
DUTIES AND RESPONSIBILITIES 
Publication Period: December 23, 2025 to January 15, 2026 

 
CITY BUDGET OFFICE 
Plantilla Item No. 8 – Administrative Assistant (Budgeting Assistant) (SG 8) 

1. Assist in reviewing and analyzing Barangay and Sangguniang Kabataan (SK) budget 
ensuring accuracy, completeness, and compliance with legal standards; 

2. Organize, maintain, and archive all documentation related to Barangay and SK budget 
submissions to ensure easy access and adherence to audit standards; 

3. Compile financial data and relevant information from barangays to prepare detailed 
summary reports that highlight key findings and areas of concern; 

4. Assist in monitoring compliance with local government budgeting laws and guidelines, 
ensuring that all barangay and SK budgets meet required standards;  

5. Serve as a point of contact for barangay officials, addressing inquiries related to budget 
preparation and submission processes, and providing clear guidance;  

6. Assist in developing and delivering training sessions for barangay and SK staff on budget 
preparation and review processes, enhancing their capabilities and understanding; 

7. Perform various administrative tasks as required to support the overall functions of the 
Budget Review Section; and 

8. Perform other duties and functions that may be assigned from time to time.  
 
Plantilla Item No. 9 – Administrative Aide IV (Budgeting Aide) (SG 4) 

1. Receive all incoming communications and documents, and transmit all outgoing 
communications and documents related to the City Budget, Special Education Fund, 
and barangay affairs, ensuring accurate documentation and timely handling; 

2. Assist in the preparation of budgetary related reports for the City Budget Office and 
Special Education Fund by compiling necessary data and documentation; 

3. Transmit reviewed Barangay Budgets to the Sangguniang Panlungsod, ensuring all 
submissions are complete and accurate; 

4. File, scan, and securely maintain records of City and Barangay Budgets, coordinating 
with the Records Officer for the proper disposal of outdated documents; 

5. Act as the Procurement Officer and Supply Officer, overseeing procurement processes 
and ensuring compliance with regulations while optimizing resource utilization; 

6. Assist in the administration and resource management requirements of the department, 
preparing periodic reports on supply management and maintaining daily records of 
documents; and 

7. Perform other duties and responsibilities as may be assigned from time to time. 
 
CITY COLLEGE 
Plantilla Item No. 4 – Associate Professor II (Accounting Information System) (SG 20) 
Plantilla Item No. 6 – Associate Professor II (Information Technology) (SG 20) 

1. Assist the school head in all matters affecting the general policies of the entire institution; 
2. Direct and advise students in their programs of study and approve their subject loads; 
3. Recommend through channels the curriculum and course of study to be adopted for the 

approval of the Board; 



4. Deliver effective instruction using appropriate teaching strategies and techniques, and ICT tools 
to address the needs of students; 

5. Recommend subject assignment of faculty members in the college, specifically in the Institute 
of assignment; 

6. Help formulate educational policies in the college and issue necessary rules and regulations for 
their effective implementation; 

7. Institute a definite program of supervision to raise the efficiency of instruction; 
8. Supervise all the curricular and co-curricular activities of the Institute under his/her charge in 

collaboration with other officials concerned; 
9. Exercise educational leadership among faculty; 
10. Collaborate with head of student-personnel and support services; 
11. Recommend the appointment, promotion or separation of faculty member in college; 
12. Enforce the school law and the policies, rules and regulation promulgated under its authority 

regarding admission and registration of students, transfer of credits, subject loads and subject 
sequence, scholarship, residence, promotion, etc.; 

13. Approve the list of candidates for graduation under the Institute where he/she is assigned; 
14. Perform other duties and responsibilities as may be assigned from time to time. 

 
Plantilla Item No. 8 – Associate Professor I (Information Technology) (SG 19) 

1. Deliver effective instruction using appropriate teaching strategies and techniques, and ICT tools 
to address the needs of students; 

2. Employ meaningful instructional, monitoring, and evaluation strategies and techniques to 
address the needs of students;  

3. Conduct academic researches and other scholarly activities; 
4. Organize and participate in community extension undertakings;  
5. Assist in the formulation and review of institutional policies, and in the conduct of educational 

planning and assessment; 
6. Help formulate educational policies in the college and issue necessary rules and regulations for 

their effective implementation; 
7. Supervise the operation and activities of the assigned office; 
8. Ensure active linkage/membership and participation to professional organization and its 

activities;  
9. Perform other duties and responsibilities as may be assigned from time to time.  

 
Plantilla Item No. 11- Associate Professor III (Development Communication) (SG 17) 
Plantilla Item No. 36 – Associate Professor III (Accounting Information System) (SG 17) 

1. Prepare, review, and revise course syllabi, learning plans, and other instructional materials; 
2. Deliver effective instruction using appropriate teaching strategies and techniques, and ICT tools 

to address the needs of students; 
3. Monitor and evaluate students' progress and achievement; 
4. Participate in research and community extension undertakings and other scholarly activities of 

the institution; 
5. Provide timely, accurate, and constructive feedback among students; 
6. Participate in curriculum planning and assessment; 
7. Ensure active linkage/membership and participation to professional organizations and their 

activities; 
8. Assist in the formulation of educational policies in the college, particularly to the Institute of 

assignment and issue necessary rules and regulations for their effective implementation; 
9. Perform other duties and responsibilities as may be assigned from time to time. 

 
 



Plantilla Item No. 13 – Assistant Professor I (Business Administration) (SG 15) 
1. Prepare, review, and revise course syllabi, learning plans, and other instructional materials; 
2. Deliver effective instruction using appropriate teaching strategies and techniques, and ICT tools 

to address the needs of students; 
3. Monitor and evaluate students' progress and achievement; 
4. Participate in research and community extension undertakings and other scholarly activities of 

the institution; 
5. Provide timely, accurate, and constructive feedback among students; 
6. Participate in curriculum planning and assessment; 
7. Ensure active linkage/membership and participation to professional organizations and their 

activities; 
8. Perform other duties and responsibilities as may be assigned from time to time. 

 
Plantilla Item No. 18 – Instructor III (Business Administration) (SG 14) 

1. Implement, monitor, and evaluate curriculum; 
2. Facilitate and conduct classes and ensure knowledge on information resources and technology 

use for instruction; 
3. Prepare, conduct and evaluate examinations of students; 
4. Prepare class syllabi, course plans and lectures;   
5. Ensure student awareness on course objectives, approach and evaluation techniques and carry 

out regularly scheduled instruction; 
6. Deliver effective instruction using appropriate teaching strategies and techniques, and ICT tools 

to address the needs of students; 
7. Evaluate student progress and achievement including the overall assessment of the students’ 

work within assigned courses; 
8. Perform other duties and responsibilities as may be assigned from time to time. 

 


