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Request for Publication of Vacant Positions

丁o: CM｣ SERVIC巨COMMissION (CSC)

We hereby request the pubiication °f the fo=owing vac紬( positions, which are authorized to be剛ed, at the VisAYAS S丁A丁巨UNiv巨RSI丁Y in the C

HONEY

Olc HRMO

Feb｢uaN 28. 2023

No. ���6友柳�)ｦ友ﾆR������蹤����6�ﾂ�F友ﾆRﾆ肪����ﾆ�6�&ﾆR��Plant川aitem No. �6�ﾆ�'梯�ｦ�&ﾂ�����w&�FR�Monthly Salary ��V�广6�F柳�7F�襷�&G2�劔Placeof Assignment 

Education �)ｪ&�冶ﾈﾆr�Experience 仍�末v�(ﾗ���Competency(ifapp=cable〉 

1 ��Fﾖ匁�7G&�F庸R�ADA3-188- �2�14678 �6��ﾆWF柳��None 疲�R�ca事eerSewice �6�&S｢�VSUMAIN 

1.ExemplifyinglntegrityandProfossionalism-demonstrat�6�v�7F�襷�&G6��&��72��Fﾆ haviour,adheringto 

cthicalasw�ﾆﾆ�6ﾖ�&�ﾇ�&匁6��ﾆW2ﾇf�ﾇVW2ﾆ�襾7F�襷�&G6��V&ﾆ�6��6�ﾆW`l-2 

2.DeliveringServiceExcellonce-ComplieswithVSU,sestablishedstandardsOfcorviceddiv�'貿�7W7F�r 

sa鯖§向c書jon.｣evel･2 

3.ConmunicationSavy-Efroctivelydeliverslnessagesthat§implyfocusonfadsorinlomalion;Level-2 

4.1nteipersonalrelationshipmanagement-Efroctivelycommunicatesandinteractswithcollcagues,customersand 

clie巾s,andwo巾weilina(cam(oachieve鵬麿u購.Level-2 

5.ChangoAdaptation-Wdrksa請divelywithavari吋Ofpcopl��襾6ﾈ�gGV�F柳�6�襷�F��G6�X�g7F�豸匁rﾆ&V��f薮W"�

ands帥eapp○○p鴫atelyihd∞iingw肌cha喝e.｣的el･2 

6.Gender.respon§ivemanagomont-Promotosgender��V�ﾆ宥��襾v�V瀘powem�蹠F��FG&�76v�FV潰&Vﾆ�FVB�

p○○blemsa関jssu鎗.しevel･1 

戸un儀ionai: 

Aidelll 劔Of2yea購 剪�7V'��ｸ�ｶﾆW76柳��鋳�1.AdministrativeServicesManagoment-Developsprogramsandprqiect§,andmobilizesandmanagesresources,both 

(cle巾I) �#��B�冱章udiesin 僵W�V�&VB�｢印ui｢ed 侘ｶ俤w7H+VWfVﾂ�materialandhuman,inordertofu=yachievethosctobjectivesandtargetsOftheuniversityingeneralandOfthe 
coIIege 剩Vﾆ没�&免宥��difrorento筒ces/co=eges/departments/centersinparticular.Lovol-1 

2.Cri髄cal�豸匁v�襴�&�&ﾆVﾕ6�f匁rﾔ���ﾇ率W2ﾆ6��WFW2ﾆ�襷也F�'�&WG7&W7Vﾆﾇ6'����ﾇ末誚���&��&��F�7G&�FVv妨2�

andmelhodologytoarriveatsounddceisionsinaloamingenvironm�貭菷WfVﾂﾓ��

3.Documo鵬andRecord§Managemont-Am鴫ndedaptsrecordsmanagom帥ぬndardsrelatedtothecycleOf 

recordsinthouniversifywhichareconductedbtweadoquatoandproperdocumentationofgovonmontpolicies, 
transactionsand制octiv�ﾖ���pm�蹈�F�V譌fW'6鉾薮�Y:ﾆﾆ柳�2菷��ﾓ��

4.UeeOflnfomationandCommunicationsTechnologyOCTトImplemenlstheeffectiveidenl=lcation,selection, 

acquisition,dov�ﾆ��ﾖV蹌ﾇWF免率�F柳簇�襾�墮V7F柳蔕gF6V����剃匁�66�&F��6Wv友⑦�ﾖ�襷�FV�F�unit,thatwi= 

resul=oo厭ci�貳�襷VfhｶgF庸VFVﾆ庸W'尾f6�'f�6W6'坊�7W&匁w&W7��6庸V觚77F��觀VG4�7F�ｶV�ﾆFW"菷WfVﾂﾓ��

5.WasteManagement-Implementsandon関resthee龍divewastesegr均ation,co=ection,disposalthrough 

stakeholders’awarenessand�ﾗ��VﾙKV蹤匁�6V�&F��6Wv友�&W�V&ﾆ�4�7C���7F��Fﾆ6�GF�6ﾆV�觚&�襷w&VV踟"�

universifyadheroncetonationalandintomationalsanitationandpollutionlevolstandards.Level-1 



Administrative

Aide lil

(Cle巾i)

ADA3-1 66-

2004

completion

Of 2 yea略

studies i調

college

None

嶋叩i｢ed

None

嶋qui峨d

Career Senlice

(Subp○○俺ssiohai)

戸i｢stしevel

馴9ibiiity

core:

1. Ex�ﾗ�ﾆ鉾末誡�ﾇWFVw&鉾���襭��&��3���ﾆ��粐�F��7G&�FW2��v��7F�襷�&G2����&�W76柳��ﾂ� havlour, adhering to

cthical as we= a9 moral principles, valu�2ﾂ��襭�7F�襷�&G2����V&ﾆ�2��&0. Level-2

2. Do=ve血g S�'f�6��W�6Fﾆ�6R��6��ﾆ妨2�v友��e5Rﾇ2�W7F�&ﾆ�6�B�7F�襷�&G2���VW'f�6��FVﾆ庸W'��f�"�7W7F�W 

sa(is㈱ion. Level.2

3･ Communication Savy - Eff顔ively delivers messages that simply fdeus on as or軸omation;Level-2

4. 1巾erpersonal relationship management - E�庸Vﾇ��6�ﾗV譁6�FW2��襭�也FW&�6ﾇ2�v��6�ﾆV�wVW2ﾂ�7W7F�F甚s and

ciie而s, and岬o巾weli in a l鍋肌(o種chieve ｢esults. ｣的ei,2

5. Chango Adaptation - Works節制lv�ﾇ��v友����f�&萌�����V��ﾆR��襭�6棉V�F柳�2��襭��F��G2��’s Ihinking, behaviour

and s帥e app調p繭ely in deailng with cha喝e. ｣e∨el･2

6. Gender-responsivo managemenl - Promctos gond�"�W�V�ﾆ宥���襭�v�V��Vﾗ��Vﾖ�B�F���FG&W72�vV襷W"ﾗ Iatod

problems and issues. Level-1

Functional:

1. Administrative Services Management- Develops programs and projects, and mobilizes and ma間ges resources, both

material and human, in order to fully achieve the set objoclives and talgets of the university in general and Of the

di筒orent of葡oes/col loges/departments/c�蹤�'2�問���'F�7Vﾆ�"��ﾆWfVﾂﾓ�

2. Crilical�豸匁r��襭��&�&ﾆVﾒ�6�f匁r�ﾒ����ﾇ率W2ﾂ�6��WFW2ﾂ��襭�匁ﾆ�'�&7G2�&W7VﾇG2�'�����ﾇ末誡����&��&��FR�7G&�F�妨0

and mcthodology to arrive at sound deeisjons in a lcaming�軫�&�ﾐnt. Level - 1

3. Dceum�蹠2��襭�&6V�&G2�ﾖ���vVﾖV蹌ﾒ����ﾆ妨2��襭��F��G2�&V6�&G2�ﾖ���vVﾖV蹌�7F�襷�&G2�&Vﾆ�FVB�ﾆ��F��7�6ﾆ���

records in th�V譌fY:沫G��v�6���&R�6�GV7FVB�F���6�WfR��FW�V�FR��襭��&��W"�F�7Vﾐnfalion Of govemmont policies,

transactions and e筒鈍live managoment Of tho univorsity opemtions. Level - 1

4, Use of ihlb｢間書盲oo and com剛巾i∞(ioos丁∞hnol珊(IC丁)･ I州pleme競s the e納鵜tさve ide舶層∞tio0,舗I∞(ion,

acquisition, developm�貭ﾂ�WF免率�F柳篦��襭��&�V7F柳����FV6���妨2��問��66�&F��6R�v免��F��ﾖ�襷�FR���F��V譌Bﾂ�F��B�v免ﾀ

resu請to efficient and e仰出uve delivey Of services by ensuring responsiveness to the needs Of stakeholder, Level-1

5. Waste Management- Implements and ensures lhe offdetive waste segregation, co=oction, dispesal through

stak��ﾆFW'2v�v�&��3���襭����VﾖV蹌�問��66�&F��6��v友��&W�V&ﾆ�2��7B����2�F��ﾂ�ﾆV�B�F��6ﾆ��踟"��襭�w&VV觚 

Unlvorsify adhorenco to national and im�ﾖ�F柳��ﾂ�6�譌F�F柳���襭���WF柳��ﾆWfVﾂ�6�F�&G2��ﾆWfVﾂﾓ�

VSU MAIN



AD Ml州S丁RA丁IⅥ≡

州D各i (Ut胴y

Wo血e｢ I)

ADAl -う93〃

2004

各iemen飽け

School

G｢adu気e

None

輪qui｢ed

None

required

None鴨qui鳩d

(Mc Sos. 2013
cat. 1Ii)青書

core:

1. Exemplifying Integrity and Professio間lism - demonstrates high standards Of professional behaviour, adhering lo

ethical as well as moral principles, values, and standards Of public Of筒ce. Level-2

2. Delivering Service Excellence - Complies wilh VSU,s established standards Of service delivery for customer

satisfaction. Level-2

3. Communication Savy - Ef記ctivoly dolive博m�76�vW2�F��B�6儲�ﾇ��f�7W2���f�G2��"�匁f��F柳羔ﾆWfVﾂﾓ 

4. Inte叩ersonal relationship managoment - Effectively communicates and interacts with co=cagues, customers and

clie巾s, and w○○k岬e= in a (飽m to achieve ｢esui(s.しe能1･2

5. Chang��F���wF柳��ﾒ�v�&ｷ2�VffVVﾆ庸Vﾇ��v友����f�&仄柳b��V��ﾆR��襭�6宥V�F柳�2��襭��FW�ﾇ2��Rw2�ﾆ�豸匁rﾂ�&V��f薮W 

and s伽e a押r坤正alely ih d∽li叩w臨change･しevei･2

6. Gender-responsive management. Promotes gender equalfty and women empowerm�蹌�F���FG&W72�vV覈mﾒﾗ&Vﾆ�FV@

p｢めie調s a同issu∞. Level-1

｢unctiohal:

1. Administrative Services Wlanagoment- Dovelap programs and projects, and mobilizes and manages resources, both

material and human, in order to fully achieve the sot o助ectives and ta｢gcts Of the univorsity in general and Of lhe

difぬront offices/colleges/dopertnents/contors i n particular. L�fVﾂﾓ�

2. Maintenance Manag�ﾐ巾. Develops maintenanc��ﾆ�跏ﾆ誡��襭���W&�ﾆ柳��ﾖ�友�&匁r�F�hｶgF輿ly and O請iciontly

doliv�"�&W���"��也F��覬s�'f�6W2�ﾆ�"�'V免F匁w2ﾂ�f�6免友薮2ﾂ�W�V��ﾖV蹌ﾂ�ﾖ�6�灑ies and vehicles. Lov�ﾂﾓ�

3. Rlsk議anagement- Ensures implementation of oi応ctive identification Of hazards in the workplace and develop plans

on mitigation, provendion, n’sk propar�F觚72��襭�&W7��F匁r�'��6�GV7F匁r�����&柳F�2�6�gG��也7�V7F柳粐���ｦ�&@

analysis and em�&vV觚��G&免ﾇ2�問��66�&F��6R�v免��$�����#ﾖ��V�7W&R�6�Hｺ尾b�&W6芳V蹠2ﾂ�f�7VgG���襭�7F���b��迺�&�6ｲ�

しevel･ 1

4. Waste Management- lmplements and ensures the Ofl劇ive waste segregation, co=ection, disposal thro喝h

stakoholdors’awareness and empowerment in accordance with Rapublle Act 9cO3 tha=eat to cleaner and gre�灑

Unlv�ﾈ�G���F�rene�ﾆ����F柳��ﾂ��襭�也FW&��F柳��ﾂ�6�貮F�F柳���襭���ﾇWF柳��ﾆWfVﾂ�7F�襷�&G2��ﾆWfVﾂﾓ�

VSU MAIN

inte記sted and qua圃ed applicants should sig両fy伽ei｢ interest in肌臨g. A議ach the fo=owing documents tome application ie償e｢ and send to the add記ss below no=ate｢ than March 1 1 , 2023.

1. Fully accomplished Pe｢sonai Data Sheet (PDS) with recent passpo巾sized picture (CS Form N°. 212, Revised 2017) which can be downioaded a(洲.csc.gov.ph;

2. Pe百〇mance旧ting in the last略章ing pe巾od (if app=cable);

3. Photocopy of ce請筒cate of eiigibilityl旧ting川cense; and

4. Photocopy of丁｢ansc巾pt of Rec○調s.

5. Note:This o冊ce highly encourages a旧nte晦sted and qua価ed applicants and promotes equal employment oppo巾unity to a= men and women at al=evels of position without disc巾mination

regardless of age, gender, civil status, person with disab=ity (PWD), religion, ethnicity, political afflliation to include members of the indigenous communities and those with

dive｢se sexual orientation, gender identity and expression (SOGi巨).

Qua櫛ed applicants a能encoumged書o submit via online through jobs.vsu,edu.ph

Qua囲edれext-in-治れk sta簡a記au書oma章ically conside記d as candidates fo｢書he position,

QUAし肝胆D APPLICANTS are advised to hand in o｢ send through c○u｢ie〃ema旧hei｢ app=∞tion to:

HON各Y S〇円A V. colts

Oic Di｢edo｢, ODHRM

VSU, Baybay City, ｣eyte

iob与.vsu.edu.ph

APp山cA¶ONS WITH INcOMPし各丁各DOcUM巨N丁S SHA｣しNO丁甘言とN丁各R丁AiN管D,


