
HUMAN RESOURCE

MANAG岳M各N丁O干FIC且

G/｢ Ad調面st｢ation Bu脚ng

Visca, Baybay City. Leyte, 6521 -A PHILIPPINES

丁elefax: +63 53 563 7643;Local 1060

Email: odah｢d@vsu.edu.ph

Website:州w.vsu.edu.ph

FOR HIRING

One (1) Administrative Aide 1ll (C音e｢k i)

(Casual)

cSc鵬ini調um Qu劃i筒ca傭ons:

1. Education:　　　Conpletion of 2 years studies in college

2. Experfence:　　None Required

3.丁画面的:　　　None R印ui｢帥

4.日和b=時　　　　None R印ui｢帥

Should possess the following competencies:

Co記comp鏡eれdes:

1. Exempli郎ng lntegrty and Professionalism. Demonstrates h喝h standards of professional behaviour, adhering to ethieal

as we= as moral prineiples, values, and standards Of publie offiee. Leve=

2. Delivering Service Exce=ence - Complies w肌VSU’s established standards of serviee delivery for customer satisfaction.

｣eve=

3. Communication Savvy - Effectively delivers messages that siniply focus on facts or infomation. Level 1

4. Interpersonal relatonship management. Effectively conmunieates and interacts w肌colleagues, customers and

clients, and work wel=n a team to achieve resu甑e. Leve=

5. Change Adaptation - Works effectively with a variety Of people and situations and adapts one's thinking, behavior and

style appropriately in dealing with change. Leve=

6. Gende冊esponsive management. Promotes gender equality and women empowement to address gender-related

problems and issues. Leve=

Fundional ComDctencies:

1. Administr袖ue Se面ces Management. Develops programs and projects, and mobilizes and manages resources, both material and

human, in order to fully achieve the set o鴫ctives and forgets Of the universfty in general and of the different

offices/coifeges/deparments/centers in par館oular. Leve=

2. Documents and Records Managenent. Applies and adapts records management standards related to the cycle of records in the

university whieh are conducted to achieve adequate and proper docunentalton Of government polieies, transac的ns and effe伽ve

management Of the university operafrons. Leve=

3. Use Of lnfomatn and Cormunicatons Technology 0cT) - Implements the eifec噛ve identificaton, selecton, acquis胸on,

development, utmzaton, and protecton of technologies. 1n accordance with the mandate of the unit that will result to effieient and

eifective delivery of servtoes by ensuring responsiveness to the needs of stakeholder. Leve=

4. Critical Thinking and Problem Solving - Analyzes, computes, and inte町rets resu他e by applying appropriate strategies and

methodology to arrive at sound decisions in a learning environment. Leve=

5. Waste Management- Implements and ensures the eifec噛ve waste segregaton, collection, disposal through stakeholders’awareness and

empowerment in accordance with Republie Act 9003 that lead to deaner and greener University adherence to natonal and

internatonal sanitaton and po=uton level standards. Leve=

This off鵬hishly encourages all interested and qual師ed applieants and promotes equal employment opportunfty to a= men

and women at all levels of position without discrimination regardless Of age, gender, civil status, person with disability (PWD),

rel屯ton, ethniefty, po榊eal a鮒liatien to inelude members Of the ind鳴erous communities and those with diverse sexual

orientation, gender identity and expression (SOGIE).

Interested and quamed applieants should s鳴nify their interest by applying on line at jobs.vsu.edu.ph rot later than May 1 9,

2023一

鵬s. HONE触V. COしis
Director, HRMO

Visayas State U niversity

N o晒二

D｢. DAME

Vice P晦S紀

し各Sし惟S,TAN

nt fb｢ Adm活ist旧くion and Finance

Vision:　　A gI°ba=y compe軸ve university for science, tec加ology. and e面｢onmen書al c○nseNa書jon･

Mission:　Development of a highly competitive human resource, cutting-edge scientific knowledge

and innovative technologies for sustainabie communities and envi｢onment･
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