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FOR HIRING

One (1) Administrative Aide l‖

(Casual)

cSC曲れi調u調Qu創i佃ca鮎ons:

1. Ed嶋a的n:　　Com山側on of2y餌場s仙dies in o0嶋ge

2, Experfence:　　None Required (but preferably with experience and skills in Machinery Fabrication and

軸ain(enance

3. Training:　　　None Required

4, El喝ibiifty:　　　None Required

Should possess the fo=owing competencies:

Co鳩comp鏡en働es:

1. Exemplifying lntegrty and Professionalism - Demonstrates噂h standards of professional behaviour, adhering to ethieal

as we= as moral prineiples, values, and standards of publto offiee. Leve=

2, Delivering Service Excellence - Complies w肌VSU 's established standards of serviee delivery for customer satisfaction.
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3. Communication Savvy - Effectively delivers messages that siniply focus on facts or infomat加. Leve=

4. Interpersonal relatonship management. E竹ectively communieates and interacts w軸colleagues, customers and

clients, and work we= in a team to achieve results. Leve=

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

s勅e appropriately in dealing win change. Leve=

6. Gendermesponsive management. Promotes gender equalfty and women empowerment to address gender-related

problems and issues. Leve=

Functional ComDetencies:

1. Administratve Services Management- Develops programs and pr旬vcts, and mobiwzes and manages resources, both material and

human, in order to fully achieve the set o助ec鵬ves and targets Of the universfty in general and Of the different

offiees/Colleges/departments/centers in par噛oular. Leve=

2. Doouments and Records Management. App廟es and adapts records management standards reぬted to請e cycle Of records in the

universfty whieh are conducted to achieve adequate and proper documentaton Of government polieies, transactions and eifec館ve

managenent Of the university operafrons. Leve=

3. Use Of lnfom雛on and Communic紬ons Tchnofogy un - Implements the e佃ec伽o iden朋caton, selecton, acquis師on,

deve時ment, utiliza鯖on, and protee噛on Of techrdogies. 1n accordance w軸the mandate Of the unit, that w潮result to effieient and

effective delivery Of servrfes by ensuring responsiveness to the needs of stakeholder. Leve=

4. C同ca=hinking and Problem Solving - Analyzes, computes, and inte巾rets resu胸e by applying appropriate strategies and

methodobgy to arrive at sound decisions in a leaming environment. Leve=

5. Waste Management- Implements and ensures the e怖ective waste segregaton, co博ecton, disposal through stakeholders'awareness and

empowerment in accordance win Republie Act 9003 that lead to c励ner and greener Univer叫adherence to natonal and

internatonal sanitation and poHuton level st劃dards. Leve=

This offke hiehly encourages a旧nterested and qual師ed appliean(s and promotes equal empbyment oppo血nfty to all men

and women at all levels Of position without discriminat加regardless Of age, gender, civil status, person with disab輔ty (PWD),

re噂on, ethnieity, politieal afflliatien to include members of the ind鴫enous communities and those with diverse sexual

orientation, gender identfty and expresstom (SOGIE).

Interested and qua胴ed applicants shou旧s鳴nfty their interest by applying on line atjobs,vsu,edu,ph not later than July 25,

2023.

二組P｢of, MARL .丁A鵬Bis

Assistant Di記cto｢ーPRCR丁C

Vision:　　　A gioba=y competitive university for science. tec而ology, and envj｢onmenta書consewation.

Mission:　　Development of a highly competitive human ｢esou｢ce, cu紬ng-edge scientific knowledge

and innovative technologies for sustainable communities and environment.
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