
 

 

CHCC is an equal opportunity employer.  We consider all applicants for all positions without regard to race, color, 
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HUMAN RESOURCES  

        *Corporation Announcement* 
 

(TEMPORARY ASSIGNMENT OPPORTUNITY; SEE CONDITIONAL REQUIREMENTS BELOW) 
 

   EXAMINATION ANNOUNCEMENT NO. 21-029 
 

POSITION: ADMINISTRATIVE SPECIALIST   OPENING DATE: 04/07/2021 

NO. OF VACANCIES: 1 CLOSING DATE: 04/13/2021 

SALARY: $25,791.92 P/A - $28,435.59 P/A 

PL 11/02 – 11/04 

  

LOCATION: Environmental Health & Disease Prevention, 
Commonwealth Healthcare Corporation, Saipan 

  DUTIES: 
Types and proofreads a wide variety of reports, letters, memoranda and statistical charts; types from rough draft or 

verbal instruction; reviews materials for completeness, accuracy, format and compliance with policies and 

procedures; initiates or drafts complex, but non-technical correspondence for appropriate signature.  Performs a wide 

variety of responsible, complex and technical administrative, secretarial and clerical duties in support of the staff of 

an assigned department; follows-up on special projects and assignments; keeps informed of status of projects.  

Attends a variety of meetings; prepares and compiles agenda packets; takes and prepares minutes; disseminates 

information, as appropriate.  Researches and compiles a variety of informational and/or confidential materials from 

sources both inside and outside the assigned area; summarizes information as directed.  Prepares, assembles and 

distributes agendas and accompanying materials for assigned meetings; records, transcribes and distributes minutes of 

meetings.  Establishes and maintains a variety of department filing systems, databases, records and rosters; organizes 

and maintains various administrative, reference and follow-up files; purges files as requested; prepares various 

documents for filing and indexing.  Screens office and telephone callers; responds to and resolves complaints and 

requests for information on regulations, procedures, systems and precedents relating to assigned responsibilities.  

Maintains a calendar of activities, meetings and various events for the assigned department; makes arrangements 

and/or reservations for meetings, travel, lodging, etc.; schedules meetings according to established policies.  Operates 

a variety of office equipment including copiers, facsimile machine and computer; inputs and retrieves data and text; 

organizes and maintains disk storage and filing.  Relieves managers and supervisors of certain administrative matters 

by following up on projects, transmitting information and keeping informed of pertinent activities and assisting 

management in implementing selected departmental activities.  Assists in the preparation of the budget; attends 

budget meetings; monitors the cost of department operations against the approved budget; reviews budget 

performance reports, departmental financial transactions and centralized accounting records to resolve discrepancies 

and procedural problems.  Maintains and monitors database of invoices and monies spent; processes invoices through 

Finance Department.  Assists in the preparation of contract documents; proofreads and tracks contract documents.  

Organizes own work, sets priorities and meets critical deadlines.  May oversee the work of lower level clerical 

support staff as required, including assisting with the selection, training and evaluation of personnel.  Develops and 

implements procedures for expediting the flow of clerical work through the office.  Performs related duties as 

assigned. 
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CHCC is an equal opportunity employer.  We consider all applicants for all positions without regard to race, color, 

religion, sex, disability, age, mental or veteran status, the presence of a non-job related medical condition or disability, 

or any legal protected status. 

QUALIFICATION REQUIREMENTS: 
Any combination equivalent to graduation from a recognized college with an Associates Degree in business 

management or related field.   Three (3) years of responsible administrative work. 

 

 

CONDITIONAL REQUIREMENTS: 
This position is a Full-Time employment status. The regular work schedule will be Monday to Friday from 7:30am to 

4:30pm for a total of 40 hours per week. This work schedule however is subject to change with or without notice 

based on the Employer’s business requirement and/or by the demands of the employee’s job; Every effort will be 

made to adhere to the employee’s regular work schedule. This position is “COVERED” and is eligible to receive 

overtime compensation pursuant to the Fair Labor Standards Act (FLSA) of 1938 Federal Law; filled depending on 

availability of local and federal funding. 

 

Temporary assignment needs will be re-evaluated every thirty (30) days to determine 

extension. Entire length of this temporary assignment not to exceed ninety (90) days.  Applications 

must include the concurrence of current supervisor/manager before applying. The salary and 

benefits for the selected applicant will be charged to the ELC program.  The applicant's home 

business unit will not be charged during this reassignment period.  For more information, please 

reference Summary of Reassignment Opportunity.  
 

Note(s): 

• Three-fourths 20 CFR 655, Subpart E: “Workers will be offered employment for a total number of work hours 

equal to at least three fourths of the workdays of the total period that begins with the first workday after the 

arrival of the worker at the place of employment or the advertised contractual first date of need, whichever is 

later, and ends on the expiration date specified in the work contract or in its extensions, if any.” 

• Employer-Provided Items 655.423(k): Requires Employer provide to the worker, without charge or deposit 

charge, all tools, supplies and equipment required to perform the duties assigned. 

 

OTHERS: 
This position is paid on a bi-weekly basis (2-week period). CHCC adheres to all applicable deductions such as 

C.N.M.I. Tax, Federal Tax, Medicare and Social Security. 

 

Note: Education and training claimed in Employment Application must be substantiated by diploma, certificate or 

license. Failure to provide complete application form or the required documents will result in automatic 

disqualification. 

INTERESTED PERSONS SHOULD SEND THEIR CURRENT APPLICATION FORMS TO: 
Office of Human Resources Commonwealth Healthcare Corporation 1 Lower Navy Hill Road, Navy Hill, Saipan, MP, 96950 
Operation Hours: Monday Through Friday 7:30 AM – 4:30 PM and CLOSED on weekends/holidays. 
Employment Application Forms will be available 24/7 at the employer’s hospital facility’s Main Cashier Office (entrance/exit point for all) 

E-mail: humanresources@dph.gov.mp 

Direct Line: (670) 236-8205/8210/8729/8202  

Trunk Line: (670) 234-8950 ext. 3580/3581/3583  

Fax Line: (670) 233-8756 

 

 

 

 

 

Employment Opportunity is limited to the employees of the Commonwealth Healthcare Corporation Only  
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      Summary of Reassignment Opportunity 
 

During this temporary reassignment for the Administrative Specialist, not to exceed 90 days, the assignment will be 

effective _________, and will report to the Communicable Disease Investigator/ Inspector III. The position will be 

temporarily stationed the MCATs (Y17) until such time the Communicable Disease Investigators/ Inspectors are 

transitioned in their office space in Navy Hill (EHDP compound). Performs a wide variety of responsible, complex 

and technical administrative, and clerical duties in support of the staff and program needs of EHDP-CDI. 

In addition, the below identifies a summary scope of work of the temporary assignee  

1. Develops budget recommendations and justification for a supervisor; analyzes and interprets budget and 

financial data; maintains department program budget records; verifies expenditures and codes to 

appropriate account; recommends and processes transfer of funds between budget categories; requests or 

initiates journal entries to correct or adjust charges against accounts; develops and monitors budgets. 

2. Gathers information, compiles data, calculates descriptive statistics and prepares required reports of 

program activities; prepares weekly, monthly, and quarterly reports for EHDP and ELC. 

3. Perform specialized administrative duties required to support the EHDP-CDI program area, using 

discretion to make judgments based on operating guidelines. Support purchasing requirements for 

department, researching items and obtaining price quotes, entering information into the CHCC 

Procurement system, receiving purchase orders, and maintaining payment information as required. 

4. Prepares, maintains, and processes payroll, reconciling, balancing, and adjusting payroll records; identifying 

and resolving problems and inconsistencies; coordinating payroll activities.  

We look forward to your continued support as we increase our capacities within the program to ensure the safety of 

our community. 

 

Thank you for agreeing to take on this opportunity and best wishes in the role. 

 

To all employees who want to apply for this temporary reassignment must seek their supervisors’ 

approval before applying.  Please direct all approvals to the Recruitment Manager in Human Resources 

or email at humanresources@dph.gov.mp . 
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