Position: Administrative Assistant V/ Staff

Status: Job Order (].0)

Office/Division : Department of Agriculture - Bureau of Fisheries and Aquatic Resources -
Fisheries Integrated Information Management Center (FIIMC)

Contact Details : 85395662 (FIIMC)

I. DUTIES AND RESPONSIBILITIES

1. Prepare project/activity proposals, emails, correspondence, memos, and letters;
2. Maintain a calendar and schedule of activities, meetings, and various events of
the Project.

3. Set up meetings and appointments. Coordinate activities.

4. Transcribe and prepare minutes of meetings, dialogue, and post-activity reports
for review and approval of the immediate supervisor;

Provide secretarial assistance during the conduct of meetings, workshops, and
other activities of the project;

5. Provide front-desk coverage by managing incoming/outgoing calls, emails, and
other communication and maintaining an organized, clean office environment;

6. Maintain an effective workflow in the office through effective communication;

7. Prepare and maintain an effective filing system for all correspondence related to
the project and establish an easy retrieval method;

9. Assist in the processing of salaries, vouchers, trip tickets, and travel orders

10. Address queries most knowledgeably and effectively;

11. Responsible for the dissemination of information if applicable; and

12. Assist in the day-to-day operation of the office.

II. REQUIRED EDUCATION AND QUALIFICATION
A. Education & Relevant Experience
1. Any 4-year course or Bachelor’s Degree in Office Management, Business Management,

Agribusiness, Information & Communication Technology or any related courses;



2. Minimum of three (1-2) years experience in the front office or administrative work in
government;

B. Knowledge, Competencies & Skills

1. Excellent communication skills — both oral and written.

2. Competent in the use of MS Word, MS Excel, and MS PowerPoint.
3. Solid organization and time-management skills;

4. Strong interpersonal skills and the ability to work well in a team;

6. Ability to be discreet and able to keep confidential



