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EMPLOYEE REQUISITION FORM 

Date: 
Division: 
Position: 

February 26, 2025 

Requisition
No. 

Item Number: 

Hardware Maintenance Division 
Information Technology Officer I 
BTRB-ITO1-23-1999 

Salary Grade: 

Desired Starting Date: 

Proposed Job Description: 

19 

Immediate 

BAGONG PIUPINAS 

1. Maintain documentation of the baseline configurations aligned with
specifications and requirements of network solutions.

2. Develop and maintain documentation for ICT processes and solutions to
computing operations and services to stakeholders.

3. Collaborate with the Information Security Team to enforce endpoint security
configurations and updates.

4. Collaborate in the planning, assessment, and procurement of ICT projects
necessary for the continuity of ICT operations.

5. Provide recommendations for process improvements, technology upgrades,
and asset lifecycle management.

6. Gather information to identify areas for improvement in ICT operations,
policies, and user support processes.

7. Perform other duties as may be assigned by the superior from time to time.

Relevant Education: 

• Bachelor's degree relevant to the position (preferably Bachelor of Science
in Computer Science/Engineering, Information Technology & other related
IT courses).

ISO 9001:2015 Quality Management System 
Certificate No. SCP000233Q 

Ayuntamiento Building, Cabildo Street corner A. Soriano Avenue, lntramuros, 1002 Manila 



Experience: 

• Two (2) years of relevant experience.

Training/Certification (if any): 

• 8 hours of relevant training.

Eligibility: 

• Career Service (Professional)/Second Level Eligibility

Requested by: 

T MA OLIDO 
IC - Di Chief - Hardware 

Maintenance Division 

Recommending Approval: 

. DIAZ, CESO IV 

Dir II - Management Information 
Systems Service 

IC - Deputy Treasurer of the Philippines 

SHAR 

[/] / Disapproved [ ]:

P. ALMANZA 
r of the Philippines 
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