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FOR HIRING

TWO (2) Administrative Aide lll (Clerk i)

(Casual)

CSC南面州um Qu劃師ca筒(〉h§

1. Educaton:　　　Complction of 2 years studies in BS Accounting or any related field

2. Experience:　　None required but preferably with experience in accounting佃ookkeeping & related services

3.丁｢a輔的:　　　No鵬R印ui鳩d

4. Elゆibi町　　　　None Required

Shou旧possess the following compctencies:

Core comDctencies:

1. Exemprm integrty and Professionalism - Demonstrates mgh standa巾s Of professional behavtw, adhering (o ethtoal

as weM as moral princ時, values, and standards Of publie offkx3. Leve=

2. Ddivering Service Exce=ence - Comp厘es w柵VSU's established standards Of servte defty for customer satisfaction.

Level1

3. Com剛nica的n Savy - E節ectively de博ers messages that stu focus on facts o画ntomatien. Level 1

4. 1nterpersona画ela鮎onship management - Efftry cormunieates and interacts with colleagues, oustomers and

clients, and work we= in a team to achieve resu撮e. Leve=

5. Change Adaptation. Works effectively with a variety Of people and situ純ons and adapts one's thinking, behavior and

style appropriately in dea=ng w柵change. Level 1

6. Genderuesponsive management. Promotes gender equalfty and unmen empowerment to address genderLreねted

probiems and issues. Leve=

Fu notional ComDctencies:

1. Administr紬ve Services Management. Develops programs and p亘yects, and mo間z餓and manages resources, both

material and human, in o巾er to furry achieve the set obiectives and targets Of the universfty in general and of the d鵬rent

o~ in part血Lar. Leve=
2. Accounting Management- Manages the processing Of financial transactions according to COA and DBM rules and

regufatiens, maintaining the books Of accounts, analyzing accounts and timely preparattom and submissitm Of required reperts;

manages the preparation Of cheques and disbursements, reかe[ishment, and =quidatien Of cash advances, petty cash, and other

persomel cash emo山ments, and receives co順edibles/ payments in accordame w肌relevant r面es and regulations. Level 1

3. Use Of Information and Communications Technology qcTトImpk細ents the effective iden輔eatton, se蜘′ acquis轍e0,

development, utH蜘, and protectitm Of technologies ln accordance w肌the mandate Of the unit, that wNl result to e情cient

and effective delivery Of serviees by ensuring responsiveness to the needs Of stakeho旧er. LeveL1

4. Critical Thinking and Problem Solving - Ana咋総, computes, and inteprets resu低by app回ng appropriate strategies and

methodotw to arrive at sound decisions in a leaming environment Leve=

This off℃e h即ly encourages al=nterested and qualmed app=cants and promotes equal emprtyment opportunfty to aM men

and women at a剛eveis Of posititm without disc血inatien regardless Of age, gender, civn status, person w軸disab岬y qu),

剛gien, ethnieity, politieal affilietien to include members Of the面卸genous communities and those with diverse sexual

orientat加, gender identfty and expression (SOGIE).

led applicants should signify their interes=ty applying on line at jobs.vsu.edu.ph not later than April 29,

He如, Accounting O舶e
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