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Republic of lhe Philippines

CIVIL SERVICE COMMISSION

Regional Office VIll
Govemment Center, Palo, Leyle

Vacancies

D6ar Sir/Madam:

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

snd mental disability, rsligion, gender, or other religion, gender, or olher characteristics protected by the law.

tn line with this, please effec1 publication of the following vacanl positions in lhe CSC Bulletin of Vacant Positions in the Govemment

Thinking Strategically
Basic. Displays awareness and demonstrates support to the vision, mission, values, objectives and purposes of

Salary Grade./

Annual salary
llem No, QUALIFICATION STANDARDS

(5) Supvg Human
Resource
Specialist

*Anticipated Vacancy

sG22t
511,824.O0

svPs -72-2005

svPS -73-2005

SVPS -7,1-2005

svPS -75-2005

SVPS .NEW-2005

Work Experience Training Elisibility
Bachelor's Degree 3 years

demonstrated ability
in policy / program

development and/or
implemenlation

32 hrs of relevant
lraining in policy
research, projecl

managemenl
within last 5 years

career Service
(Professional)/
Second Level

Eligibility

Brief Description ol lhe General Function
of the Position

Responsible lor the developmeni and interpretation of policies and standards on personnel mechanisms to
ensure merit and fihess in lhe civil service.

Required Comp€tencies

Exemplifying lntegrity
Advanced. tnfluences others to observe and/or adhere to the policies, rules and other standards set by the

Commission

DeliY€ring SerYice Excellence
Advan@d. Anticipates, identities and manages sfakeho/ders' standards and requirements towards excellent

customer seryicF'

Solving Problems and Making Decisions
Advan@d. Provides timely solutions to problems and decision dilemmas that do not have clearcut options and
assumpttans are paftial or minimal and need to be identitied.

Dolivering Service Excellence
Advanced- Anticipates, identifies and manages sfakef,o/ders' standards and requiements towards excellent
customer seryice

Demonstrating Peraonal Efiectivoness
Advanced. Recognizes perso nal *rengths and gaps ard s€,eks guidance or resources in laying out development
anAor in provement plans.

Speaking Effectively
Advanced. Effedively delivers messages fhaf reguire careful planning for the method used and the possible impact
of the message; audience may be a large group, i.e., office, organization.

Writing Effoctively
Advanced. Produces witten work from scratch with some guidance while complying to agreed or prescibed
standards of communicating within the bureacracy.
Championing and Applying lnnovation
Advanced. Produces novel, out-of-the-box ideas to improve or replace existing practtces and procedures.

Planning and Dellverlng
lntermediato. Leads the design and implementation of plans, goals and/or objectives which involve members from
other units.

TO ALL PROVINCIAL DIRECTORS

This Offic€

Position/Office

Education



CSC as indicated in the CSC S Scorecard
Duties and bilities

Reporting to the: Director ll / Chief Human Resource Specialist

Organizational Chart:

Only complete applications with the ff attachments shall be consider€d for assessment.

1. Fully accomplished Personal Data Sheet with recenl passport-sized piclure (CS Form 212 Revised 2017) which
cen be downloeded to www.csc.oov.gh

2. Porformance ratings in the last two (2) semesters pr€ceding this publication

3. Authenlicated copy of Civil Service certiticate of Eligibility

4. Authenticated copy of Transcript of Records

5. StatemenuR6sponso to lh6 key seleclion criteria in at least 2 pages with the following details
Fonl Face: Times New Roman

Font Size: 12

Spacing: Double

Paper Size: L6gal

End of Submission of Application: January 4, 2018

lnlerested and qualified applicants should signify interest in wriling. Addressed lo

Director VICTORIA F. ESBER
Director lV
Civil Service Commission

Regional Office No. 8
Govemment Cenler, Palo, Leyle

Very truly yours,

ili14, l'i'LT4u
NILA L. FILAMOR. DM-HRM .J
En'"t H,riEEffiEp.ii"0.t
Human Resource Division Head

ProgEm Management
Demonstrates basic skills and working knowledge in program management. Applies basic understanding and requires
to apply technical skills and displays limited knowledge of technologies.

Policy Interpr€tation and lmplementation
Demonstrates basic skills and knowlodge in Policy lnterpretation and lmplementation. Applies basic understanding and
requires assislance to apply technical skills and displays limited knowledge of lechnologies.
Performs other related tasks that ma be ass from time to time.

SupvgHRS

Thank you.

o /cHRS



*'cx Republic of the Philippines

ctvtL sERvrcE coMMtsstoN
Rggional Ofiice Vlll

Govemmenl Center, Palo, Leyte

Vacancies

TO ALL PROVINCIAL DIRECTORS
This Office

Dear Sir/Madam:

It is the policy of thc CSC RO Vlll to embrace the Equal Employment Opportunity to all peBons regardle$ of agc, sex, physicat
and mental disability, religion, gender, or olher religion, gander, or other characteristics protected by the law.

ln line with this, please effect publication ofthe following vacant positions in the csc Bulletin of Vacant positions in lhe Govemmenl

Position/Office
Salary Grade/

Annual Salary QUALIFICATION STANDARDS

.(2) Human Resource
Specialist ll

'Anticipated vaaancy

sG't6/
Php322,536.00

PS2-11+2005

PS2-r29-2005

Educatior Work Erperienco Traininq Elisibility
Bachelo/s Degree 1 year demonslrated

ability in managing
ftontine services and
operations, technical

writing, policy
interpretation and

application

16 hours ol relevant
baining in managing
tron{ine services and
operations, technical

writing, wit$n the last 5
years

Career SeMce
(Professional)/
Second Level

Eligibility

Brief Degcription of the General Funclion o,
the Posilion

Under general supervision, the position is responsible in performing administrative and technical tasks to carry out
field offce operatons e.g. processing of appointments, conducting personnel management audit, provision of
tectnical assistance on human resource development, rendering legalopinion and advice on applicat on and

interpretation ot CS law and rules, and monitoring of compliance on personnel policies, systems and standards.

Required Core Competencies

Exemplifying lntagrity
lntemlediate. Demonstrates compliance to policies, rules and other standards set by the Commission.

Delivaring Service Excellenc€
lntemtediate. D€livers and adds value to cuslomers' standards and requirements.

Solving Problems and Making Decbions
lntenlediate. Provides timely solutions to problems and dscision dilemmas thst do not have clear-cut options and resolution
m€y require some analysis or creatiyily

Demonstrating PoEonal Efiectiveness
lntemBdiate. Recognizes p€rsonal strengths and gaps and depends on guidance from authorities or appropriate bodies
for direction in addrcssing them

Speaking Efiectively
lntemlediate. Effectively delivers messages that require some planning for the method used and tha possible receplion to
ths message, audience may be a contmlled group, l, e., team/s, divisions

Writing Effectively
lntei',,€diate. Edits exisling or cuslomizes available communicalion materials to produce an appropriate written work

Championing lnd Applying lnnovation
lntem,ediate. Contribut$ new ideas, approaches, and solutions

Planning and Dolivering
Basic Designs and implements plans focused on one's functional group or erea of focus and involving team members
from the same group

Menaging lnformatign
lntenrcdiate. Wo*s rylth data to geneate Bl€vant information

Item No.

Duties and Responsibilitie3

l' Audit Management



DemonstEtes basic skills and knowledge in Audit Management. Applies basic undeBtanding and requires assistance
to apply technical skills and displays limited knowledge of technologies.

Leaming Delivery and Evaluation
Demonstrales basic skills and knowledge in Learning Delivary and Evaluation. Applies basic underslanding and requires
assistance to apply technical skills and displays limited knowledge of technotogies.

Policy lnterpBtatign and lmplementatign
Demonslrates basic skills and knowledge in Policy lnterpretation and lmplementation. Applies basic understanding and
requires assistance to apply technical skills and displays limited knowledge of technologies.
Records Managem€nt
Oemonstrates basic skills and knowledge in rocords management. Applies basic understanding and requires assistance
to apply technical skills and displays limited knowledge of technologies.
test Administration
Demonstrates basic skills and knowledge in Test Adminislralion. Applies basic understanding and requires

assisiance to apply technical skills and displays limited knowledge of technologies.
Performs other related tasks that ma be ass ned from time to time.

Reporting to the: Director ll , Chief Human Resource Specialist

Organizational Chart:

'1. Fully accomplished Personal Data Sheet with recent passporl-sized picture (C.S Form 212 Revised 20'17) which
c€n b€ downloaded to www.csc.eov.ph

2. Performanca ratings in the last two (2) semesters preceding this publication

3. Aulhenticated copy of Civil Service C€rlificate of Eligibility

4. Aulhenticated copy ot Transcript of Records

5. SlatemenuResponse to the key seleclion criteria in at l6ast 2 pages with the following details:

Font Fae3: Tim63 N6w Roman

Font Size: 12

Spacing: Oouble

Paper Sizo: Lagal

End of SubmiEsion of ApBlication: Jqnuary 4, 2018

lnterested and qualilied applicants should signiry interest in wdling. Addrassed to:

Thank you

Very truly yours,

rJ;lal f- i'h"i/
NILA .Fl DM
Chief Human Resource S list

DIUCHRS

SupvgHRS/sHRS

HRS II

Human Resource Division Head

Director VICTORIA F. ESBER
Direclor lV
Civil Service Commission

Regional Oflice No. 8
Government Center, Palo, Leyte



*.CK Republic of the Philippines
ctvtL sERvtcE coMMtsstoN

Regionel Office VII
Govemment Center, Palo, Leyte

Vacan6ies

It is the policy of the csc Ro vlll to embrace the Equal Employment opportunity to alt persons rogardless of age, sex, physical
and mental disability, l,eligion, gender, or other religion, gender, or other characteristics protected by the law.

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

TO ALL PROVINCIAL DIRECTORE
This Office

Dear Sir/Madam:

Outies and Res nsibilities
r Record Management

Demonstretes basic skills and knowledge in records managemenl. Applies basic understanding and requires assistance
to apply technical skills and displays limited knowledge of technologies.
Secretariat and LiaBon Services
Demonstrates basic skills and knowledge in secretariat and liaison services. Applies basic underslanding and requires

Position/Omce Salary Grade/
Annual Salary

Item No. QUALIFICATION STANDARDS

Education Work Trainin E
'(4) Human

Resource Specialist
I

'Anticipated
vacancy

SG 13/

Php257,232.00

Bachelor's Degree required None

(Proressionaly
Second Level

Eligibility

Service

Brief Description of the General
Function of lhe Position

nderU en ral ib le ns threspons ofses na sd u liespha ropertyp pp
chsu caas n assr fln dan rdawa ofn9 prepa del ritve ns tng le leaso storekeep ng ng

an cond ud ofct tnve of ro a dn S ofESntory p perty uppli
uired Core Com etencies

lntermediate. Wo*s with data to te rclevant information

Exemplifying lntegrity
lntemEdiate. Demonstrates complianc€ to policies, rules and olher standards set by the commission.

Delivering Service Excsllence
Besic Dolivers and adds value lo customers, standards and requirements.

Solving Probloms and Making Decisions
8asic. Provides limely 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 database or gleaned from an exisiing polisy or process.

Demonstrating Pe6onal Efrectivene33
lntermediate. Recognizes personal strengths and gaps and depends on guidance from authorities or appropriate bodies
for direction in eddressing them

Speaking Efec-tively
Easic Effeclively delivers messages thal simply focus on data, facts or information and requires minimal preparalion or
can be supported by available communication materials.

Writing Efractively
lntennediata.Refers to and/or uses existing cnmmunication matedats or templat s to produce own wdtten wot*.

Championing and Applyine lnnovation

Planning and Delivering
8as'b Designs and implements plans focused on one's functional group or area of focus and involving leam members
from the same group

Managing lnformation

PS1-7t200s

PS't{G2005
PS1{3-2005
PS1-85-2005

supervision, vanous mainlenance
bids, controlling

the Commission.



l

assistance to limited knowled e of technol Ies.

lnformation Technology
Demonstrales basic skills and knowledge in information tcchnology. Applies basic understanding and requires assistance
to apply technicel skills and displays limited kno\ rledge of technologies.
Performs other related tasks that be ned from time to time.

Reporting to the: Dirrctor ll , Chief Human Resource Specialist

Organizational Chart:

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

1. Fully accomplished Personal Data Sheel with racsnt passporl-sized piclure (CS Form212 Revised 2017) wtlich
can be downloaded lo www.csc.oov.Dh

2. Performanc€ ratings in th6 last two (2) semasters prcceding this publication
3. Authenticated copy of Civil Service Certificate of Eligibitity
4. Authenticatod copy of Transcripl of Records
5. StatemenuResponse to the key seleclion criteria in et least 2 pages with the foltowing delails:

Font Face: Times New Roman
Font Siz6: 12

Spacing: Double
Paper Siz6: Legal

End of Submission of Application; January 4, 2018

lnterested and qualified applicants should signii/ interest in writing. Address€d to:

Dir€ctor VICTORA F. ESBER
Director IV
Civil Service Commission
Regional Ofrice No. I
Govemment Center, Palo, Leyte

Thank you.

Very truly yours,

ille, l-lrl,r,,^)
NILA L. FILAMOR. DM-HRM
o".t-IiilIiEE!6ffiffiri.t
Human Resource Division Head

SupvgHRS/SHRS

HRS I HRS I

technical skills and

DIUCHRS



-
K
,_15:.I,ffi

Republic of the Philippines
ctvtL sERVtcE COMMTSSTON

Regional Oflice Vlll
Govemment Center, Palo, L€yte

Vacancies

TO ALL PROVINCIAL DIRECTORS
This Office

Dear Sir/Madam:

It is the policy of the CSC RO Vlll to embtace thc Equal Employment Opportunity to all persons rEgardless of agc, sex, physicsl
and menlal disebility, religion, gender, or other religion, gender, or olher characteristics protected by the law.

ln line with this, please effecl publication ofthe following vacant positions in the cSC Bulletin of Vacant positions in the Govemment

PoEition/Offic6 Salary Grade/

Annual Salaty
Item No. QUALIFICATION STANDARDS

Education Tra
'(2) Adm inistative
Assistant ll

'Anticipated vacancy

SG 8/A

Php179 ,172.00

ADAS2-39-2005

ADAS2.1G2O05

School
Graduate or

Completion of
vocational course

year of relevant
experience

hours of relevanl
training

areer SeNice (
Professional)/First
Level Eligibility

Bdef Description o, the General FGction of
the Position

ResporEible for tie preparalion and receiving of communication, and providing assistance to clients using system
application to easit search for civil servic€ records and setling-up, operating and maintaining audio and video

equipment including microphones, sound speake6, video screens, projectoE, video monitor' recording
equipment, connecting wires and cables, sound and mixing boards, and related eleclronic equipment for

conferencesy' seminar-wotkshops and /or meetings in he CSC Function/ Meetjng Rooms and providing technical
support.

uircd Core

Exemplifying lntegrity
Besic. Acknowledges and respocls authority, and demonstrales readiness in accepting and complying with rules.

Oelivering Service Excollence
Basic. complies with csc's established slandards of delivery or service level agreements and delivers explicit requiremenls
of customers

Solving Problems and Making Deci3ions
Basic Provides limely solutions to problems and decision dilemmas thet have clear-cut options and/or choices and
whose solutions are available and can b€ accessed from a database or gleaned from an sxisting policy or process.

Demonstrating Personal Efrectiveness
Basic. ResPonds offectively to guidelines and foedback on one's performance, well being and leaming discipline.

Sperking Efrectively
Basic. Effac{ivBly dBlivBrs mBssagas that simply focus on data, facls or infomation and r6quir6s minimal prBparation or
can be supported by available communication materials.

Writing Efiactivety
Basic Refers to and/or uses existing communication materials or templates lo produco own written work.

Ghampioning and Applying lnnovation
Basic. Demonstrales an awareness of basic principles of innovation.

Planning and Delivering
5l c. and mpl

from the SA me rou

ments plan focuse d on group or area of focu s and nvol tn9 leam members

r!@il E@il

' Record8 Management

zes and maintains dataBasic. Collacts,

ibilities

Designs one's functional

Managing lnformation

Duties and



Demonstrales basic skills and knowledge in records managemenl. Applies basic underslanding and requires assistance
to appty technical skills and disptays limited knowtedge of technotogies.
Secratariat and Liaison Services
Demonstrates basic skills end knowledge in secretariat and liaison services. Applies basic underslanding and requires
assistancs to apply technical skills and displays limilod knowledge of lechnologies.
lnformation Technology
Demonstrates basic skills and knowledge in informalion technology. Applies basic undorstanding and requires assistance
to apply technical skills and displays limited knowledge of lechnologias.
Performs other related tasks that be from time to time.

Repoiting to the: Diractor lt / Chief Huflian Rasoufce Spedialbt

Orgenizational Chart:

Only complete applicatioG with the ff attachments shall be considar€d for assessment.

1. Fully accomplished Personal Dala Sheel with recent passport-sized picture (CS Form212 Revised 2017) which
can be do\,vnloaded to www.csc.oov.oh

2. Performanco rslings in the last two (2) semesters preceding this publication
3. Authenticated copy of Civil Servic6 Certilicate of Eligibitity
4. Authenticated copy of Transcript of Recods
5. statemenuResponse lo tha key selection c.itgria in at least 2 pages with tha following deteils:

Font Fac6: Times New Roman
Font Size; 12

Spacing: Double

Paper Size: Legal

End of Submission of Application: Januarl, 2018

lnterested and qualified applicants should signify interesl in wriling. Addressod to

Dir€clor VICTORIA F. ESBER
Direclor lV
Civil Service Commission
Regional Office No. I
Govemment C€nler, Palo, Leyte

Thank you

Very truly yours,

tJn4/ I- f'h6i
NILA L. FILAMOR. DM.HRM
cniEiffi "iEEiffi -sp""di"t
Human Resource Division Head

DII i CHRS

SupvgHRS / SHRS

AA II



*-ctc Republic of the Philippines

CIVIL SERVICE COMMISSION

Regional Office Vlll
Government Center, Palo, Leyte

TO ALL PROVINCIAL DIRECTORS
This Office

Dear Sir/Madam:

It is the policy of the CSC RO Vlll to embrace the Equal Employment Opportunity to all penons regardless of age, sex, phFical
and mental disability, religion, gender, or other religion, gender, or other characleristics protecled by the law

ln line wilh this, please effect publication of the foltowing vacant positions in lhe CSC Bullelin of Vacant Positions in the covernment

Duties and sibilities
' Records Management

Demonstrales basic skills and knowledge in records management. Applies basic undorstanding and requires assistanca

Position/Office
Salary Grade,/

Annual Salary
llem No, QUALIFIGATION STANDARDS

Work Experience Training Eligibility
'(2) Administative
Assistant lll

'Anticipated vacancy

ADAS3-55-2005

ADAS3-s7-2005

Completion of two -
year studies in

college

'I year demonstaled
ability in Secretarial tasks,

basic computer
operations, preservation
and updating of records

16 hours baining on
records maintenance,

basic computer
operalions or other

relatBd taining within
the last 5 yeaIs

Career Sewice Sub-
Prolessional (First

Level Eligibility)

Brief Descriplion of the General Function of
the Positon Responsible tor the preparation and receiving of communication using logbook, and providing assistance to clients

using s)6tem application to easily search for CMI Service records

Required Core Compelencies

Exemplifying lntegrity
Basic. Acknowledges and respacts authority, and demonstrates readiness in accepting and complying with rules.

Dclivcring Sarvice ExcelLnce
Basic. Complies with CSC'S established standards of delivery or service level agreements and delivers explicit requirements
of customers

Solving Problems and Making Decisions
Basic. Provides timely solutions to problems and decision dilemmas that have clear-cut options and/or choices and
whose solulions are available and can be accessed from a database or gleaned from an €xisting policy or process.

Demonstrating Personal Effectiveness
Basic. Responds effectively to guidelinss and feedback on one's performance, well being and leaming discipline.

Speaking Effectively
Basic. Effectively delivers messages thal simply focus on data, facts or informalion and requiros minimal preparalion or
cen be supported by available communication materials.

Writing Etrectivcly
Basic. Refers to and/or uses existing communicalion materials or templates lo produce own written work.

Championing and Applying lnnovation
Basic. Demonstmtes an awereness of basic principles of innovation.

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

Managing lnformation
Bae:te. Co,fiecls, otgadlzes aN maintains datd.

Vacancies

Education

SG 9/

Php192,612.00



to apply technicel skills and displays limited knowledge of technologies.
lnformation Technology
oemonstrates basic skills and knowledge in information tochnology. Applies basic undeBlanding and requires assistance
to apply technical skills and displays limited knowledge of technotogies.
Performs other related tasks that bea ned from time to time.

Reporting to the: Direc-tor ll / Chief Human Resource Specialiat

Organizational Chart:

Only complste application3 with the ff attachmenb shall b€ considelad for assessment.

'1. Fully accomplished Personal Data Sheet with recenl passport-sized picture (CS Form212 Revised 2017) which
can be downloaded to \Mrr,w.csc.qov.Dh

2. Performence ratings in the last two (2) semesters preceding this publication
3. Authenticated copy of Civil Service C€rtificate of Eligibility
4- Authenticated copy of Transcript of Records
5. statemenuResponse to lhe key selecrion cdteria in at l6ast 2 pages with the following deleils:

Font Fac6: Times Nsw Roman
Fonl Size: 12

Spacing: Oouble

Paper Size: Legal

End of Submission of Application: January rl, 20lE

lnteresled and qualified applicants should signiry interest in writing. Addressed to:

Director VICTORIA F. ESBER
Director lV
Civil Service Commission
Ragional Office No. 8
Govemment Center, Palo, Leyte

Thank you

Very truly yours,

t0;t4, I. i'h"a/
NILA D
Chief Human Resource Specr st
Human Resource Division Head

DIUCHRS

SupvgHRS/SHRS

AA NI



Republic of the Philippines
ctvtL sERvtcE coMMtsstoN

Regional Office V t

GoYemment Center, Palo, Leyte

Vacancies

TO ALL PROVINCIAL DIRECTORS
This Offica

Oear Sir/Madam:

ll is the policy of the csc Ro Vlll to embrace the Equal Employment opportunity to all persons regardless of age, scx, physicat
and mental disability, religion, gender, or other religion, gender, or other characteristics protscled by the law.

ln line wilh this, please effect publication of the following vacant positions in the csc Bulletin of vacanl positions in the Govemment.

t---'cx

Position/Office Salary Grade/

Annual Salary
Item No.

T
'(2) Administrative
Officer ll

"Anticipated vacancy

SG 1 1/A

Php2zB,924.00

ADOF2-37-2005

ADOF2-NEW.2OO5

Bach€lor's
Degree

1 year demonEfated ability
in supplies and property

management and
procurement and other
relatod adminl6fativB

works.

Eight (8) hours taining in
govemment procurement law,

basic computer operatons,
cu8tomer service skills within

the last 5 years.

Career SeMce
(Protessionaly

Second Level
Eligibility

of the General FunctionBrief Description
the Position

uircd Core nctes

Exemplifying lntegrity
lntemE.tiati. oemonstrates compliance lo policies, rules end other standards set by lhe commission.

Delivoring Service Excell€nae
Basic ComPlies with cSC's established standards of delivery or sarvice level agreements and delivers oq ic1 requirements
of cuslomers

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

Championing and Applying tnnovation
Basic. Demonstrates an awareness of basic principles of innovalion

Plannlng and [rellvedng
Basic. Designs and implements plans focused on one's funclional group or area of focus and involving leam members
from lhe same group

Managing lnformation
Basic. Collecls, organizes and maintains dala.

r@il EEEqEI
QUALIFICATION STANDARDS

Work

Responsible for the procurement aclivilies by checking the completeness of documenb, conducting canvass through
phone, evalualing price quolations and preparing abetract and purc.tlsae orderc to make 6ure tfrat irocurement wa-e

done in accordance with RA 9184 (procurement Act) and specificalions ot the requesitioning unit

Solvlhg ProblemB and Making tbctBlon8
Basic. ProYides limely solutions to Problems and decision dilemmas lhat have clear-cul options and/or choices and
whose solutions are availabla and can be accessed from a databas€ or gleaned from an existing policy or process.

Demonstrating PeBonal Efiactiveness
Basic. Responds effeclively to guidelines and fsedback on one's porformance, w6ll being and lesming discipline.

Speaking Efrectively
Basic. Effeclivety deliveG messages that simply focus on data, facls or information and requires minimal preparation or
can be supported by available communication materials.



Duties and ibilities

Raporting to lhe: Dircc-tor ll , Chief Human Resource Specialist

Organizational Chart:

Only complete applicatlons with the ff attachments shall b€ consldered for assessment.

1. Fully accomplished Personal Data Sheet with recenl passport-sized picture (CS Form 2'12 Revised 2017) which
can be downloaded lo rwvt r.csc.oov.Dh

2. Performance ratings in the last two (2) semesters preceding this publication
3. Aulhenticated copy of Civil Service Certiticate of Eligibility
4. Authenticated copy of Transcript of Records
5. StatemenuResponse to th6 key seleclion criteria in at least 2 pages with the following details:

Font Face: Times New Roman
Fonl Size: 12

Spacing: Double

PapBr 6ize: Legal

End of Submission of Applacation: January 4, 2018

lnlerest€d and qualilied applic€nts should signiry interest in writing. Addressed to

Diractor VICTORIA F. ESBER
Director lV
Civil Service Commission
Regional Office No. 8
Government Cenler, Palo, Leyte

Thank you

Very truly yours,

,J;ra, 2- $'l4..il
NILA L. FI R. DM.HRM
Chief Human Resource S ist

Demonslretes basic skills and knowledge in supplies and property managoment. Applies basic undorstanding and requires
to apply technical skills and displays limited knowledge of technotogies.
Records Management
Demonstrates basic skills and knowledge in records management. Applies basic understanding and requir6s
assislance assistance to apply technical skills and displays limited knowledge of technologies.

ned from time to time.Performs other related tasks that be ass

Supplies and Property Management

DIUCHRS

SupvgHRS/SHRS

Human Resource Divlsion Head

AO
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'6tC Republic of the Philippines
crvrL sERvtcE coMMtsstoN

Regional Office Vlll
Govemment Center, Palo, Loyle

Vacancies

Dear SirrMadam:

ln line with this, please effect publication ofthe following vacant positions in the csc Bulletin of Vacant positions in the covemment

Position/Office Salary Grado/

Annual Salary
Item No. QUALIFICATION STANDARDS

Education Work Experience Training Elisibility
*(5) Admhistative Aide

VI

'Anlicipated vacancy

SG 6/A

Php'155,052.00

Completion oI two-
year studies il

college

I year demonsfated
ability in Seqetarial tasks,

basic computer
operations, preservations
and updating of records

Eight (8) hou,s baning
on records

maintenance,
computer literacy or
other related baining
vvithin the last 5 years

Career Service SuE
Protessional (First

Level Eligibility)

Brief Descripiion ol the ceneral Function of
lhe Position Responsible for the effective and efficient management ol legal documenb to facilitate dah necrssary to respond

to follow-up, documentary requirements queries trom govemmeri agencies and general public as well as
reportorial requiremenb prescribed by the Olfices in the Commbsion.

Requircd Core Competencics

Exemplifying lntegrity
Baric. Acknor,yledgca and resPecls authority, and demonslrales rcadine$ in accepting and complying vrith rules.

Oelivering Service Excellence
Basic. ComPlies with CSC'S established standards of delivery or service level agreements and delivers explicit requirsments
of customers

Solving Problems end Making Decisions
Basic. Provides timely solutions to problems and decision dilemmas that have clear-cut options and/or choices and
whose solutions are available and can be accessed from a database or gleaned from an existing policy or process.

E €monstrating PeEonal Efectivenes3
Basic. Responds effeclively to guidelines and feedback on one's performance, well being and leaming discipline.

SPeaking Efreotively
Basic. Efiectively delivers mossages thst simply focus on data, fasts or information and requires minimal preparation or
can be supported by availablo communication materials.

Writing Efrectively
Basic. Refers to and/or uses existing communication materials or tamplales to produce own wrilten work.

Championing and Applying lnnovation
Basic. Demonstrates an iMareness of basic principles of innovation.

Planniog and Delivering
Basic. Dosigns and implemenls plans focused on one's funslional group or area of focus and involvino team members
from the same group

ManaginO lnformation
Basic. Collects, organizes and maintains data.

Duties and bilities

' Record Management

TO ALL PROVINCIAL DIRECTORS
This Office

It is the policy oflhe CSC RO VIll to embrace the Equal Employmant Opportunity lo all persons regardless of age, sex, physical
and menlal disability, religion, gender, or other religion, gender, or other characteristics protected by the law.

ADA6-83-2005

ADA6-84-2005

ADA6-85-2005

A046-86-2005
p'0A6,87-2005



Demonstrales basic skills and knowledge in records management. Appli€s basic understanding and requires assistance
to apply technical skills and displays timited knowledge of technologies.
S€ct€tariat and LiaBon Sorvices
Demonstrales basic skills and knowiedge in secreladat and liaison services. Applies basic understanding and requires
assistance to apply technical skills and displays limited knowledge of technologies.
lnformation Technology
Demonstrates basic skills and knowledge in information technology. Applies basic understanding and requires assistance
to technical skills and di limited of techno es

Reporting to the: Oirector ll / Chief Human Resource Spocialist

Organizational Chart:

only complete applicatio* with the ff attachmenE Bhall b€ consid€red for assessment.

1- Fully accomplished Personal Data Sheet with recent passport-sized picture (CS Form 212 Revised 2017) which
can be downloaded lo wwtr,.csc.oov.oh

2. Performance ratings in the last two (2) semesters preceding this publicalion
3. Authenticated copy of Civil Service Certificate of Etigibility
4. Authenticatad copy of Transcripl of Records
5. slalemenuResponse to the key seleclion criteria in at leasl 2 pages with the following deteil8:

Font Face: Times New Roman
Font Size: 12

Spacing: Double

Paper Size: Legal

End of Submission of Application: January 4, 2OjB

Dircctor VICTORIA F- ESBER
Direclor lV
Civil Service Commission
Regional OIiice No. 8
Governmenl Cenler, Palo, Leyte

Thank you

Very truly yours,

r);r^/ 2- }-'lr-r,vl,)
NILA L. FI R, DM-H
Chief Human Resource S
Human Resource Division Head

SupvgHRS , SHRS

AAVI AAVI

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

D / CHRS



-

'c*
Vacancy

TO ALL PROVINCIAL DIRECTORS
This Olfice

Dear Sir,/Madam

Itisthepolicyof theCSCROVlll to embrace the Equal Employment Opportunity Principle by including all persons regardless of age,
sex, physical and menlsl disebllity, religion, gender, 0nd including indigenous people of ethnic,rounural minori es proteoted by the
Philippine law.

ln line vrith this, please effe€i publicalion of the following vacant position in the CSC Bulletin of Vacant positions in the covemment

Reporting to tho: Diieclor ll / Chi€f Human Resource Sp8cialist

Organization8l Chart:

Position/Office Salary Grade/

Annual Salary
Item No.

'(2) Adminbtrative Aide

'anticipated vacancy

sG5

Php144,228.0o

ADA5-41 -2005

ADA5-42-200s

Education Work Experlence Training Eligibility
Hi0h School

Graduate
One (1) year

dehonstrated ability in
basic computer

operations, secretarial
tasks, maintain and
updating of records.

None required None required
(MC 'l'1, s. 1996 -

Category lll)

Brief De6cdption ofthe General Funclion of
the Positon R6ponsible in the vadou6 ph6e€ of b6ic computd opeElions, secreiadalt6k6, maintain and updating of

r6cord8.

Required Core Compqencies

Eromplifying lntegrity
Basic. Acknowledges 8nd respecls aulhority, and demonstrates readiness in eccepting 8nd complying with rules.

Delivaring Service Excellenca
B8sic. Complies with CSC'S eslsblished slandards of delivery or servic€ level agreemenls and delivers explicit requirements
of cuslomers

Solving Problems and Making Decisions
Basic- Provides timely solutions to pmblems and decision dilemmas that have clear-cut options and/or choices and
whose solutions are available and can be accessed from a datsbase or gleaned from an existing policy or process.

Demonstrating Porsonal Efrsctivenesa
Basic. Responds effectively to guidelines and feedbsck on one's performance, well being and leaming discipline.

Speaking Effoctiv.ly
Basic. Effedively delivers messages that simply focus on data, tacts or information and requires minimal preparation or
can be supportod by available communication materials.

Writing Effectively
B8sic. Refers to snd/or uses existing communication materials or templsles lo produce own written work.

Championing and Applying lnnovatiol
Basic. Oemonslrates an awareness of besic principles of innovation.

Planning and Dclivering
Besic. Designs and implements plans focused on on6's funciional group or ares of focus and involving team members
from the same group

Managing Infomation
Basic. Collec{s, organizes and meintsins data.

Republic of the Philippines
Civil Service Commission

Regional Office No. 8
Govemment Center, Palo, Leyte

QUALIFICATION STANDARDS



i\

DII / CHRS

SupvgHRS / SHRS

Only complete applications with the tr attachments shall be consid€rEd for assessment.

1. Fully accomplished Personal Data Sh€€l with recert passport-sized picture (CS Form 212 Revis€d 2017) which
can be downloaded to truw.csc.oov.oh

2. Performance ratings in the last two (2) semesters preceding lhis publication
3. Authenticated copy of Civil Service Cenifiaqte of E,igibility
4. Authenticated copy of Transcript of Records
5. StatemenuResponse to the key sglection criteria in st least 2 pages with the follorring detaits:

Font Fece: Tim6s New Roman
Font Size: 12

Spacing: Double
Paper Size: Legal

End of Submission of Applic€tion: January 4, 2018

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

Director VICTORIA F, ESBER
Direc,tor lV
Civil Service Commission
Regional Office No. I
Govemmenl Center, Palo, Leyte

Thank you

il:lov l- th'br4,)
NILA L. FILAMOR. DM-HRM .
Ei iEiE uffi i".iGr"" sp"Ar i.t
Human Resource Division Head

Very truly yours,


