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Vacancies

TO ALL PROVINCIAL DIRECTORS
This Offtce

Dear Sir/Madam:

It is the policy of the CSC RO Vlll to embrace the Equal Employment Opportunity to all persons regardless of age, sex, physical

and mental disability, religion, gender, or other religion, gender, or other characteristics protected by the law.

ln line wilh this, please effect publication of the following vacant positions in the CSC Bulletin of Vacant Positions in the Govemmenl

Position/Office
Salary Grade/
Annual Salary

Item No. QUALIFICATION STANDARDS

.(4) Human
Resource Specialist

I

*Anticipated

vacancy

SG 13/

Php290,688.00

PS1-75-2005

PS1-80-2005

PS1-83-2005

PS1-85-2005

Education Work Experience Training Eligibility
Bachelor's Degree None required None required Gareer Service

(Professional)/
Second Level

Eligibility

Brief Description of the General
Function of the Position

Under general supervision, responsible in the various phasesof property and supplies maintenance
such as canvassing, preparing and awarding of bids, delivering, storekeeping, releasing, controlling

and conduct of inventory of property and supplies of the Commission.

Required Core Competencies

Exemplifying lntegrity
lntermediate. Demonstrates compliance to policies, rules and other standards set by the Commission.

Delivering Service Excellence
Baslc. Delivers and adds value to customers' standards and requirements.

Solving Problems and Making Decisions
8aslc. Provides timely solutions to problems and decision dilemmas that do not have clear-cut options and/or choices

and whose solutions are available and can be accessed from a dalabase or gleaned from an existing policy or process.

Demonstrating Perconal Effec'tiveness
tntermediate. Recognizes personal strengths and gaps and depends on guidance from authorities or appropriate bodies

for direction in addressing them

*

I

Speaking Effectively
Basic. Effectively delivers messages that simply focus on data, facts or information and requires minimal preparation or

can be supported by available communication materials.

Writing Effectively
tntermediate.Refers to anilor uses existing communicatian mateials ortemplates to produce own witten work.

Championing and Applying lnnovation
Basic. Demonstmtes an awareness of basrc pinciples of innovation.

Planning and Delivering
Basic. Designs and implements plans focused on one's functional group or area of focus and involving team members

from the same group

Managing lnformation
lntermediate. Works with data to genente rclevant information

{



Duties and Res sibilities
Record Management
Demonstrates basic skills and knowledge in records management. Applies basic understanding and requires assislance
to apply technical skills and displays limited knowledge of technologies.

Secr€tariat and Liaison Services
Demonstrates basic skills and knowledge in secrelariat and liaison services. Applies basic understanding and requires

limited knowled of lechnol tes_assistance to technical skills and di

lnformetion Technology
oemonstrates basic skills and knowledge in information technology. Applies basic understanding and r6quires assistance
to apply technical skills and displays limited knowledge of lechnologies.
Performs other r€lated tasks that may be assigned from time to time.

Reporting to the: Director ll, Chief Human Resource Specialist

Organizational Chart:

only compl€te applications with the ff attachments shall be considered for as3e33ment.

1- Fully accomplished Personal Data Sheet with recsnt passport-sized picture (CS Form 2'12 Revisod 2017) which

can be downloaded to www.csc.Eov.ph

2. Performance ratings in the last two (2) semesters preceding lhis Publication
3. Aulhenticated copy of Civil Service Certificate of Eligibility

4- Authenlicated copy of Transcript of Records

5. StatemenuResponse to the key selection cdteria in al leasl 2 pages with the following details:

Font Face: Times New Roman
Font Size: 12

Spacing: Double
Paper Size: Legal

End of Submission of Application: June 22, 2018

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

Dir€ctor VICTORIA F. ESBER
Direclor lV
Civil SeNice Commission
Regional Ofrice No. I
Govemment Cenler, Palo, Leyte

Thank you

Very truly yours,

L
Chief Human urce Specialist

Approved for Posting

SupvgHRS/SHRS

HRS I

Human Resou Division Head

Director lV
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