
Vacancy

TO ALL PROVINCIAL DIRECTORS
This Office

Dear Sir/Mad8m:

Itisthepolicyof thecscRoVlll to embrace lhe Equal Employment opportunity Principto by inctuding allpersons regardtess of age,
sex' physical and mental dissbility, religion, Oender, and including indigenous people of ethnic/cuttural minorities protec{ed by the
Philippine lew,

ln line with this, please effect pubtication ofthe following vacant position in the csc Bu[etin of Vacent positions in the covemment

*'CSIC
itiiitrf

Position/Office Salary Grade/

Annual Salary
Item No. QUALIFICATION STANDARDS

Education Traini
'(2) Administrative Aido

'anticipated vacancy

sG5

Php1ts1 ,772.00

ADA5-41-2005

ADA542-2005 Graduate
ool

demon6trated ability in
ba6ic computer

op6rations, secretarial
ta6ks, maintain and
updating of records.

(1) year one requirad
(MC 11, s. '19S6 -

Category lll)

None red

Brief Oescdpbon ol the GeneralFLrnaion
the Position Re€ponsible in thovadous phasos of basic computer operation6, 6ecr6tarial tasks, maihhin and updating of

records.

ired Core Co ncies

Exomplifying lntegrity
Basic. Acknowledges 8nd rospecis euthority, and demonslrales readiness in accepting and complying with rules.

Dolivering Service Excellence
Basic. complies with CSC'S established slandards of delivery or service level agreements and delivers explicit requirements
of customers

Solving Problems and Making Decisions
Basic. Provides limely solulions to problems and decision dilemmas that have clear-cut options and/or choices and
wiose solutions are evailable and can be accessed from a datsbase or gleaned from an exisling policy or process.

Demonst6ling PeBonal Effectiveness
Basic. Respoods effec{ively to guidelines and feedbsck on one's performance, well being and leaming disciptine.

Sp.aking Efr€ctively
Basic Effectiv€ly delivers messages lhat simply focus on deta, facts or information and requires minimal preperalion or
csn be suppoded by availabl€ communicetion materials.

Writing Effectively
Basic. Refers to and/or uses exisling communication materials or templates to produce own written work.

Championing and Applying tnnovation
Basic. Oomonslrates an awareness of basic principles of innovation.

Planning and Oeliv€dng
Basic. D€signs end implements plans focused on one's funclional group or arca of focus and involving tesm members
from the seme group

Managing lnformation
Basic. Collects, organizes and msintains data.

I:lE[ir.rI

Republic of the Philippines
Civil Service Commission

Regional Office No. I
Govemment Celter, Palo, Leyle



DII / CHRS

SupvgHRS / SHRS

Reporting to the: Director ll / Chi6f Human Resource Specialist

Organizational Chan:

Only complete applications with the ff attachments shall be considered for assessment.

1. Fully accomplish€d P€rsonal Data Sheet with recer[ passpor!-sized picture (CS Form 212 Revised 2017) which
can b€ downloaded to wlyvf.Gsc-oov.Dh

2. Performence rstings in the lsst two (2) somesters precading this publication

3. Authenticatsd copy of CivilSeNice Ce.tificate of Eligibility
4. Authontic€ted copy of Transcript of Records
5. StatemenuResponse to the key selection criteris in al l6ast 2 pag6s with the following details;

Font Face: Tim6s Nsw Roman
Font Size: '12

Spacing: Double

Paper Size: Legal

End of Submission of Application: June 22, 2018

lnterested and qualified applicants should signify interest in writing. Addressed to:

Director VICTORIA F. ESBER

Direc:tor lV
Civil Service Commission
Regional Oflice No. 8
Govemment Center, Palo, Leyte

Thank you

Very truly yours,

Chief Human source Specialist
Human Division Head

Approved for Posting:


