondence, 

memos and forms; answering phone calls, arranging 

meetings and appointments; handling incoming and 

outgoing documents, mails and subscriptions; managing 

records, filing system and databases; inventory of office 

supplies and requests for replenishments; monitoring and 

liquidating cash advances; coordinating travel 

arrangements and other logistics requirements. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Document 

and Records Management, Logistics and Administrative 

Support, Meeting Support Administration 

 

Place of Assignment: Institutional Relations Department 

Position Title: Administrative Services Officer II 

Plantilla Item No.: 91 

Pay Grade: 10 

Monthly Basic Salary: Php 33,412.00 

Education: Bachelor’s degree  

Experience: None Required 

Training: None Required 

 Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Administrative Services Officer II performs a variety of 

administrative duties to the Department, including but not 

limited to, drafting and/or encoding correspondence, 

memos and forms; answering phone calls, arranging 

meetings and appointments; handling incoming and 

outgoing documents, mails and subscriptions; managing 

records, filing system and databases; inventory of office 

supplies and requests for replenishments; monitoring and 

liquidating cash advances; coordinating travel 

arrangements and other logistics requirements. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 
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Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Functional (Organizational): Business Writing, Computer Skills, 

Document and Records Management, Logistics and 

Administrative Support, Meeting Support Administration 

 

Place of Assignment: Loans Management Department I 

Position Title: Administrative Services Officer II 

Plantilla Item No.: 713 

Pay Grade: 10 

Monthly Basic Salary: Php 33,412.00 

Education: Bachelor’s degree  

Experience: None Required 

Training: None Required 

 Eligibility: Career Service Professional/Second Level Eligibility 

Job Summary: The Administrative Services Officer II performs a variety of 

administrative duties to the Department, including but not 

limited to, drafting and/or encoding correspondence, 

memos and forms; answering phone calls, arranging 

meetings and appointments; handling incoming and 

outgoing documents, mails and subscriptions; managing 

records, filing system and databases; inventory of office 

supplies and requests for replenishments; monitoring and 

liquidating cash advances; coordinating travel 

arrangements and other logistics requirements. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 

Functional (Organizational): Budget Preparation and 

Administration, Business Writing, Computer Skills, Document 

and Records Management, Logistics and Administrative 

Support, Meeting Support Administration 

 

Place of Assignment: Procurement and Property Department 

Position Title: Administrative Aide V 

Plantilla Item No.: 197 

Pay Grade: 3 

Monthly Basic Salary: Php 21,901.00 

Education: Elementary School Graduate  

Experience: None Required 

Training: None Required 

 Eligibility: None Required (MC 10, s. 2013-Category III) 

Job Summary: The Administrative Aide V performs messengerial functions in 

an efficient and timely manner to support the administrative 

needs of the Corporation. 

Competency: Core: Collaborating and Communicating, Commitment to 

Depositor Protection, Continuous Improvement and Learning, 

Delivering Excellent Results, Exemplifying Professionalism and 

Integrity, Personal Effectiveness, Service Orientation 
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Functional (Technical): Mails and Messengerial Services 

Administration 

 

Functional (Organizational): Computer Skills, Document and 

Records Management, Logistics Support Administration 

 

  

Instructions/Remarks: 
  
Interested and qualified applicants should signify their interest in writing by sending  

their letter of application together with the following documents to the address below 

not later than 03 July 2026. 

 

1. Fully accomplished Personal Data Sheet (PDS) with Work Experience Sheet and 

recent passport-sized or unfiltered digital picture (CS Form No. 212, Revised 2025); 

digitally signed or electronically signed; which can be downloaded from 

www.csc.gov.ph; 

2. Hard copy or electronic copy of Performance rating (Very Satisfactory) in the last 

rating period available (if applicable); 

3. Hard copy or electronic copy of proof of eligibility/rating/license*;  

4. Hard copy or electronic copy of Transcript of Records and Diploma*; and 

5. Hard copy or electronic copy of Training Certificates. 

 
 

* for external applicants 

 

 

QUALIFIED APPLICANTS are advised to hand in or send their application through 

courier/email to: 

 

 

MS. JANUARY F. MAMAUAG (recruitment@pdic.gov.ph)   

Department Manager III, Human Resource Administration Department 

Philippine Deposit Insurance Corporation 

4/F 2228 Chino Roces Avenue, Makati City, 1231 

 

 

ONLY APPLICATIONS THAT SATISFY THE REQUIREMENTS AND HAVE COMPLETE 

DOCUMENTS WILL BE PROCESSED. 

 

 

Posting Date:     23 June 2026 

 

Closing Date:    03 July 2026 

  

 
Equal Employment Opportunity Principle: PDIC adheres to the principle that there shall 

be no discrimination in the recruitment, selection, and placement of applicants on 

account of age, gender, identity, sexual orientation, civil status, disabilities, religion, 

ethnicity/indigenous group membership, or political affiliation. 

 

http://www.csc.gov.ph/
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Privacy Notice: The PDIC is committed in ensuring that your personal data are 

protected and secured. We only use your personal data for the purpose of providing 

services pursuant to our mandate. Our privacy policy values and protects your 

personal data under the Data Privacy Act of 2012. For our privacy notice, please refer 

to www.pdic.gov.ph/privacy-policy. 

http://www.pdic.gov.ph/privacy-policy

