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Republic of the Philippines 

VISAYAS STATE UNIVERSITY  

Request for Publication of Vacant Positions

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

To: CIVIL SERVICE COMMISSION (CSC)

W e hereby request the publication of the following vacant positions, which are authorized to be filled, at the VISAYAS STATE UNIVERSITY in the CSC website:

_________________________________________ ELVIRA L. SABULAO
HRMO

Date: __________________________________ October 26, 2021

No.

Position Title 
(Parenthetical 

Title, if 
applicable)

Plantilla Item 
No.

Salary/ Job/ Pay 
Grade

Monthly
Salary

Qualification Standards

Place of Assignment
Education Training Experience Eligibility Competency (if applicable)

1

f

Administrative Aide 
III

Casual

f

3 13,019.00
Completion of 2 
years studies in 

College
None Required None Required None Required

1. Exemplifying Integrity & Professionalism- Demonstrates high standards of 
professional behaviour as public servants, adhering to ethical as well as moral 
principles, values, and standards o f pubic o ffice  and promotes the highest 
standards for individual and university performance by upholding university 
mandate, core values, polcies and guideines taking Into consideration impact of 
one’s actions and decisions in ensuring that pubic interest is  upheld at a l times. 
(Level 1) 2. Deivering Service Excelence - Complies wtth VSU's established 
standards of defivery or service level agreements and deivers explicit 
requirements o f customers; provides proactive , responsive, accessible, courteous 
and effective public service to provide the highest level of customer satisfaction 
which exceeds customer's expectation. (Level 1)3. Communication Savy - 
Effectively delivers messages that simply focus on facts or information; receives 
and conveys ideas, instructions, information by using appropriate language, method 
and manner to ensure the audience understands the message and takes 
necessary action. Makes dear and convincing oral presentations to IndMdual or 
groups; Sstens effectively and clarifies information as needed. (Level 1) 4. 
Interpersonal Relationship Management - Effectively communicates and interacts 
with coteagues customers and clients, and work well in a team to achieve results. 
(Level 1) 5. Change Adaptation -  W orks effectively with a variety of people and 
situations and adapts one's thinking, behaviour and style appropriately in dealing 
with change. Adapting to different ways of thinking and doing things in  a quick and a 
positive manner. (Level 1) 6. Gender Responsive Management - Promotes 
enabling environment fo r gender equality and women empowerment by creating 
awareness of gender and development and formulates guidelines and strategies to 
address gender-related problems and issues. (Level 1)

Office of the Director for 
Administration and Finance

Interested and qualified applicants should signify their interest in writing. Attach the following documents to the application letter and send to the address below not later than November 4, 2021.

1. 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 last rating period (if applicable);
3. Photocopy of certificate of eligibility/rating/license; and
4. Photocopy of Transcript of Records.

Walk-in applicants or application lodge through email will not be entertained. Qualified next in rank are automatically considered as applicants and shall be given preference in hiring. Applications with incomplete documents shall not be entertaim 
the applicant shall be considered as not qualified.

QUALIFIED APPLICANTS are advised to hand in or send through courier/email their application to:

_______________ ELVIRA L. SABULAO_______________
______________ Administrative Officer IV______________

V isayas S tate U niveristy-Tolosa, Tanghas, Tolosa, Leyte

y s jjto jo s a .h rm  o  @ ya h o o . co m

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

http://www.csc.gov.ph

