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One (1) Adm師st｢ative Aide Ⅲ (Cie｢k i)

(Casual)

CSC Minimum Qualifications:

1. Educaton:　　Comrm of 2 years studies in college

2. Expenence’　　No鵬Required (b山preferably with clerical work experience on HR services)

3. Training:　　　None Required

4. Elゆ酬時　　　　None Required

Should possess the following competencies:

Core competencies:

1. Exempf帥ng integrity and Professionalism 〃 Demonstrates噂h standards Of professtonal胸ur, adhering to ethtoal

as wen as moral princip廃, va山es, and standards Of publie offiee. Level 1

2. Delivering Service Exoellence - Comp国es with VSU,s estab=shed standards Of serv鵬dewery for customer satisfaction.

Level1

3. Communication Savvy - Effectively delivers messages that simply focus on facts or infomat加. Level 1

4. Interpersonal relationship management. Effectively communieates and interacts w肌co冊eagues, customers and

clients, and work W訓in a team to achieve results. Level 1

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. Level 1

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

problems and issues. Level 1

Functional ComDetencies:

1. Admini如紬ve Senrice3 Man的刷れen(･ Develops programs and pr% and同断睦e and manages resources, un material and

human, in order to fu=y achleve the set o勘ectves and targets Of the universfty in general and o=he different

offices厄ollegestdepa巾entstcenters in par筒oular Level 1

2. Documents and Record8鵬nagement. App部es and adapts records managenut standards related tome cycle Of records in the

univer時which a記conducted to achieve adequate and proper dcounentaton Of govem両h pohoies言ransac的ns and effectwe

management of the universfty ope~ Level 1
3. Use Of lnform紬飢and Coimunic紬ons T~ un.申ptements the e軸e idenf断caton, se固on, acquisfron,

deveめptw u馴~aton, and protec的n Of techrotogw3s Ill acoo~ with仇e mandate Of the un競, that wiw result to efficient and

effedive derty Of services by ensuring responslveness to the needs Of stakeho柏er. Level 1

4. C同cal Thinkino and Problem Solving - Analyzes, compu艇s, and inter剛ds results try am appropr胤e strategres and

methodotogy to arrive at sound decisions in a固面ng environrfu Level 1

5. Human Recou｢ce鵬nagement and Development- Searches, attracts and assesses画candidates and guides the appoin面g

au請orty in choosing the t勝=it for the job at the right f厄in accordame w肌tegal requirements to achreve organisatonal

goals Level1
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and worm at a冊鵬is Of叩sm without discriminat面regardless Of age, gender, civw status, person with disab岬Ou),

剛かon, ethniefty, po航ieal affi=a的n to ir面ude members Of the indisenous communities and those with diverse sexual

orfentatm, gender idenfty and expression (SOGIE).

Interested and qua輔ed app凪eants shouid sisnify their interest by applying on One at jobs.vsu.edu巾h not later than July 24,

苗嘉
Di鳩c!o｢, HRMO

Visay謎State Unive｢s時
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