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POSITION TITLE

Planning Officer

(The Planning Officer will support the implementation of standards and
guidelines for center-based Early Childhood Care and Development
(ECCD) programs. The role focuses on stakeholder coordination,
technical assistance, training support, and monitoring and evaluation to
ensure guality service delivery across regions.)

STATUS CONTRACT OF SERVICE

MONTHLY SALARY Php 30,000.00

OFFICE ASSIGNMENT Programs and Policy Unit — Standard and Guidelines Team
Education: Bachelors/College degree relevant to the job

MINIMUM Work Experience: At least 1-year relevant experience

QUALIFICATION Training: At least 4 hours of relevant training

STANDARDS Eligibility: Career Service Professional / Second Level Eligibility

(Preferred but not required)

Key Responsibilities

1. Stakeholder Coordination and Technical Assistance
e Coordinate with stakeholders and partners
e Provide technical assistance to public and private service
providers
e Support external evaluators during assessment processes
2. Training and Capacity Building
e Assist in the conduct of trainings and orientations
e Serve as resource person or facilitator when needed
3. Monitoring and Evaluation
e Monitor ongoing projects and assigned regions
e Document assessment proceedings and prepare reports
e Maintain databases related to monitoring activities
4. Administrative and Logistical Support
e Assist in planning and preparation of activities
e Support documentation and logistics before, during, and after
events
5. Gender and Development (GAD)
e Participate in GAD-related activities
e Promote gender equality and awareness within programs

Preferred Competencies

e Strong communication and interpersonal skills

o Experience in training facilitation and stakeholder engagement

e Knowledge of ECCD programs, policies, or social services (an
aavantage)

e Proficiency in documentation, reporting, and data management

e Ability to work independently and in field-based assignments

o Willingness to travel as needed

For interested and qualified applicants should signify their interest in writing addressed to:
TERESITA G. INCIONG, Executive Director and attention to: NECITAS D. LARGO, Chief

Administrative Officer.

Kindly accomplish this form: https://forms.gle/FSBtqH71A2bgnhbu5 and submit the following
requirements not later than (June 15, 2026):

1. Duly Accomplished Personal Data Sheet (CSC Form No.212, revised 2025) with latest
passport size photo and thumbmark and
2. Work Experience Sheet (CSC Form No. 212 attachment) which can be downloaded

at www.csc.gov.ph;

3. Photocopy of Transcript of Records and Diploma;

4. Photocopy of Certificates of training/seminar attended;

5. Photocopy of Proof of Eligibility (Certification, Rating, License, and etc.,);
6.Photocopy of Certificate of Employment from the previous employers (if applicable);



https://forms.gle/FSBtqH71A2bqnhbu5
http://www.csc.gov.ph/
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7. Valid NBI Clearance (Photocopy); and
9. Photocopy of your TIN ID

Applications with incomplete requirements and submitted beyond the deadline will not be
entertained.

*Qualified applicants will be notified thru text message and/or email.

Note: All vacant positions shall be open to all qualified applicants regardless of age, gender, civil
status, disability, religion, ethnicity, social status, class, political affiliation, or other similar
factors/personal circumstances which run counter to the principles of merit and fitness for the
Jjob and equal employment opportunity.



