Office of the President of the Philippines

Office of the Presidential Adviser on Peace, Reconciliation and Unity
7th Floor, Agustin 1 Building, F. Ortigas Jr. Road, Ortigas Center, 1605 Pasig City Tel (+632) 8636-0701 Fax No: (+632) 638-2216

BAGONG PILIPINAS

TERMS OF REFERENCE

OFFICE Socioeconomic Development Unit - Joint Task Forces on
Camp Transformation (JTFCT) Secretariat

JOB TITLE / POSITION Administrative Officer I1

JOB LEVEL Administrative — Salary Grade 11 (PhP 22,316.00) Contract of
Service

PLACE OF ASSIGNMENT OPAPRU Cotabato Field Office — Maguindanao Del Norte

UNIT ASSIGNMENT Joint Task Force on Camps Transformation (JTFCT) Secretariat

REPORTS DIRECTLY TO

Head of Unit

COORDINATES WITH

- JTFCT and other OPAPRU Offices/Services
- JTFCT and other Peace Process Mechanisms

JOB OBJECTIVE Provides administrative and logistical support in the operations of
the Socioeconomic Unit particularly the GPH Joint Task Forces on
Camps Transformation of the GPH-MILF Peace Process

KEY RESULT AREAS Administrative Service

KEY ROLES AND
RESPONSIBILITIES

1. Monitor the attendance of all JTFCT Secretariat field
personnel;

2. Prepare the monthly report of absences and tardiness;

3. Assist the Unit Head in the implementation of administrative
rules and regulations;

4. Monitor, record, and organize the storage of incoming and

outgoing documents;

5. Assist in the preparation of memoranda and budgetary
requirements;

6. Draft memoranda, letters, administrative reports, and other
pertinent documents;

7. Process payments of various service provider;

Prepare liquidation reports;

9. Monitors the Financial Status and reports regularly of its
updates; and

10. Perform other tasks as may be assigned by the Unit Head.
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