
Annex D

Position:   Administrative Assistant II (Disbursing Officer II)- Torralba National High School

Salary Grade and Monthly Salary:   8 / 19,744.00

Qualification Standards:

Education: Completion of two-year studies in college 

Training: Four (4) hours of relevant training

Experience: one (1) year relevant experience

Eligibility: Career Service (Sub-Professional); First Level Eligibility

Title Hours Details Years

1 ADAS2TorralbaNHS-001-2024

BACHELOR OF 

SCIENCE IN BUSINESS 

ADMINISTRATION 

MAJOR IN FINANCIAL 

MANAGEMENT

HIV CARE AND TREATMENT TRAINING							 07/18/2023 - 07/20/2023	

SEMINAR WORKSHOP ON THE MANAGEMENT OF BARANGAYS FUNDS AND 

PROPERTY		08/11/2023 - 08/13/2023	

CLIENET CENTERED CASE MANAGMEENT TRAINING					05/22/2023 - 05/26/2023	

FISCAL MANAGEMENT UNDER NEW NORMAL						09/28/2022 â€“ 09/30/2022	

2022 NATIONAL BARANGAY CONGRESS ON THE LIGA NG MGA BARANGAY SA PILIPINAS 

	08/23/2022 â€“ 08/25/2022	

HANDBOOK ON THE FINANCIAL TRANSACTIONS OF THE SANGGUNIANG KABATAAN  		08/15/2022 

â€“ 08/18/2022	

ENCHANCING THE ABILITIES AND CAPABILITIES OF OUR BARANGAY LEADERS FOR EFFICIENT 

AND EFFECTIVE PUBLIC SERVICE TO OUR COUNTRY											08/11/2022 â€“ 08/13/2022	

LOCAL YOUTH DEVELOPMENT COUNCIL						06/12/2022 â€“ 06/12/2022	

KWOWLEDGABLE AND EQUIPPED BARANGAYS -  GATEWAY TO EFFICIENT AND PRODUCTIVE LOCAL 

GOVERNMENT	12/12/2021 â€“ 12/15/2021	

ENCHANCING COVID-19 CONTACT TRACING WORK: ADVANCE GUIDE FOR LOCAL GOVERNMENTS 

AND CONTACT TRACERS AND TOWN HALL MEETING											08/05/2021 â€“ 08/05/2021	

PRODUCTION OF HIGH QUALITY INBRED RICE, AND SEED CERTIFICATION AND FARM 

MECHANIZATION       07/05/2020 â€“ 10/04/2020	   

SANGGUINIANG KABATAAN PLAN FORMULATION					01/31/2020 â€“ 02/01/2020	

KABATAAN KONTRA DROGA AT TERORISMO						05/24/2019 â€“ 05/24/2019	

AKLAN 1ST YOUTH CONGRESS ON DRUG ABUSE PREVENTION EDUCATION 			03/25/2019 â€“ 

4 hours                                               

8 hours                                         

24 hours                                           

24 hours                                             

32 hours                                     

24 hours                                              

8 hours                                     

24 hours                                                     

8 hours                                              

96 hours

CASE MANAGER		SUSTAINED HEALTH 

INCENTIVES OF THE PHILIPPINES 

		01/02/2024 â€“ PRESENT

CASE MANAGER		LOVE YOURSELF 

INC					4/01/2023 â€“ 12/31/2023

PEER NAVIGATOR		LOVE YOURSELF 

INC					01/01/2021 â€“ 03/31/2023

SK CHAIRPERSON		PUDIOT BARANGAY 

COUNCIL				06/30/2018 â€“ 11/08/2023

MARKETING PROFESSIONAL	TOYOTA 

AKLAN INC.					05/15/2018 â€“ 08/30/2018

FACULTY EVALUATOR	TECHNOLOGICAL 

INSTITUTE OF THE 

PHILIPPINES		01/19/2016 â€“ 05/10/2016

SALES REPRESENTATIVE	TITAN BARONG 

TRINOMA				08/28/2015	- 

10/28/2015	

4 mos   

1 yr       

6 yrs      

3 mos 

3 mos

BARANGAY 

OFFICIAL 

ELIGIBILITY 

QUALIFIED

2 ADAS2TorralbaNHS-002-2024
Bachelor of Science in 

Accountancy

Microsoft Digital Literacy

02/01/2024-02/01/2024

Philippine Taxation, Bookkeeping, and Payroll for Individual and Business

09/30/2023-10/01/2023

Receiving and Responding to Workplace Communication

10/01/2023-10/01/2023

Participating in Workplace Communication

09/28/2023-09/28/2023

How of Audit: Not the Usual You Know

09/22/2023-09/22/2023

Bookkeeper Examination

02/26/2022-02/26/2022

2 hours                                            

10 hours                                  

2 hours                                   

2 hours                                              

8 hours                                             

3 hours

First United Family Finance Corporation

01/04/2021-present
3.4 yrs

Career Service 

Professional 
QUALIFIED

Education

Training Experience

Eligibility

Remarks 

(Qualified or 

Disqualified)

No. Application Code

INITIAL EVALUATION RESULT (IER)



3 ADAS2TorralbaNHS-004-2024

BS in Business 

Administration major 

kn Human Resources 

Development 

Management

TOTAL QUALITY MANAGEMENT/ 03/18/2021/03/18/2021

IT POLICIES AND PRIVACY ACT/ENCRYPTION/03/19/2021/03/19/2021

MODERN HUMAN RESOURCES MANAGEMENT 101: TALENT RECRUITEMENT, SELECTION AND 

ONBOARDING/10/30/2022/10/30/2022

8 hours                                             

4 hours                                                     

3 hours           

  

HUMAN RESOURCES ASSISTANT/SANFORD 

MARKETING CORPORATION - SAVEMORE/    

06/21/2018 to 8/5/2023

HUMAN RESOURCES 

SUPERVISOR/SANFORD MARKETING 

CORPORATION - SAVEMORE/ 08/06/2024 

to present

5.4 yrs
CSC Eligibility - 

Honor Grant
QUALIFIED

4 ADAS2TorralbaNHS-005-2024 BS Accountancy Universal Teller training 192 hours
Eastwest Banking Corporation 7/2/2018-

Present
5.4 yrs CSE PROF QUALIFIED

5
ADAS2TORRALBANHS-006-

2024

BACHELOR OF 

SCIENCE IN 

COMMERCE IN 

COMPUTER 

MANAGEMENT

CARRYING THE INVISIBLE BURDEN:  UNDERSTANDING THE MENTAL LOAD AND HOW  TO MANAGE 

IT WELL_3/27/2024_2HRS

BUILDING RAPPORT AND TRUST: COMMUNICATION STRATEGIES FOR EFFECTIVE COACHING 

RELATIONSHIP_3/20/2024_2HRS

PAKIKIPAG-UGNAYAN: CREATING A CULTURE OF CONNECTION T WORK POSITIVE 

WORKPLACES_3/13/2024_2HRS

THE UNDERESTIMATED POWER OF SMALL TALKS: HOW TO HAVE MORE ENERGIZING AND 

MEANINGFUL CONVERSATION_2/28/2024_2HRS

PUSO SA PAMUMUNO: HOW TO DESIGN PRODUCTIVE WORKPLACES WITH 

EMPATHY_2/21/2024_2HRS

MAXIMIZING  FEEDBACK IN THE WORKPLACE AND ITS IMPACT TO 

PERFORMANCE_2/14/2024_2HRS

NAVIGATING LEADERSHIP:A GUIDE TO EFFECTIVE COACHING AND MENTORING_1/31/2024_2HRS

BUILDING A CULTURE OF BELONGING: LEVERAGING PSYCHOLOGICAL SAFETY IN MODERN 

WORKPLACES_1/25/2024_2HRS

BEYOND WORDS:THE IMPACT OF ACTIVE LISTENING ON LEADERSHIP 

INFLUENCE_1/18/2024_2HRS

PAGOD KA NA BA?IDENTIFYING ND MANAGING BURNOUT_12/20/2023_2HRS

PARENT LEADERS TRAINING CUM TEAM BUILDING OF PANTAWID PAMILYANGBPILIPINO 

PROGRAM_12/18-19/2023

2 hours                                                

2 hours                                             

2 hours                                             

2 hours                                             

2 hours                                     

2 hours                                       

2 hours                                              

2 hours                                                 

2 hours                                             

2 hours                                    

16 hours                                       

2 hours                                                 

2 hours                                         

2 hours                                     

16 hours                                  

2 hours                                    

3 hours                                      

2 hours                                    

3 hours                                              

16 hours

ADMINISTRATIVE ASSISTANT III

DEPARTMENT OF SOCIAL WELFARE AND 

DEVELOPMENT

10/2/2023-2/24/2024

ADMINISTRATIVE AIDE 

LOCAL GOVERNMENT UNIT KALIBO

6/13/2021-6/30/2022

ACCOUNTING SPECIALIST

NXT GEN MOTOR TRADERS INC.

4/1/2009-12/31/2020

REGISTRATION CLERK

VILLAGE MOTOR TRADERS INC.

5/1/2007-3/30/2009

4 mos      

  1 yr               

11 yrs         

 2 yrs                  

CAREER SERVICE 

SUB-PROFESSIONAL
QUALIFIED

Prepared and certified correct by:

Administrative Officer IV

Date: August  1, 2024

MARLYN T. BEREBER


