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To: CIVIL SERVICE COMMISSION (CSC)

Electronic copy to be submitted to the CSC FO must be in MS Excel format

Republic of the Philippines

VISAYAS STATE UNIVERSITY
Request for Publication of Vacant Positions

We hereby request the publication of the following vacant positions, which are authorized to be filled, at the Visayas State University, Baybay, Leyte in the CSC website:

LOURDES B. CANO

Date:

HRMO
July 3, 2020

Position Title
NoO. | (Parenthetical Title, if
applicable)

Plantilla item
No.

Salary/
Job/
Pay

Grade

Monthly
Salary

Qualification Standards

Education

Training

Exp.

Elig.

Competency (if applicable)

Place
of
Assign
ment

ADMINISTRATIVE
ASSISTANT II

ADAS2-50-2004

17,505

5 years of
Electronic &
Communica
tions
Engineering

4 hours
of

relevant
training

1 year of
relevant
experience

Licensed
ECE in PRC

Core:

1. Exemplifying Integrity and Professionalism - d trates high standards of professional behaviour, adhering to ethical as
well as moral principles, values, and standards of public office. Level-2

2. Delivering Service Excellence - Complies with VSU’s established standards of service delivery for cust tisfacti
Level-2

3. Communication Savy - Effectively delivers ges that simply focus on facts or information;Level-2

4. Interpersonal relationship manag t - Effectively unicates and interacts with colleagues, cust s and clients, and
work well in a team to achieve results. Level-2

5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking, behaviour and style
appropriately in dealing with change. Level-2

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-related problems
and issues. Level-1

Functional:

1. Administrative Services Management- Develops programs and projects, and mobilizes and manages resources, both material
and human, in order to fully achieve the set objestives and targets of the university in general and of the different
offices/collegesidepartments/centers in particuiar. Level-1

2. Documents and Records Management- Applies and adapts records management standards related to the cycle of records in
the university which are conducted to achieve adequate and proper documentation of government policies, transactions and
effective management of the university operations. Level-1

3. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection, acquisition,
development, utilization, and protection of technologies. In d with the mandate of the unit, that will result to efficient
and effective delivery of services by ensuring responsiveness to the needs of stakeholder. Level-1

4. Facilitation - Guides the exchange of information and ideas in an interactive session designed to meet defined objective.
Level-1 5. Report Writing -
Prepares and produces reports and other documents such as proposals, policies, guidelines or procedures and manuals in a
clear, concise and coherent manner and in accordance with VSU standards that ensures proper documentation and
presentation of information for an effective and efficient information utilization and management. Level-1

vsu
MAIN

The position requires incumbent to edit and proof read contents of students manuals, design and develop EC materials including brochures, leaflets, etc. and edit and lay-out background graphics.
Interested and qualified applicants should signify their interest in writing. Diverse applicants are encouraged to apply. Attach the following documents to the application letter and send to the address below not later than July (3, 2020.

|. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture (CS Form No. 212, Revised 2017) which can be downloaded at www.csc.gov.ph:
2. Performance rating in the present position for ane (1) year (it applicable):

4. Photocopy of Transcript of Records.

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

3. Phatocapy of certificate of eligibility/ rating/ license: and .
5. Other documents/ certificate /evidences showing capability to perform the above mentioned functions. !In /

DUE TO OPERATIONALIZATION OF THE VSU HRIS, QUALIFIED APPLICANTS ARE ADVISED TO APPLY ONLINE AT jobs.vsu.edu.ph ONLY. LIRDES B. CAND
[ualified next in rank will be given preference.

Director, ODAHRD

jobs.vsu.edu.ph
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To: CIVIL SERVICE COMMISSION (CSC)
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Republic of the Philippines
VISAYAS STATE UNIVERSITY
Request for Publication of Vacant Positions

We hereby request the publication of the following vacant positions, which are authorized to be filled, at the Visayas State University, Baybay, Leyte in the CSC website:

LOURDES B. CANO

Date:

HRMO
15-Jul-20

Position Title
No. (Parenthetical Title, if
applicable)

Plantilla ltem
No.

Salary/
Jobl Pay
Grade

Monthly
Salary

Qualification Standards

Education

Training

Exp.

Elig.

Competency (if applicable)

Place
of
Assign
ment

ADMINISTRATIVE
1 |AIDE il
(Clerk 1)

ADA3-166-2004

13,019

Completi
on of 2
years
studies in
college

None
required

None
required

CS (Sub
Prof) 1st

level elig.

Core:

1. Exemplifying Integrity and Professionalism - demonstrates high standards of professional behaviour,
adhering to ethical as well as moral principles, values, and standards of public office. Level-2

2. Delivering Service Excellence - Complies with VSU'’s established standards of service delivery for
customer satisfaction. Level-2

3. Communication Savy - Effectively delivers messages that simply focus on facts or information;Level-
2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues,
customers and clients, and work well in a team to achieve results. Level-2

5. Change Adaptation - Works effectively with a variety of people and situations and adapts one's
thinking, behaviour and style appropriately in dealing with change. Level-2

6. Gender-responsive management - Promotes gender equality and women empowerment to
address gender-related problems and issues. Level-1

Functional:

1. Administrative Services Management- Develops programs and projects, and mobilizes and
manages resources, both material and human, in order to fully achieve the set objectives and targets
of the university in general and of the different offices/colleges/departments/centers in particular. Level
1 2
Documents and Records Management- Applies and adapts records management standards related to
the cycle of records in the university which are conducted to achieve adequate and proper
documentation of government policies, transactions and effective management of the university
operations. Level-1

3. Use of Information and Communications Technology (ICT)- Implements the effective identification,
selection, acquisition, development, utilization, and protection of technologies. In accordance with the
mandate of the unit, that will result to efficient and effective delivery of services by ensuring
responsiveness to the needs of stakeholder. Level-1

4. Waste Management-Implements and ensures the effective waste segregation, collection, disposal
through stakeholders' awareness and empowerment in accordance with Republic Act 9003 that lead
to cleaner and greener University adherence to national and international sanitation and pollution level

standards. Level -1

Vsu
MAIN

Interested and qualified applicants should signify their interest in writing. Diverse applicants are encouraged to apply. Attach the following documents to the application letter and send to the address below not later than July 24, 2020.
1. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture (CS Form No. 212, Revised 2017) which can be downioaded at www.csc.gov.ph;
2. Performance rating in the present position for one (1) year (if applicable);

3. Photocopy of certificate of eligibility/rating/license; ¢ 4. Photocopy of Transcript of Records.

DUE TO OPERATIONALIZATION OF THE VSU HRIS, QUALIFIED APPLICANTS ARE ADVISED TO APPLY ONLINE AT

jobs.vsu.edu.ph ONLY.

Qualified next in rank will be given preference.
APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

LOURDES B. CANO

Director, ODAHRD

jobs.vsu.edu.ph
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Series of 2018

To: CIVIL SERVICE COMMISSION (CSC)

We hereby request the pubiication of the foliowing vacant positions, which are authorized to be filied, at the
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Republic of the Philippines
VISAYAS STATE UNIVERSITY
Request for Publication of Vacant Positions

Visayas State Universit

Baybay, Leyte in the CSC website:

LOURDES B. CANO

HRMO
Date: July 15, 2020
Position Title | plantilla | S | yonty Qualification Standards P'::e
No. | (Parenthetical Title, JoblPay| e 1 .
if applicable) ltem No. | Grade Education | Training Exp. Elig. Competency (if applicable) Assig
n
Core:
1. Exemplifying Integrity and Professionalism - demonstrates high standards of professional behaviour, adhering to ethical as well
as moral principles, values, and standards of public office. Level-2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer satisfaction. Level-2
3. Communication Savy - Effectively delivers messages that simply focus on facts or information;Level-2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers and clients, and
c work well in a team to achieve results. Level-2
arefer 5. Change Adaptation - Works effectively with a variety of people and situations and adapts one's thinking, behaviour and style
Service |anpropriately in dealing with change. Level-2
(Professio [6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-related problems
Bachelor’s nal)  |and issues. Level-1
degree |8hrs.of| 2yrs of | Second |Functional
relevantto | relevant| relevant Level 1. Administrative Services Management- Develops progradms and pr?jicts, and n:obilizes ancii m:nafgis r:;ources, both material
. A R : . |and human, in order to fully achieve the set objectives and targets of the university in general and of the different
1 Registrar Il R2-1-2001 15 32,053 the job training | experience | Eligibility offices/colleges/departments/centers in particular. Level-2
2. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate strategies and I:A’:ll:{

methodology to arrive at sound decisions in a learning environment . Level - 2

3. Documents and Records Management- Applies and adapts records management standards related to the cycle of records in the
university which are conducted to achieve adequate and proper documentation of government policies, transactions and effective
management of the university operations. Level - 3

4. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection, acquisition,
development, utilization, and protection of technologies. In accordance with the mandate of the unit, that will result to efficient and
effective delivery of services by ensuring responsiveness to the needs of stakeholder. Level-2

5. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures which govern the
execution of tasks, activities, or projects, in order to ensure work is accomplished and required results are delivered effectively and
efficiently; adopt measures to drive compliance; be proactive in responding to opportunities for improving/streamlining based on
experience, feedback, emerging technologies and new direction. Level - 3

6. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its ongoing activities
are still aligned with the intended direction of achieving the set goals and objectives. Level-3

Interested and qualfied applicants should signify their interest in writing. Diverse applicants are encouraged to apply. Attach the following documents to the application letter and send to the address below not later than July 24, 2020.
|. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture (CS Form No. 212, Revised 2017) which can be downloaded at www.cse. gov.ph:

2. Pertormance rating in the present position for one (1) year (if applicable):

3. Photocopy of certificate of eligibility/ rating/license; and
DUE TO OPERATIONALIZATION OF THE VSU HRIS, QUALIFIED APPLICANTS ARE ADVISED TO APPLY ONLINE AT

jobs.vsu.edu.ph ONLY.

4. Photocopy of Iranscript of Records.

Qualified next in rank will be given preference.
APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

ROES B. CAND

Director, ODAHRD

jobs.vsu.edu.ph




Series of 2018

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

To: CIVIL SERVICE COMMISSION (CSC)

We hereby request the publicaticn of the following vacant positions, which are authorized to be filled, at the Visayas State University, Bayba

Leyte in the CSC website:

LOURDES B. CANO

Date:

HRMO
July 15, 2020

Position Title | pjanilla item | S22 | yonthy

Qualification Standards

No. Job/ Pay

Grade

(Parenthetical Title,

Salal
if applicable) i

No.

Education Training Exp. Elig.

Competency (if applicable)

Place
of
Assig

RA 1080
(Guidance
Counselor)

1 year of
relevant
experience

1 Guidance |+, n 3 4.2000
Counselor Il

None
required

Bachelor’'s
degree
relevant to
the job

13 | 26,754

Core:

1. Exemplifying Integrity and Professionalism - demonstrates high standards of professional behaviour,
adhering to ethical as well as moral principles, values, and standards of public office. Level-2

2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer
satisfaction. Level-2

3. Communication Savy - Effectively delivers messages that simply focus on facts or information;Level-2

4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
and clients, and work well in a team to achieve results. Level-2

5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
behaviour and style appropriately in dealing with change. Level-2

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-
related problems and issues. Level-1

Functional:

1. Administrative Services Management- Develops programs and projects, and mobilizes and manages
resources, both material and human, in order to fully achieve the set objectives and targets of the university in
general and of the different offices/colleges/departments/centers in particular. Level-2

2. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate
strategies and methodology to arrive at sound decisions in a learning environment . Level - 2

3. Documents and Records Management- Applies and adapts records management standards related to the
cycle of records in the university which are conducted to achieve adequate and proper documentation of
government policies, transactions and effective management of the university operations. Level -3

4. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection,
acquisition, development, utilization, and protection of technologies. In accordance with the mandate of the unit,
that will result to efficient and effective delivery of services by ensuring responsiveness to the needs of
stakeholder. Level-2

5. Process Management - Develops, formulates and reviews for enhancement processes, policies and
procedures which govern the execution of tasks, activities, or projects, in order to ensure work is accomplished
and required results are delivered effectively and efficiently; adopt measures to drive compliance; be proactive
in responding to opportunities for improving/streamlining based on experience, feedback, emerging

VsSu
MAIN

Interested and qualified applicants should signify their interest in writing. Diverse applicants are encouraged to apply. Attach the following documents to the application letter and send to the address below not later than July 24, 2020.

1. Fully accomplished Personal Data Sheet {PDS) with recent passpart-sized picturs (O3 |

2. Performance rating in the present position for one (1) year (it applicable):

3. Photocopy of certiticate of eligibility/ rating/ license; and 4. Photocopy o Iranscript of Records.
DUE TO OPERATIONALIZATION OF THE VSU HRIS, QUALIFIED APPLICANTS ARE ADVISED TO APPLY
ONLINE AT jobs.vsu.edu.ph ONLY.

Qualified next in rank will be given preference.
APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

1 0an o8 COWNIGatet 2t

ith recent nassport-sized nicturg (08 Farm Mo 217 Bovicod 7017 which nan he downloaded at wwmw nse ooy oh:
NG LIk, nBVISEE ZUh) WINCT W WWW.CSC.Gov.pN

technologies and new direction. Level - 3
LOURDES B. CANO

Director, ODAHRD

jobs.vsu.edu.ph
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]
Republic of the Philippines
VISAYAS STATE UNIVERSITY
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 filied, at the Visayas State University, Baybay, Leyte in the CSC website:
LOURDES B. CANO
HRMO
Date: 7/15/2020
Position Title Plantilla Item Salary/ Monthly Qualification Standards Place of
No. | (Parenthetical Title, if No Job/Pay | "o clary ) . ) Assign

applicable) - Grade Education Training Exp. Elig. Competency (if applicable) ment
Core:
1. Exemplifying Integrity and Professionalism - demaonstrates high standards of professional behaviour, adhering to ethical as
well as moral principles, values, and standards of public office. Level-2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer satisfaction.
Level-2
3. Communication Savy - Effectively delivers messages that simply focus on facts or information;Level-2

. 4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers and clients,
L Completion s (S i and work well in a team to achieve results. Level-2
1 Admin. Aide IV ADA4-140-2004| 4 |13.807 of2years |None None ( .prm ¢ls. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking, behaviour and style
(Clerk 1) ' studies in |required |required _ss'onal) appropriately in dealing with change. Level-2
college F",St_ L_ef’e' B. Gender-responsive management - Promotes gender equality and women empowerment to address gender-related
Eligibility problems and issues. Level-|

Functional: il
1. Administrative Services Management- Develops programs and projects, and mobilizes and manages resources, both material MAIN

and human, in order to fully achieve the set objectives and targets of the university in general and of the different
uffices/colleges/departments/centers in particular. Level-1

2. Documents and Records Management- Applies and adapts records management standards related to the cycle of records in
the university which are conducted to achieve adequate and proper documentation of government policies, transactions and
effective management of the university operations.  Level-|

3. Critical Thinking and Problem Sulving - Analyzes, computes, and interprets results by applying appropriate strategies and
methodulogy to arrive at sound decisions in a learning environment. Level-|

4, Use of Information and Communications Technology (ICT)- Implements the effective identification, selection, acquisition,
development, utilization, and protection of technologies. In accordance with the mandate of the unit, that will result to efficient
and effective delivery of services by ensuring responsiveness to the needs of stakeholder. Level-|

5. Waste Management- Implements and ensures the effective waste segregation, collection, disposal through stakeholders'
awareness and empowerment in accordance with Republic Act 3003 that lead to cleaner and greener University adherence to
national and international sanitation and pollution level standards. Level-|

Interested and qualified applicants should signify their interest in writing. Diverse applicants are encouraged to apply. Attach the following documents to the application letier and send to the address below nat later than July 24, 2020.

I, Fully accomplished Personal Data Sheet (FDS) with recent passport-sized picture (CS Farm No. 212, Revised 2017) which can be downloaded at www.csc.gov.ph:

2. Performance rating in the present position for one (1) year (it applicable);

3. Photocopy of certiticate of eligibility/ rating/license; and

4. Photocopy o Iranscript of Records.

DUE TO OPERATIONALIZATION OF THE VSU HRIS, QUALIFIED APPLICANTS ARE ADVISED TO APPLY
ONLINE AT jobs.vsu.edu.ph ONLY.

Qualified next in rank will be given preference.

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

LIRDES B. CANO

Director, DDAHRD

jobs.vsu.edu.ph
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