
 ADMINISTRATIVE ASSISTANT IV ( PAINTER GENERAL FOREMAN) 

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: High School Graduate (prior to
2016), OR Completion of Grade 10/ Junior
High School (starting 2016)
Experience: 2 years of relevant experience
Training: 8 hours of relevant training
Eligibility: Painter (MC 11, s. 1996, as amended,
Cat. II)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

Supervises, assigns and monitors the activities of
the Painting Unit.
Receives, records, assigns and monitors all JORs.
Submits daily reports/feedback on all activities
undertaken by the unit.
Maintain orderliness and cleanliness in the
assigned area.
Facilitates all JOR requisitions pertaining to the
needs of each JOR and the documentation of the
Unit.
Performs other related works.

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed
to Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC
Forms on this page)
Work Experience Sheet (Downloadable under CSC
Forms on this page)
Transcript of Records/ Scholastic Records/
Academic Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board
Rating, Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied
requires relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable,
this requirement forms part of the matrix evaluation
and may account for 15–20% of the overall
assessment, depending on the position level
applying for.)     

Important Please Read
Interested applicant/s may submit their application
thru email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF
file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle
Initial – Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

Plantilla Item No.: UPSB-ADAS4-165-2004
Salary Grade: SG 10 - PHP 25,586
Place of Assignment: Physical Plant Section - Painting Unit
Office of the Engineering and Technical Services

Deadline of Submission   
29 December 2025 

TECHNICAL/FUNCTIONAL

Painting Works 
Ability to perform painting works on ceiling, doors, walls,
furniture, floors and structures.

Quality Control 
Ability to inspect and ensure all surfaces and finished work
meet specifications and quality standards.

Safety Management 
Ability to enforce safety protocols, conduct safety meetings
and ensure compliance with all current and relevant
regulations.

Material and Equipment Management
Ability to monitor, request, allocate and manage
painting materials, equipment and tools.

Technical Guidance 
Ability to provide expertise on surface preparation, painting
mixture, application techniques.

Computer Skills
Ability to operate standard personal computer and use
available computer software, applications and technology.

COMPETENCY REQUIRED



 ADMINISTRATIVE ASSISTANT II ( CARPENTER FOREMAN)

HOW TO APPLY

Education: High School Graduate (prior to
2016), OR Completion of Grade 10/ Junior
High School (starting 2016) OR Completion of
relevant vocational/trade course
Experience: 1 year of relevant experience
Training: 4 hours of relevant training
Eligibility: Carpenter (MC 11, s. 1996, as
amended, Cat. II)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

Supervises, assigns and monitors the activities of
the staff.
Repairs/replaces dilapidated and defective walls,
floors, ceilings, furniture and other building
appurtenances. 
Conducts routine inspection and preventive works
in the area of assignment.
Evaluates all JORs.
Prepares and submits weekly schedule of
personnel.
 Performs other functions as requested by the
immediate supervisor.

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

Supervising 
Ability to assign, direct, manage, plan and monitor
effectively and efficiently the performance of the
Carpenters by implementing appropriate standards
consistent with government and hospital policies, rules
and regulations.

Carpentry Works 
Ability to perform appropriate and reasonable
repair/replacement of building appurtenances through
cost effective and prudent utilization of resources.

Evaluating Job Order Requests (JORs) 
Ability to evaluate accurately, completely and consistently
all Carpentry JORs received.

Conducting Inspection and Preventive Works 
Ability to perform regular and systematic inspection and
conduct reasonable preventive works through economic
and practical methods.

Preparing and Submitting Schedule of Carpenters
Ability to organize systematically the manpower of the
Carpentry Section through appropriate allocation to meet
the requirements of the hospital.

COMPETENCY REQUIRED

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Plantilla Item No.: UPSB-ADAS2-2385-2004
Salary Grade: SG 8 - PHP 21,448
Place of Assignment: Physical Plant Section - Carpentry Unit,
Office of the Engineering and Technical Services

Deadline of Submission   
29 December 2025 



 ADMINISTRATIVE AIDE VI ( MECHANICAL PLANT OPERATOR II)

HOW TO APPLY

Education: High School Graduate (prior to
2016), OR Completion of Grade 10/ Junior
High School (starting 2016) OR Completion of
relevant vocational/trade course.
Experience:  None required
Training: None required
Eligibility: Mechanical Equipment Operator
(MC 11, s. 1996, as amended, Cat. II)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

To have performed assigned task (assessment of equipment
to be repaired) for necessary and appropriate action to be
done including materials and tools needed.
To have performed monitoring and regular checkup of
refrigeration and air-conditioning equipment and facilities,
and its accessories. 
To have submitted Job Order Request (JORs) with
corresponding evaluation action and feedback to the
immediate supervisor.
To have performed in-house preventive maintenance of
equipment under Refrigeration and Air-conditioning Unit.
To have communicated and coordinated regularly with the
immediate supervisor and co-workers. 

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

Maintaining and operating the Refrigeration and Air-
conditioning System

Ability to effectively and efficiently maintained and operated the
Refrigeration and Air conditioning System.

Performing Preventive Maintenance, repair and check-up of
the Refrigeration and Air-conditioning System

Ability to conduct appropriate, regular and timely inspection and
preventive maintenance on the equipment of the Refrigeration
and Air-conditioning System.

 Monitoring, Recording and Endorsing reports and status of all
the equipment of the Refrigeration and Air-conditioning
System

Ability to monitor, record and provide accurate and complete
data on the endorsement log sheet and accomplished JORs.

 Monitoring and Maintaining Tools and Equipment
Ability to select, operate, and maintain tools, and equipment
effectively and efficiently,
and safely to successfully complete a task; ability to conduct
regular and timely checks and preventive maintenance to ensure
these implements remain in good working condition and request
for their replacement, as maybe necessary.

Accomplishment of Job Order Requests (JORs)
Ability to accomplish JORs accurately, completely and within
reasonable time; ability to conduct evaluation and provide
feedback to the immediate supervisor.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-ADA6-2321-2004 
Salary Grade: SG 6 - 18,957
Place of Assignment: Refrigeration and Air-Conditioning Unit -
Office of the Engineering and Technical Services

Deadline of Submission   
29 December 2025 

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS



 ADMINISTRATIVE AIDE IV ( DRIVER II)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Elementary School
Graduate
Experience: None required
Training: None required
Eligibility: Professional Driver's License
(MC 11, s. 1996, as amended, Cat. IV)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

Receives official trip tickets from the
supervisors and conveys passengers to their
official destination in accordance to traffic
laws, safety regulations and PGH safety
protocol.
Conducts routine checking, fueling and
basic repairs to ensure operational
readiness.
Monitors and reports damaged/defective
parts of the assigned vehicle and its
accessories to the immediate supervisor.
Perform other tasks that may be requested
by the immediate supervisor.

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

Conveying Passenger
Ability to transport promptly and safely PGH staff
and other authorized passengers to their official
destination through validated and approved trip
tickets received from the supervisor.

Checking and Maintaining assigned Vehicles
and Accessories

Ability to technically check and maintain assigned
vehicles and accessories through regular inspection
and reasonable upkeep.

Monitoring and Reporting Damaged/ Defective
parts of assigned Vehicle

Ability to monitor regularly, perform appropriate and
timely preventive maintenance and report promptly
damaged/defective parts of assigned vehicles to
the immediate supervisor.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-ADA4-3024-2004 Deadline of Submission:     
29 December 2025 

Place of Assignment: Office of the Engineering and Technical Services (OETS)
Salary Grade: 4 - PHP 16,833



 ADMINISTRATIVE ASSITANT II (AIR-CONDITIONING TECHNICIAN II)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: High School Graduate (prior to
2016), OR Completion of Grade 10/ Junior High
School (starting 2016) OR Completion of
relevant vocational/trade course.
Experience: 1 year of relevant experience
Training: 4 hours of relevant training
Eligibility: Air-Conditioning Technician (MC 11,
s. 1996, as amended, Cat. II)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

To have performed assigned task (assessment of
equipment to be repaired) for necessary and
appropriate action to be done including materials and
tools needed.
To have performed monitoring and regular checkup of
refrigeration and air-conditioning equipment and
facilities, and its accessories. 
To have submitted Job Order Request (JORs) with
corresponding evaluation action and feedback to the
immediate supervisor.
To have performed in-house preventive maintenance of
equipment under Refrigeration and Air-conditioning Unit.
To have communicated and coordinated regularly with
the immediate supervisor and co-workers. 

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

 Troubleshooting, repairing and maintaining all Air-
conditioning equipment of the hospital

Ability to effectively and efficiently troubleshoot, repair and
maintain air-Conditioning equipment by adopting cost-
effective and prudent techniques.

Assessing and requesting needed materials and
supplies to conduct repairs and maintenance
activities

Ability to analyze, evaluate and request accurately
materials, parts and supplies needed in performing daily
tasks.

 Reporting
Ability to prepare and submit evaluation report and
feedback on Job Order Request accomplishment and
elevate concerns and issues to the Supervisor to expedite
completion of assigned tasks.

 Cleaning, maintenance and safekeeping of all
equipment and tools of the Refrigeration and Air-
conditioning Section

Ability to sustain the cleanliness and orderliness of
equipment and tools to ensure their functionality.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-ADAS2-2157-2004
Salary Grade: SG 8 - PHP 21,448
Place of Assignment: Refrigeration and Air-Conditioning Unit -
Office of the Engineering and Technical Services

Deadline of Submission:     
29 December 2025 



DRAFTSMAN II

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Completion of 2 years of studies in college (prior
to 2018), OR High school graduate with relevant
vocational/trade course (prior to 2018), OR Completion of
Grade 12/Senior High School under Technical-Vocational-
Livelihood Track, OR Completion of Grade 10/Junior High
School with relevant vocational/trade course (TESDA NC II)
(starting 2018)
Experience: 1 year of relevant experience
Training: 4 hours of relevant training
Eligibility: Draftsman (MC 11, s. 1996, as amended, Cat. II)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

To have prepared and submitted draft using
AUTOCAD with specifications compliant to the latest
standards of infrastructure projects.
To have maintained, managed and updated all
Infrastructures  Plans in hard files and electronic
files for each completed infrastructure projects.
To have assisted engineers in monitoring and
providing recommendations and submitting
reports.
To have performed other tasks assigned by the PCO
Team, PMU Head, OETS Head or the Administration. 

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

 Computer Skills 
Ability to operate standard personal computer and use available
computer software, applications and technology.

 Drafting 
Ability to prepare and submit plan/s or schematic design/s using
AutoCad with specifications compliant to the latest requirements and
standards of infrastructure projects.

Infrastructure Planning and Implementation
Ability to provide assistance in conducting, coordinating and
contributing knowledge and information related to infrastructure
planning and implementation aligned to current requirements and
standards.

Communication 
Ability to clearly convey and receive messages to meet the needs of all;
ability to express and present recommendations and inputs for
submission of reports and
updates on project implementation.

 Records Management 
Ability to organize and provide assistance in maintaining, managing
and updating, as needed, all infrastructure plans in hard copies and
electronic files for each
completed infrastructure project.

Flexibility 
Ability to work efficiently with a variety of people and situations and
adapt one’s thinking, behavior and style appropriately in dealing with
change. Adapting to different ways of thinking and doing things in a
quick and positive manner.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-DFM2-12-1998
Salary Grade: SG 8 - PHP 21,448
Place of Assignment: Project Management Section -
Office of the Engineering and Technical Services

Deadline of Submission:     
29 December 2025 



 ADMINISTRATIVE AIDE VI (MECHANIC II)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: High School Graduate (prior to
2016), OR Completion of Grade 10/ Junior
High School (starting 2016) OR Completion of
relevant vocational/trade course.
Experience: None required
Training: None required
Eligibility: Mechanic (MC 11, s. 1996, as
amended, Cat. II)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

To have performed assigned task (assessment of equipment
to be repaired) for necessary and appropriate action to be
done including materials and tools needed.
To have performed monitoring and regular checkup of
refrigeration and air-conditioning equipment and facilities,
and its accessories. 
To have submitted Job Order Request (JORs) with
corresponding evaluation action and feedback to the
immediate supervisor.
To have performed in-house preventive maintenance of
equipment under Refrigeration and Air-conditioning Unit.
To have communicated and coordinated regularly with the
immediate supervisor and co-workers. 

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

COMPETENCY REQUIRED

TECHNICAL/FUNCTIONAL

Performing Preventive Maintenance, repair and check-
up of the Refrigeration and Air-conditioning System 

 Ability to conduct appropriate, regular and timely inspection
and preventive maintenance on the equipment of the
Refrigeration and Air-conditioning System.

Evaluating, Monitoring, and Recording evaluation
reports on requirements for the repair of refrigeration
and air-conditioning equipment of the hospital 

Ability to evaluate, monitor, and record accurate, complete
and timely data related to repair works related to
refrigeration and air-conditioning equipment of the hospital.

Monitoring and Maintaining Tools and Equipment -
Ability to select, operate, and maintain tools, and equipment
effectively and efficiently, and safely to successfully
complete a task; ability to conduct regular and timely checks
and preventive maintenance to ensure these implements
remain in good working condition and request for their
replacement, as maybe necessary.

 Accomplishment of Job Order Requests(JORs)
Ability to accomplish JORs accurately, completely and within
reasonable time; ability to conduct evaluation and provide
feedback to the immediate supervisor.

Plantilla Item No.: UPSB-ADA6-2300-2004
Salary Grade: SG 6 - 18,957
Place of Assignment: Refrigeration and Air-Conditioning Unit -
Office of the Engineering and Technical Services

Deadline of Submission:     
29 December 2025 



 ADMINISTRATIVE AIDE V (PAINTER II)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Elementary School
Graduate
Experience: None required
Training: None required
Eligibility: Painter (MC 11, s. 1996, as
amended, Cat. II)

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

Performing painting works of walls, ceiling,
windows, doors, cabinets, fences, furniture,
pavements, signages and other building fixtures.
Perform other painting related work such as:
waterproofing, erection of staging/scaffoldings,
hauling of supplies and other engineering-related
works.
Conduct routine preventive works, assigned area
and report all gathered information to Foreman
assigned.
Maintain orderliness and cleanliness in
designated area.
Attend to toolbox and other meetings required.

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

Painting Works – Ability to perform painting works
on ceiling, doors, walls, furniture, floors and
structures
Safety Management – Ability to enforce safety
protocols, conduct safety meetings and ensure
compliance with all current and relevant
regulations
 Material and Equipment Management – Ability to
assist in monitoring and allocating painting
materials, equipment and tools; ability to provide
information on utilization rate of materials, supplies,
equipment and tools in aid of planning and
procurement
 Reporting – Ability to prepare and submit
evaluation report and feedback on Job Order
Request accomplishment and elevate concerns
and issues to expedite completion of assigned tasks

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-ADA5-777-2004
Salary Grade: SG 5 - PHP 17,866
Place of Assignment: Physical Plant Section - Painting Unit
Office of the Engineering and Technical Services

Deadline of Submission   
29 December 2025 



 ADMINISTRATIVE AIDE IV (CLERK II)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Completion of 2 years of studies
in college (prior to 2018), OR Completion of
Grade 12/Senior High School (starting 2016)*
Experience: None required
Training: None required
Eligibility: Career Service (Subprofessional)
/ First Level Eligibility

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

Assist patients and their families in navigating
hospital services, processes, and policies.
Receive, document, acknowledge patient concerns
and complaints in a timely and professional
manner.
Endorse complaints or feedback to the appropriate
departments/units for investigation and resolution.
Follow up on the status of endorsed concerns and
ensure proper closure and feedback to
complainants.
Maintain a tracking system for complaints and
generate reports on common issues and trends.

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

COMPETENCY REQUIRED

TECHNICAL/FUNCTIONAL

Knowledge of ARTA/EODB Law (RA 11032)
Understands the Anti-Red Tape Authority
mandates and service standards compliance.

Understands the Data Privacy Act of 2012
Records and Case Documentation

 Accurately documents patient complaints,
resolutions, and ARTA-related reports and
correspondence.

Monitoring and Evaluation 
Tracks and evaluates complaints and ARTA
initiatives to provide reports and recommendations.

Plantilla Item No.: UPSB-ADA4-3013-2004
Salary Grade: SG 4 - PHP 16,833
Place of Assignment: Public Assistance and Auxiliary Services

Deadline of Submission   
29 December 2025 



 ADMINISTRATIVE AIDE VI (CLERK III)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: High School Graduate (prior to
2016), OR Completion of Grade 10/ Junior
High School (starting 2016) OR Completion of
relevant vocational/trade course.
Experience: None required
Training: None required
Eligibility: Career Service (Subprofessional) /
First Level Eligibility

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

To answer telephone calls and inquiries, take
messages and relay the same to the concerned
staff.
To receive and record incoming and outgoing
communications/documents, disseminate them to
concerned staff and follow up as necessary.
To coordinate the schedule of departmental
activities, meetings and lectures with the
consultants, residents and administrative staff.
To file and retrieve records and documents of the
department.
To encode letters, departmental memoranda,
reports and other written communications.
To ensure the availability of forms in the
department such as Application of Leave, Job
Order Request, and other forms needed by the
Department.
To assist in the preparation and submission of
monthly or periodic reports required of the
department.

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL
Ability to perform a variety of clerical and administrative
tasks (sorting, collating, consolidating reports, filing,
retrieving, issuing and maintaining of records and files for
easy reference)
Adept in recording, checking of files/documents received
and in recording of incoming and outgoing
communications
Ability to properly operate and utilize computer devices and
other office equipment (personal computer, printer,
manual or electric typewriter, photocopying machine, fax
machine, etc.) in preparing requests, communication or
other assigned tasks
 Ability to follow up pertinent papers, correspondence, Job
Order Request, etc. and attends to inquiries or refers
telephone calls and clients to proper personnel and/or unit.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-ADA6-2106-2004
Salary Grade: SG 6 - PHP 18,957
Place of Assignment: Department of Otolaryngology Head and
Neck Surgery 

Deadline of Submission   
29 December 2025 



MEDICAL TECHNOLOGIST II

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Bachelor's degree in Medical
Technology or Bachelor of Science in Public
Health
Experience: 1 year of relevant experience
Training: 4 hours of relevant training
Eligibility: RA 1080 

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

Supply Management
Ability to monitor the safekeeping, proper utilization,
maintenance of
chemical/reagents and general supplies of the
section.

 Efficiency of Process
Ability to perform arterial blood extraction and
process the specimen accurately (10-15
min/patient).

 Encoding of Patient’s Examination
Ability to encode patient’s data and charging
Patient Services.

 Preparation of Documents
Ability to prepare and submit monthly report of the
section.

 Conformance to Protocol
Ability to follow safety standard precautions, quality
standard procedures and other regulatory
requirements.

 Equipment Calibration and Maintenance
Ability to perform quality control
preparation/preventive maintenance of equipment.

 Training
Ability to ensure laboratory practices to meet
appropriate standards and new technology for
career and personal growth.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-MDTK2-140-1998
Salary Grade: SG 15 - PHP 40,208
Place of Assignment: Division of Pulmonary Medicine  

Deadline of Submission   
29 December 2025 



 ADMINISTRATIVE ASSISTANT II (MANAGEMENT AND AUDIT ASSISTANT)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Completion of 2 years of studies
in college (prior to 2018), OR Completion of
Grade 12/Senior High School (starting 2016)*
Experience: 1 year of relevant experience
Training: 4 hours of relevant training
Eligibility: Career Service (Subprofessional) /
First Level Eligibility

MINIMUM QUALIFICATION

DUTIES AND RESPONSIBILITIES

Proceed to respective area and conduct inspection of
deliveries as to quantity and conformity to specifications
based on the approved Purchase Order (PO) and
Invoice/Delivery Receipt. In accordance to the COA Manual on
Property Inspection and the existing hospital policies and
procedures.
Prepare and accomplish Inspection and Acceptance Report
(IAR) and submits to the Immediate Supervisor and Head of
IASSS for their signature/approval.
Witness the daily disposal of biological waste (Hazardous and
Non-Hazardous) and records the total weight.
Conduct Pre and Post Repair Inspection of unserviceable
equipment and prepare  report.
Sort, Record and Release the approved IAR to the concerned
unit/department.
Assist in the audit engagement works including spot
inventory/surprise count of supplies and materials adhering to
internal control principles and conforming to approved
evaluation and surgery plans and internal auditing standards.
Prepare monthly report on disposal of biological waste
(Hazardous and Non-Hazardous)witnessed by Internal Auditor
for approval of the Chief of IASSS.
Check the correctness and completeness of Inspection and
Acceptance (IAR), Purchase Order and Supplier’s Invoice and
other attachments upon receipt of request/notice.
File and maintain updated IASSS file (2  copy) of IAR with
attached necessary/supporting documents.

nd

Responsible for delivering documents to the concerned
unit/department in a timely manner and ensure confidentiality
and safe handling of the documents/files.

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

 Ability in conducting inspection of delivered goods in an
orderly manner following the rules as per COA Manual on
Property Inspection and the existing hospital policies and
procedures.
Ability in preparing accurate inspection report to support the
release of payment to the supplier concerned.
Ability in conducting inspection of unserviceable equipment,
supplies and other materials in accordance with COA and the
existing hospital policies and procedures.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-ADAS2-2565-2004
Salary Grade: SG 8 - PHP 21,448
Place of Assignment: Internal Audit Special Services Staff 

Deadline of Submission   
29 December 2025 



ADMINISTRATIVE AIDE III (UTILITY WORKER II)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Must be able to read and
write
Experience: None required
Training: None required
Eligibility: None required (MC 11, s. 1996, as
amended, Cat. III)

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

COMPETENCY REQUIRED

TECHNICAL/FUNCTIONAL

Maintenance of Cleanliness
Ability to effectively maintain the cleanliness
of the office/ward including all equipment
and office/ward facilities.

Messengerial Job 
Ability to promptly perform messengerial tasks
and deliver documents and other important
communications.

Health and Safety Practices
Ability to practice and perform occupational
health, workplace and safety procedures such
as but not limited to disposal of toxic and
hazardous disposable materials.

Plantilla Item No.: UPSB-ADA3-4179-2004 
Salary Grade: SG 3 - PHP 15,852
Place of Assignment: Property and Supply Division

Deadline of Submission   
29 December 2025 



ADMINISTRATIVE ASSISTANT III 
(COMMUNICATIONS EQUIPMENT OPERATOR III) 

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Completion of 2 years of studies in college (prior to
2018), OR High school graduate with relevant vocational/trade
course (prior to 2018), OR Completion of Grade 12/Senior High
School under Technical-Vocational-Livelihood Track, OR
Completion of Grade 10/Junior High School with relevant
vocational/trade course (TESDA NC II) (starting 2018)
Experience: 1 year of relevant experience
Training: 4 hours of relevant training
Eligibility: Communications Equipment Operator (MC 11, s. 1996, as
amended, Cat. II)

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL
Ability to formulate plans and programs to sustain the
smooth operations of the Residence Halls Section.
 Ability to organize the activities of the staff for the
implementation of the plans and programs of RHS
towards efficient and effective delivery of services;
Ability to coordinate with the concern heads/chief of the
different divisions/departments to be able to attain the
formulated goals and objectives of RHS and PGH as a
whole;
Ability to motivate the RHS staff, harness their potentials
and develop their knowledge, skill and attitude for career
planning;
 Ability to determine the needs of the office, plan/project
and devise courses of action on short (immediate),
medium and long term plan/solution for the
maintenance of the facilities and the office;
 Ability to conceptualize rational/innovative and out- of-
the box ideas to serve as inputs needed for the
development of the office and to serve as coping
mechanism in meeting organizational challenges thereby
safeguard its stagnation;
 Ability to deal with top level management with utmost
professionalism and with the staff fairly and objectively
and with internal and external customers pleasantly to
achieve the set goals and objectives of the hospital;
Knowledgeable in different software platform;
 Proficient in written communication;
 Willing to work long hours;
Willing to work on Saturdays, Sundays, Holidays and on
night shift;
 In the exigency of the service, willing to be recalled from
day off.
 Extensive experience in monitoring the activities of an
office and the staff as well;

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-ADAS3-1445-2004
Salary Grade: SG 9 - PHP 23,226
Place of Assignment: Public Assistance and Auxiliary Services 

Deadline of Submission   
29 December 2025 



NURSING ATTENDANT I

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Elementary School
Graduate
Experience: None required
Training: None required
Eligibility: None required (MC 11, s. 1996,
as amended, Cat.III)

MINIMUM QUALIFICATIONS

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

COMPETENCY REQUIRED

TECHNICAL/FUNCTIONAL

Basic Patient Care
Performs basic patient care tasks: vital signs
measurement, hygienic measures, and basic bedside
care (i.e. cleaning the client’s area, provision of clean
linen and its monitoring, client’s nutritional intake,
activities of daily living).

 Patient Safety
Understands and adheres to patient safety standards;
Identifies and reports unsafe conditions or patient-
related risks to nurses immediately.

 Health Education
Assists in health teachings that strengthen patient and
family- centered care and reinforces institutional
policies.

 Interdisciplinary Collaboration
Cooperates with nurses and allied staff during patient
care and procedures.

Digital Literacy
Uses basic digital tools or records entries as directed
while ensuring data privacy protocols.

 Resource Management
Properly clean, store, and transport equipment and
instruments, including replenishment of basic supplies.

 Research, Innovations, Evidence-based Practice,
and Continuous Quality Improvement
Participates in research, innovative projects, and/or
initiatives anchored in scientific evidence.

 Education and Training
Participates in in-service training and basic skills
development.

Plantilla Item No.: UPSB-NATT1-135-1998 
Salary Grade: SG 4 - PHP 16,833
Place of Assignment: Nursing Services

Deadline of Submission   
29 December 2025 



NURSING ATTENDANT I

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Elementary School
Graduate
Experience: None required
Training: None required
Eligibility: None required (MC 11, s. 1996, as
amended, Cat.III)

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

Basic Patient Care
Performs basic patient care tasks: vital signs
measurement, hygienic measures, and basic bedside
care (i.e. cleaning the client’s area, provision of clean
linen and its monitoring, client’s nutritional intake,
activities of daily living).

 Patient Safety
Understands and adheres to patient safety standards;
Identifies and reports unsafe conditions or patient-
related risks to nurses immediately.

 Health Education
Assists in health teachings that strengthen patient and
family- centered care and reinforces institutional
policies.

 Interdisciplinary Collaboration
Cooperates with nurses and allied staff during patient
care and procedures.

Digital Literacy
Uses basic digital tools or records entries as directed
while ensuring data privacy protocols.

 Resource Management
Properly clean, store, and transport equipment and
instruments, including replenishment of basic supplies.

 Research, Innovations, Evidence-based Practice,
and Continuous Quality Improvement
Participates in research, innovative projects, and/or
initiatives anchored in scientific evidence.

 Education and Training
Participates in in-service training and basic skills
development.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-NATT1-165-1998   
Salary Grade: SG 4 - PHP 16,833
Place of Assignment: Nursing Services

Deadline of Submission   
29 December 2025 



MEDICAL SPECIALIST III (PART-TIME)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Doctor of Medicine
Experience: 2 years of relevant
experience
Training: 8 hours of relevant training
Eligibility: RA 1080

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

COMPETENCY REQUIRED

TECHNICAL/FUNCTIONAL

Regular Rounds
Ability to personally make rounds with the
residents in his or her service at least once a
week.

Availability to Receive Referrals or Consults
Ability to accommodate and receive referrals or
consults from the service residents regarding the
care of their patients even if they are not
physically present in the wards.

Evaluation of Residents
Ability to objectively evaluate clinical
performance of residents using a standard
evaluation tool.

Plantilla Item No.: UPSB-MDSPT3-13-2019  
Salary Grade: SG 24 - 49, 092.50
Place of Assignment: Philippine General Hospital

Deadline of Submission   
29 December 2025 



MEDICAL SPECIALIST III (PART-TIME)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Doctor of Medicine
Experience: 2 years of relevant
experience
Training: 8 hours of relevant training
Eligibility: RA 1080

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

COMPETENCY REQUIRED

TECHNICAL/FUNCTIONAL

Regular Rounds
Ability to personally make rounds with the
residents in his or her service at least once a
week.

Availability to Receive Referrals or Consults
Ability to accommodate and receive referrals or
consults from the service residents regarding the
care of their patients even if they are not
physically present in the wards.

Evaluation of Residents
Ability to objectively evaluate clinical
performance of residents using a standard
evaluation tool.

Plantilla Item No.: UPSB-MDSPT3-191-2020 
Salary Grade: SG 24 - 49, 092.50
Place of Assignment: Philippine General Hospital

Deadline of Submission   
29 December 2025 



HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Doctor of Medicine
Experience: 2 years of relevant
experience
Training: 8 hours of relevant training
Eligibility: RA 1080

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

COMPETENCY REQUIRED

TECHNICAL/FUNCTIONAL

Regular Rounds
Ability to personally make rounds with the
residents in his or her service at least once a
week.

Availability to Receive Referrals or Consults
Ability to accommodate and receive referrals or
consults from the service residents regarding the
care of their patients even if they are not
physically present in the wards.

Evaluation of Residents
Ability to objectively evaluate clinical
performance of residents using a standard
evaluation tool.

MEDICAL SPECIALIST III (PART-TIME)

Plantilla Item No.: UPSB-MDSPT3-87-1998
Salary Grade: SG 24 - 49, 092.50
Place of Assignment: Philippine General Hospital

Deadline of Submission   
29 December 2025 



MEDICAL SPECIALIST III (PART-TIME)

HOW TO APPLY

UP - PHILIPPINE GENERAL HOSPITAL
BULLETIN OF VACANT POSITIONS

Education: Doctor of Medicine
Experience: 2 years of relevant
experience
Training: 8 hours of relevant training
Eligibility: RA 1080

MINIMUM QUALIFICATION

Initial Checklist of Requirements
Application Letter with Plantilla Item No. (Addressed to
Ms. Marjorie L. Torres, Chief Administrative Officer –
Human Resource Development Division)
Personal Data Sheet (Downloadable under CSC Forms
on this page)
Work Experience Sheet (Downloadable under CSC Forms
on this page)
Transcript of Records/ Scholastic Records/ Academic
Records
College Diploma
Eligibility (Career Service) / RA 1080 (PRC ID, Board Rating,
Certificate of Registration)
Birth Certificate (Philippine Statistics Authority)
Certificate of Employment (If position applied requires
relevant work experience/s)
Certificate of Training/s (If position applied requires
relevant trainings)
Latest Performance Rating/Evaluation (If applicable, this
requirement forms part of the matrix evaluation and
may account for 15–20% of the overall assessment,
depending on the position level applying for.)     

Important Please Read
Interested applicant/s may submit their application thru
email at hrddrps.uppgh@up.edu.ph
Upon submission, kindly arrange and scan the
documents accordingly then save as a single PDF file.
Subject should be: Applicant for ADMIN 
File name must be: Surname, First Name, Middle Initial –
Position Applied

The University of the Philippines – Philippine General Hospital upholds Equal Employment Opportunity Principle: 
“that there shall be no discrimination in the selection of employees on the account of age, school, gender, civil status, disability, social status, income class,

political affiliation or other similar factors/personal circumstances which run counter to the principles of merit, fitness for the job and equal opportunity.
For inquiries and/or concerns you may call at 85548400 local 2053

TECHNICAL/FUNCTIONAL

Regular Rounds
Ability to personally make rounds with the
residents in his or her service at least once a
week.

Availability to Receive Referrals or Consults
Ability to accommodate and receive referrals or
consults from the service residents regarding the
care of their patients even if they are not
physically present in the wards.

Evaluation of Residents
Ability to objectively evaluate clinical
performance of residents using a standard
evaluation tool.

COMPETENCY REQUIRED

Plantilla Item No.: UPSB-MDSPT3-67-1998
Salary Grade: SG 24 - 49, 092.50
Place of Assignment: Philippine General Hospital

Deadline of Submission   
29 December 2025 


