CS Form No. 9
Series of 2018

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

HRMO
Date: June 7,2019
ificati PI
Position Title | prantitia term | S Qualification Standards zfce
No. | (Parenthetical Title, N Job/ Pay | Monthly Salary . : Assi
if applicable) . Grade Ed Training Exp. Elig. Competency (if applicable) Ssig
nment
Core:
|. 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 infformation;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
3. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
Bachelor’ Career |behaviour and style appropriately in dealing with change. Level-2
sD egree Service B. Eender-respnnsivel management - Promotes gender equality and women empowerment to address gender-
- - . 3 years of . |related problems and issues. Level-1
Supervising \gpoF. 1. ol relevant (Professio jumoma VsU
1 [Administrati 2004 22 | 65,319 | least 18 | relevant R nal) I. Administrative Services Management- Develops programs and projects, and mobilizes and manages resources, | yan
ve Officer - units of | training P Second |both material and human, in order to fully achieve the set ohiectives and targets of the university in general and
Masteral € Level of the different offices/colleges/departments/centers in particular. Level-2
> + s .1e, |2 Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate
units. Ehg'b'hty 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
pulicies, transactions and effective management of the university operations. Level - 3

4. lise 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
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Place
of
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nment

5. Process Management - Develops, formulates and reviews for enhancement processes, policies and
procedures which govern the execution of tasks, activities, or prajects, in order to ensure work is accomplished
and required results are delivered effectively and gfficiently; 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

B. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its
unging activities are still aligned with the intended direction of achieving the set goals and ohjectives. Level-Z

7. Sharing Expertise and Linkaging- Shares technical expertise and links with other institutions through the
conduct of trainings, seminar-workshops, lectures, conferences and consultancy services to increase
knawledge, skills and expertise of clients based on pre and post evaluations. Level 2

8. ACCOLINTING MANAGEMENT- Manages the processing of financial transactions according to COA and DBM rules
and regulations, maintaining the books of accounts, analyzing accounts and timely preparation and submission of
required reports; manages the preparation of cheques and dishursements, replenishment, and liquidation of
cash advances, petty cash, and other personnel cash emoluments, and receives collectibles/ payments in
accordance with relevant rules and regulations. Level 2

9, Fiscal Management - Applies the protocols required to safequard and effectively utilize financial resources to
attain university mandate and use said resources economically by ensuring decisions and operations are
implemented in compliance with applicable laws, policies, procedures, standards, and regulations. Level 3

[iterested and qualified applicants should signify their interest in writing. Diversa applicants are encouraged to apply. Attach the following documents to the application letter and send to the address below not ater than June {7, 2018,
|, Fully accomplished Personal Data Sheet (DS) with recent passport-sized picture (CS Form No. 212, Revised 7017) which can be downloaded at www.csc.gov.ph:
7. Performance rating in the present position for one (1) year (if applicable):
3, Photocopy of certificate of eligibility/rating/license: and 4 Phtocopy of Transcript of Records.

QUALIFED APRUCANTS are advised to hand in or send through courier/email their application tuq

LOURDES B. CAND

Tirector, UURRRU

APPLICATIONS WITH INCOMPLETE DOCLIMENTS SHALL NOT BE ENTERTAINED. [DAHRD, VSU, Visce, Baybay City, Layte; odatrd Bvsusdu.ph; Parsannel officeBysu.aduph: lourdasheanofyehon.com




