


2 Administrative Officer ADOF1-55- 10 23176 Bachelor's degree None Required None Required Career Service Core: VSU MAIN 
I (Records Officer I) 2023 (Professional) 1. Exemplifying Integrity and Professionalism - Level 2 (Records 

Second Level 2. Delivering Service Excellence - Level 2 and Achives 
Eligibility 3. Communication Savvy - Level 2 Office} 

4. Interpersonal relationship management - Level 2

5. Change Adaptation- Level 2

6. Gender-responsive management - Level 1

Functional: 
1. Administrative Services Management- Level 2

2. Documents and Records Management- Level 3
3. Critical Thinking and Problem Solving - Level 2
4. Use of Information and Communications Technology (ICT)-

Level2
5. Facilitation - Level 3
6. Process Management - Level 3 
7. Quality Assurance- Level 2

8. Report Writing - Level 2

9. Monitoring and Evaluation - Level 3
10. Peer Mentoring - Level 2

3 Administrative Officer ADOF1-56- 10 23176 Bachelor's degree None Required None Required Career Service Core: VSU MAIN 
I (Records Officer I) 2023 (Professional) 1. Exemplifying Integrity and Professionalism - Level 2 (Records 

Second Level 2. Delivering Service Excellence - Level 2 and Achives 
Eligibility 3. Communication Savvy - Level 2 Office} 

4. Interpersonal relationship management - Level 2

5. Change Adaptation- Level 2

6. Gender-responsive management - Level 1

Functional: 
1. Administrative Services Management- Level 2

2. Documents and Records Management- Level 3
3. Critical Thinking and Problem Solving - Level 2
4. Use of Information and Communications Technology (ICT}-

Level2
5. Facilitation - Level 3
6. Process Management - Level 3 

7. Quality Assurance- Level 2

8. Report Writing - Level 2

9. Monitoring and Evaluation - Level 3

10. Peer Mentoring - Level 2




