
Annex D

Position:   Division of Aklan - Administrative Aide I (Utility Worker I)

Salary Grade and Monthly Salary:   1 / 13,000.00

Qualification Standards:

Education: Must be able to read and write

Training: None required

Experience: None required

Eligibility: None required  (CSC MC 11, s. 1996, as amended by CSC MC 10, s. 2013 - Cat. III)

Title Hours Details Years

1 ADA1-31-2024 Bachelor in Agriculture 

D'SAPA LODGE 2019-2022

RR BAR N GRILL 2010-2011

DIVISORIA MALL 2009-2010

MARY LAND GROCERY STORE 2007-2009

NO COE N/A Qualified

2 ADA1-32-2024 BS Commerce
Personal Administrative Assistant - SP Office, 

7/1/2018-11/13/2023

5  yrs. & 5 

months
N/A Qualified

3 ADA1-33-2024 BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION MAJOR IN FINANCIAL MANAGEMENT

Job-Order-Department of Education/June 3, 2024-

Present

Barangay Treasurer-Poblacion, Numancia Barangay 

Council/January 7, 2020-May 29, 2025

Audit Associate (Internal Audit)-Taytay sa 

Kauswagan Inc./June 18, 2018-October 6, 2019

8 yrs. N/A Qualified

4 ADA1-34-2024
BACHELOR OF SCIENCE IN INDUSTRIAL 

TECHNOLOGY MAJOR IN ELECTRONICS

Local Government Unit of Kalibo - 02/24/21 up to 

Present.

Ecolines Cooling Services -  02/24/20 up to 

02/19/21.

Mamuri Eisma & Associates Cpa's - 01/10/17 up to 

12/31/18.

Kalayaan Engineering Company Inc. - 10/05/12 up 

to 12/16/13.

Oasis Bar - 05/01/17 up to 07/03/18.

5 yrs. & 6 

months
PNP NAPOLCOM EXAM Qualified

5 ADA1-35-2024 College graduate Electrician,carperter,mason brgy pob brgy hall
4 yrs. & 5 

months
None Qualified

6 ADA1-36-2024 N/A no certificate of employment N/A Qualified

7 ADA1-37-2024
Bachelor of Technical Vocational Teacher 

Education
Job Order/DepEd Aklan/June 3-Nov. 29, 2024 6 months N/A Qualified

8 ADA1-39-2024 Bachelor of Secondary Education
Northwestern Visayan Colleges

June 1, 2017 - August 19, 2024

7 yrs. & 2 

months
RA 1080 (Teacher) Qualified

9 ADA1-41-2024 Bachelors in Science and Accountancy no certificate of employment
CSE Professional

CSE Sub-professional
Qualified

10 ADA1-42-2024
Bachelor of Science in Hotel and 

Restaurant Management

Office of the Municipal Assessor - Local Government 

Unit of Kalibo; February 2, 2022 to present

Provincial Assessor's Office - Provincial Government 

of Aklan; August 4, 2014 to December 31, 2014

3 yrs. & 2 

months
N/A Qualified

11 ADA1-43-2024 Junior High School ALS Graduate 
Administrative Aide - Dongon ES, June 15, 2016-

present

8 yrs. & 8 

months
N/A Qualified

Gender Sensitivity and Workplace Etiquette, 7/14/2022 (8 hrs.); 

R.A 9710 “Magna Carta of Women”/03/23/2024/8hrs, Grassroots Renewal and Empowerment for Accountability and Transparent Program/02/18-20/2024-24hrs, Gender Sensitivity Training (GST) and Discussion on Mental Health and Psychosocial Support/12/17/2023/8hrs, R.A 10627 or the ”Anti-Bullying Act of 2013"/12/10/2023/8hrs, PAGYARI: Capacity Development Training and Workshop/09/01-03/2023/24hrs, Management of Barangay Funds and Property/08/11-13/2023/24hrs, Community Based Disaster Risk Reduction and Management Training/09/21-23/2022/24hrs, Traffic Safety Seminar/08/30/2022/8hrs, nhancing the Abilities and Capabilities of our Barangay Leaders for Efficient and Effective Public Service to our Community/08/11-13/2022/24hrs, Knowledgeable and Equipped Barangays-Gateway to Efficient and Productive Local Government/12/13-15/2021/24hrs, YOUth Talk: Youth Driven Discussion on issues affecting the community, with the topic #STAYNEGATHIVE: HIV and AIDS 101/11/13/2021/8hrs, Training on Gender Sensitivity, Gender-related Laws a

no certificate of training

Financial Education

Smoking Cessation Orientation-Seminar of the Kalibo Anti-Smoking 

Task Force (KAST) - July 28, 2023; 8 hours

10-DAY ICT TRAINING ON THE USE OF ONLINE AND OFFLINE PRODUCTIVITY TOOLS IN TEACHING 02/ 27-28/ 2021 03/ 06-07/ 2021 03/ 13-14/ 2021 03/ 20-21/ 2021 03/ 27-28/ 2021 80 Hours

INITIAL EVALUATION RESULT (IER)

No. Application Code Education

Training Experience

Eligibility

Remarks 

(Qualified or 

Disqualified)

no certificate of training

Bread & Pastry Production NC ll 04/03/24 up to 4/26/24 number of hours 184. RAC Servicing Domestic Refrigeration & Airconditioning NC ll 04/11/23 up to 06/24/23 number of hours 480. Driving NC ll 06/07/21 up to 06/23/21 number of hours 118.

TESDA EIM NC II 

Training for Work Scholarship Program /2022/118 hours

Validation on Information and Communication Technology Literacy 

Skills



Title Hours Details Years
No. Application Code Education

Training Experience

Eligibility

Remarks 

(Qualified or 

Disqualified)

no certificate of training12 ADA1-44-2024 No attachment
Balete Integrated School

June 1, 2016 - Present

8 yrs. & 6 

months
N/A Qualified

13 ADA1-45-2024 Bachelor in Science in Criminology no certificate of employment N/A Qualified

14 ADA1-46-2024 Bachelor in Office Information Management Job Order/DepEd Aklan/June 3-present 6 months N/A Qualified

15 ADA1-47-2024 BS Agriculture COS -DepED, 4/5/2024 to present 8 months N/A Qualified

16 ADA1-48-2024 Bachelor of Science in Accountancy

1.LGU-Kalibo /Admin Aide/ July 1 to present

2. 1Aviation Ground handling Services Corporation 

/Duty Supervisor /June 18,2019 -July 20, 2020

3. Cebu Pacific Air Inc /Station Agent/ May 15, 

2017 to June 17, 2019

4.  Cebu Pacific Air Inc /Load Controller /Feb 19, 

2016 to May 14, 2017

5. Cebu Pacific Air Inc/ Ramp Agent/ March 11, 

2015 to February 18, 2016

6. Cebu Pacific Air Inc/ Lead Customer Service 

Agent /March 1, 2012 to March 10, 2015

7. Topserve Manpower Supply Inc /Customer 

Service Agent / 2009 -2012

8. Kalibo Ref and Aircon Maintenance 

Specialist/Administrative Assistant/ 2008 -2009

9. Tirta Spa Boracay/Accounting Staff /2007-2008

10. Tirta Spa Boracay / Administrative Assistant/ 

2006-2007

9 yrs. & 5 

months
N/A Qualified

Prepared and certified correct by:

MARLYN T. BEREBER

Indigenous Peoples Leadership Training, 11/23-25/2022 (24 hrs.);

Training of trainers on productionof High Quality Inbred Rice and Seeds, and Farm 

Mechanization, 3/11-22, 2024 (24 hrs.);

1.Canva Training Work Shop Nov 16, 2024 4 hours

2.Synchronized School Based BSP/GSP Encampment Oct 25 -26, 2024 

16 hours

Administrative Officer IV

Date: April 28, 2025

no certificate of training

no certificate of training

Operations Training-4/11-13/2023 (24 hrs.)


