C5 Form No. @
Sorfes of HTE

To: CMIL SERVICE COMMISSION (CSC)

We nereby regeest the publication of the folow Mg VANt positions, which are
Position Title Sakary
No. el Plantilla kem Sob Py p.;:.-..,
apphcable] Mo. Grage Y
ADMINISTRATIVE
1 ADAS2-41 -
ASSISTANT i 12004 B 16,758
{Clerk IV)

leterestil e quabiied applicants should signity thesr imarest in writing, Diverse epplcants are encisrper i apply. Miach the fofirwing documeres o the applcation leser :mﬁ sl tn l: :;h'v,_h-i;l' not [aterthan My 8, 7015

Repubilic of the Philippines

Electronic copy le Do subryiied i Me O350 ~0 ot B o

WS Freal formgh

VISAYAS STATE UNIVERSITY
Request for Publication of Vacant Positions

Enucaticn

Trakning

authonzed 1o be filled, ot the Yiganag -

ate v arsly

vl s ibe

Baybay, Leyle in tha CEC
LOURDES B. CAND

_ Date

Eilg

HRMO
April 23 2014

Qualification Standards

Place of '
Assugn
meent

Competency {if applicable)

mpletion
2 years
studies in
callage

4 howrs
of relevant
training

1 year of

i

CS (Subprofe
ssional)
First Level

Eligibility

Core:

L Exemplifying lategrity and Professiomalism - demonstrates high standards of professional bebavioer, adhering 1o

ethical @s well as morsl principles. values. and standards of public office. Level-7
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VISAYAS STATE UNIVERSITY
Request for Publication of Vacant Positions

To: CIVIL SERVICE COMMISSION |CSC)
Wi hereby request the publication of the following vacent positions, which ere avthorized o be filled, at the Visayas Stale University, BavEsy. Levie in the C5C website
LOURDES B. CANO
HRMO
i £ Date: April 24, 2019
Position Title | pantilla ttem | 5% | ooy T o
Mo. | (Parenthetical Tile, it o Jobd Pay Sulsry Assign
appiicatie] . Grade Fducation Training Exp. Elig. Competency (if applicable) ment
Core:
1. Exemplifying Integrity and Professionalsm - demanstrates high standards of prolessional behaviour,
adhering Lo 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. Cammunication Savy - Fifectivaly delivers meszages that simply focus on facts or information:Level-2
Completion 4. Interpersonal relationship management - Efectively communicates and interacts with colleagues,
, | Admin. AideN | o ao0a| & | 13214 [of2years |None  |None CS (Subprofe | cystumers and clients. and work wellin 2 team to achieve resuts. Level-2
(Clerk i) studies in  |required |required ssional) |5 Change Adaptation - Works effectively with a variety of peaple and situstions and adapts one’s thinking,
college First Level |yohavinur and style appropriatsly in dealing with change. Level-2
Eligibility E. Gender-responsive management - Promotes gender equality and women empowerment to address
gender-related problems and issves. Leveld VSU MAIN

Functional:

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

2. Documents and Records Management- Applies and adapts records management standards releted to the
tycle of records in the university which are conducted to achieve adequate and proper decumentation of
government policies, transactions and effective management of the university operations.  Level-l

3. Accounting Management- Manages the processing of financial transactions accerding to COA and DBM
rules and regulations, meintaining the books of accounts, analyzing accounts and timely preparation and
submission of required reparts; manages the preparation of cheques and dishursements, replenishmart,
and liquidation of cash advances, petty cash, and ather persannel cash emoluments. and receives

collectibles/ payments in accordance with relevant rules and regulstions. Level | o

|regregtes wﬂu#ﬂimm inwiling. Dnerse applicants are encouraged (o sophy. Aach the folewing documents to the appl:a:;n'::har-m] simi] 10 the addrass helow nat latsr than May 4 2010

1. Fully aceompdished Persunal Dot Shest (P ) weith recent passport-siced picters (S Form No. 212, Revised 2007) which cam be diwmladed o s c50 g ph

1. Perdormimce rating i the present position for one (1] year (f applicablel:
4. Phobecopy of cerlilicate of ehgidity, reling/icenss. and 4 Photncopy of Irenscript ol Keconds.

CUALIFED SPPUICANTS oy ssheser tn hand im o send Sringh courer /sl theer apphciton

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
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