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Republic of the Philippines
VISAYAS STATE UNIVERSITY- TOLOSA
Request for Publication of Vacant Positions

To: CIVIL SERVICE COMMISSION (CSC)

We hereby request the publication of the following vacant positions, which are authorized to be filled, at the

Visayas State University- Tolosa _in the CSC website:

ELVI

L. SABULAO

Position Title

Date:

HRMO
November 21, 2018

A ) Salary/
No. (Parenthetical |Plantilia Item Job/ Pay Monthly

Qualification Standards

Title, if
applicable)

No. Salary

Grade Education

Training

Experience

Eligibility

Competency (if applicable)

Place of
Assighment

1 Administrative

|
Aide | Casua a

10.5t000 Graduate

Elementary School

None Required

None Required

None Required

Completion of 2
years studies in
College

> Administrative

Aide Il Gl 2

11,914.00

None Required

None Required

None Required

1. Exempiifying Integnty & Professionalism- Demonstrates high standards of profesen
servants, adhefing to ethical as weli as moral principles, values, and standards of putlic office and promotes the
highest standards for incividual and university performance by upholding unive ty mandate, core values,
policies and guidelines taking into consideration impact of one's actions and decisions in ensuring that public
interest is upheid at all times
Conducts self in an excelient and competent manrer expected of a person trained to do the job. - (1)

2. Delvering Service Exzellence- Complies with VSU's established standards of delivery or service level
agreements and delivers explicit requirements of customers, prov

ndes proactive responsive, accessible,
courteous and effective public service to provide the highest level of customer satisfaction which exceeds
customer's expectation -(1)

3. Communication Savy- Effect

conveys ideas, insti
audience understands

tively delivers messages that simpiy focus on facts or information; recenves and
cbions, informaticn by using appropriate language, method and manner to ensure the

message and takes necessary action. Makss clear and convincing oral presentations
to individual or groups, listens effectively and clarifies information as needed -(1)

Registrar's Office

4 Interpersonal Relationship Management- Effectively communicates and interacts with colleagues, customers

stomer

and clients, and work well in 3 team to achieve results -(1)
5 Change Adaptation- Works effectively with a variety of peopie and stuations and adapts one’s thinking
behaviour and style 2ppropriately in dealing with change Adapting to different ways of thinking and doing things
ina quick and a positive manner -(1)

6 Gender-responsive management- Promotes enabling emaronment for gender

equality and women
empowerment by creating

awareness of gender and development and formulates guidelines and strategies to

address gender-related problems and issues (1)

Accounting Office

Interested and qualified applicants should signify their interest in writing. Attach the following documents to the application letter and send to the address below not later than December 2, 2018,

1. Fully accomplished Personal Data Sheet (PDS) with recent
2. Performance rating in the last rating period (if applicable);
3. Photocopy of certificate of eligibility/rating/license; and

4. Photocopy of Transcript of Records.

QUALIFIED APPLICANTS are advised to hand in or send through courier/ema
ELVIRA L. SABULAO
Administrative Officer IV
Brgy. Tanghas, Tolosa, Layte

elviesabulao@yahoo.com

il their application to:

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

passport-sized picture (CS Form No. 212, Revisad 2017) which can be downloaded at WwWw.csc.gov.ph;



