
POSITION TITLE:

LICENSING OFFICER II

JOB DESCRIPTION AND RESPONSIBILITIES:

1.Conducts periodic inspection, monitoring and surveillance of hospitals and other
health facilities.

2.Examines documents for completeness of requirements, to be submitted for
registration/licensure of hospitals and other health facilities.

3.Receives and evaluates application for Permit to Construct (PTC) of all DOH regulated
health facilities.

4.Process application for resignation of health facilities and generates the license to
operate/accreditation certificates.

5.Assists in the planning of schedules and conduct of ocular visits to hospitals and other
health facilities.

6.Provides technical assistance to stakeholders regarding mandates, updates, or
amendments on implementing rules and regulations.

7.Participates as member/ resource person in the investigation of health facilities with
complaints.

8.Prepares and keeps records/files of various health facilities.
9.prepares and generates performance reports for the division.

10.Responds to queries and communication related to licensing through verbal or written
form.

11.Performs other related function as may be assigned.




