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PUBLICATION OF VACANT NON-ACADEMIC PLANTILLA POSITIONS

Position Titie

Plantilla Item No.

Salary
Grade

Wionthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experiance

Eligibility

Place of

Duties and Responsibilities:

ADMINISTRATIV
E ASSISTANT V

CASUB-ADASS5-266-2016

g

27,000.00

Coterminous
with the official
being served

Completion of two
years studies in
college

B hours of relevant

training

2 years relevant
experience

Career Service
SubprofessionalfFir
st Level Eligibllity

Cavite State
University Main
Campus (Internal
Aulit)

Manage the appointmants/schedule of activities of the unit head and its’

|funclion;

Review and assess documants as to completeness, accuracy of staff work,
and compliznce to existing rules and regulations prior to endorsing the unit
heads for information/ approval! instructions;

Coordinates andior prepares, edits, and distributes carrespondence,
reports, studies, forms, and documents.

Handle critical and confidential matiers as assigned by unit head;

Provide administrative supporl to office;

Explzins and disseminates information conceming agency programs and
procedures;

Responds to inquiries regarding technical program or administrative
regulations, policies, and procedures;

Perform other task assigned by higher authorities.

EDUCATION
PROGRAM
SPECIALIST I

CASUB-EPS2-2-1998

16

38,672.00

Permanent

Bachelor's degree
relevant to the job

4 hours of relevant

training

1 year of relevant
experience

Career Service
Professional/Secon
d Level Eligibility

Cavite State
University Main
Campus
(Extension)
Services)

Understands stakeholders' REE needs and requirements
Prapares concept paper on programs/ projects that will help imoprove
university's R&E Performance

Reviews and revises existing R&E programs '‘projects

Assisis in disseminaling R&E resulls

Assists In establishing linkages with pariners and stakeholders
Acts like a focal person of a particular R&E projects

" | ADMINISTRATIV
E OFFICER|

CASUB-ADOF1-277-2016

23.176

Pemanent

Bachelor's degree
relevant to the job

None required

Nane required

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus (Bacoor
Campus)

Assists in the implementation and manltoring of office programs, projects
and aclivities:

Manage specific task on the unit such as special assignments,
Co-ordinate works in other inlamal departments or other external agencies;

Prapare documents needed in responding various issues and concerns
relative to operations of the unit;

Prepares raports on the operation of a unit group of small units for use by
|higher-level deparimerital officials;

Prepare correspondences, meeting briefs, records of discussions, reports,
and other necessary documents;
Keepe and maintains all pertinent records;

Perform other task assigned by higher authorities.

FARM WORKER
1

CASUB-FAWK1-2-1588

13.819

Permanent

AP

Elementary
graduzte

None required

.

ANALYN A. MOJICA
QIC. Records Officz
CwSU, tndang, Cavite
U2~ 2022

None required

PROVED FOR POSTING:

None required
(M.C. 10 5. 2013
Catlh

Cavite Slate
University Main
Campus

Cares for livestock and pouitry, including the cleaning, feeding. weighing,
and medication of animals; checks animals for sickness and other
disorders,

Operate and maintain farm machinary and equipment

Repair and maintenance of farm facifities

Plani, fertilize, cultivate, spray. imigate and harvest crops

Perform other related task assigned by higher authorities

“g\k\kkm&(



No,

Position Title

Plantilla ltem No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Quallficatio

n Standards

Education

LIBRARIAN |

CASUB-L1B1-258-2016

11

27.000

Permanent

Bachelor's degree
in Library Science
or Information
Science in
Education/Arls
major in Library
Science

Training

none required

none reguired

Experience Eligibitity

Place of
Assignment

Duties and Responsibilities:

RA 1080 (Libranan)

Cavile Stale
University
Carmona Campus

Library acquisition, classification and dessimination of library materials
(Books, e-boaks, online malerials)

Ensuring the library meets the neads of precise groups of its users,
including postgraduate students and disabled students.

Collecting and cataloging library resources including books, films, and
publications.

Maintaining library records and ensuring they are up lo date.

Overseeirg lhe check-out procass for books and other resource materials.

|Perform other tasks assigned by higher authorties.

EXECUTIVE
ASSISTANT iV

CASUB-EXA4-46-2023

71.511

Coterminous
with the official
being served

Bachelor's degree

3 years of
experience

16 hours of
relevant training

Career Service
Professional/Secon
d Level Eligibility

Office of the
University
President

*Directs and pariicipates In the work of & group of exscutivEs in performing
a variety of administrative and techinical duties which assist executives in
reaching or implementing substanlive decisions.

*Performs a variety of administrative and {achnical dulies which assist
executives in reaching or implementing sustantive decision and advising the
axaculives on matters relative lo departmental policies and procedures.

“Consults with other government offices on mutual problems.

*Condlucts necassary studies and discussions and submils
recommandations for action,

“Assigns work to subordinate personnel, gives inslructions on work
meihods and procedures, reviews finished work and recommends aclions
for conformance 1o established policies, precedents, and regulations.

*Other task assigned by higher authorities.

EXECUTIVE
ASSISTANT Il

CASUB-EXA3-45-2023

57,347

Colerminous
with the official
being served

Bachelor's degree

2 years of
experience

8 hours of relevant
training

Career Service
Professional/Secon
d Level Eligibility

Office of the
University
President

*Prepares memoranda on matiers being considered by executive bodies
and prepares actions te implement decisions reached.

*Gives axpert advice and assistance in particular areas of specialization.

*Advises on policy based on precedenis and exparience.
*Establishes o ures.

*Receives persons seeking assisiance or advocating ceriain actions, her as
their requests and takes aclion lo comply or explain why requests cannot be

aranted.
*Verify reports end acled documents prior to submission.

*Other task assignad by higher authorities.

APPROVED FOR POSTING«

ANALYN A. MOJICA
QIC, Records Office
w8, indang, Cavite

?2-20-3022
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Position Title

Plantilia item No.

Salary
Grade

Monthiy
Salary

Status of
Appointment

Quallification Standards

Place of

Education

Training

Experience

Eligibility

BOARD
SECRETARY |

CASUS-BS1.61.2023

14

33.843

Parmanent

Bachelor's Degree

4 hours relevant
training

1 year relevant
experience

CS Professional/
Second Level
Eligibility

Assignmaont

Duties and Responsibilities:

Office of the
Board Secratary

Backstop and render lechnical assistance to the Board Secretary V in the
formutation and implementation of policies, rules and regulations approved
by the Board of Regents, Academic and Adminisirative Councils;

Prapare documentation and communicalions for appropriate aclions by the
|Uni President;

Monitor information to the diffierent Colleges/Schools for the effeclive and

efficient operation of the University;
Act as a Secretary of the Academic Council, Administrative

Councll, Executive Committee meetings and olher meelings and
conferances called for by the University President:
Prepare agenda of meetings, minutes of meetings of the Academic Coungil,
Administrative Council, Executive Council Meetings as well as provide
pertinent enclosure for adequale documentalion of iterns in the agenda;

Keap records and minules of the proceadings of the Board of Regents and
cther pertinent record of the University: = el
Prepare office memarands, office orders, office circulars and

prepare official communications for other agencies government of private;

Disseminate the approved resolutions passed by the Board (o the officials
and parties concerned subject to the approval of the President; and

Perform other task assigned by higher suthorities.

INFORMATION
TECHNOLOGY
OFFICER Il

CASUB-ITO3-50-2023

24

P80,078.00

Permanent

Master's Degree

4 years in

position/s involving

management and
suparvision

40 hours of training
in managemenl
and supervision

Career Service
Professionall
Second Leve!

Eligibliity

Cavite State
University Main
Campus-
(Management
Information
System Office)

Implements and maintains standards, policies and procedures on the
instaliation, configuration, administration, and maintenance of the database
systems for the primary and ba data centers;

Installs, configures and fine tunes Ihe database systems for the primary and
|backup dats centers,
instalis, configures and finetunes the database management system and
upgrades, paiches. and enhancements to the dalabase:

Coordinates with 3rd party service providers and vendors for the
installation, configuration. and maintenance of the database systems:

Manages, maintains and monitors performance of the database syslems;

Assists the Technical Suppart Head in the conduct of capacity planning on
the database systems to ensure projected requirements are met;

Implements and maintains database securily in coordination with
Information Security Officer; and
Periorm other task assigned by higher authorifies.

APFROVED FOR POSTINGS

ANALYN A. MOJICA
01, Records Office

ety ingdang, Cavite

'b/%/ ”7-3
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Position Title

Plantilla Item No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

10

INFORMATION
TECHNOLOGY
OFFICER Il

CASUB-ITO2-49-2023

P71,511.00

Parmanent

Education |

Bachelor's degree
relevant to the job

3 years of relevant
experience

Training Experience

18 hours of
relevani experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

Career Service
Professional/
Second Leve!

Eligibility

Cavite State
University Main
Campus-
(Managament
Information
Sysiam Office)

Manage sofiware development project and assures lhal applicalions are
deployed in accordance with the proper release and change management
procedures;
Provide the necessary reports for project progress of systems being
developed, and communicate all risks and issues encountered:

Recommend policies and procedures which need to be promulgated for the
use of mission critical applications being developed or aboul 1o be
deploved;

Manage all communications for downtimes, deployments, system upgrades,
and enhancemeanis,

Define the appropriate technology to use for collaboration of the systems
devalopers, and ensuring the integrity and versioning of code repositories;

Develop a configuration management framework to ensure that strategy
and project documents are stored, and their correct versions are properly
identified; and i

Perform other task assigned by higher authorities.

1M

INFORMATION
TECHNOLOGY
OFFICER |

CASUB-ITO1-48-2023

16

P51,357.00

Permanant

Bachelor's degree
relevant to the job

2 yoars of relevant
experience

B hours of relevant
training

Career Service
Professional/
Sacond Level

Eligibiiity

Cavite State
University Main
Campus-
(Managemeni
Information
Sysiem Office)

Encodes data sourcas for system processing;

Operates assigned information systems;

Assists in the maintenance of document management of the institutions;

Assim in the encoding of lechnical reports, letlers, memorandums, and

srfcnms ata validation and verification procedures of TCT database,

iManage the day-to-day provigion of ICT services including the maintenance
of technology infrastructure and operation of ICT-based syslems, ensuring
that service delivery standards are met through regular and systematic
monitoring of systemftechnology performance: and

Perform other task assigned by higher authorities.

INFORMATION
SYSTEM
ANALYST Il

CASUB-INFOSA2-47-2023

16

#39.672.00

APPR(

i

OVED FOR

(Hzogu\—-

ANALYN A. MOJICA
OIC, Records O

ZvSU,

Permaneant

Indan% C

7 Bschalm’s degree |
relevant to the job

e
vite
1 year of relevant
experience

t POSTING

4 hours of relevant
Iraining

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus-
(Management
Information
System Office)

Perform design, implementation, and upgrades of informalion systems lo
meet the business and user needs:

Confers with users and departments to analyze current and projected data
information needs, resources, and system performance and conducts
research aboul new sysiams and modifications. Performs compatibility
studies and cost/benefif analyses and recommends the most cost-effective
approach to mest computer system and user department requirements.

Parlicipates in planning projects relaled lo existing or proposed systems;
tracks project time and costs;

Works with user departments to develop detailed design specifications.
definitions, fiow charts, diagrams, performance crileria, and lesting
methods; develops and documenis operational procadures for data
alements and sources. Incumbenls aiso perform systems maintenance,
conduet testing, implement naw solulions into production environment. and
assist team in providing training and technical guidance lo users and staff in
the use of new or modified sysiems and procedures:

Utilizes approprigie software tools and technigues for syslems analysis.
logic design, applicstions programming, database management, and
Iroubleshooting; and maintains operational integrity of business
applications;

Assists in the planning and future development of the University database
requirements and assists division management in implementation of
required upgrades or replacement of current hardware or database version
releases; and

Perform other task assigned by higher authorities.

NOKM.&,W\
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Salary Monthly Status of Quallfication Standards Place of i
osition Title Iia tem No. i
i e = Grade | Salary | Appointment Education Training Experionce Eligibility Assipnment Diltion tnd Musaonsnaibes:
Deploy, maintain, and troubleshoot appllcaﬁons. including application
servers, associaled hardware, end . and databases;
Meat and coordinale with intemal and e:m;ms! stakaholders to establish
project scope, system goals, and requirements;
Cavite State Develap, analyze, prioritize, and organize requirement specifications, data
—— oR Career Service University Main mapping, diagrams, and fiowcharis for developers and testers lo follow;
13 |SYSTEM CASUB-INFOSA1-45-2023 12 F25,185.00 Permanei Bachelor's degrge None required None required Professional/ Campus- Tran_siala highly techinical specifications inte clear non-technical
ANALYST | relevant to the job Second Level (Managemenl |requirements:
Efigibility information Manage the set-up and configuration of systems;
System Office) |Define and coordinate the execution of testing procedures, and develop test
cases (o serve the overall quallty assurance process,
Deveiop and implement maintenance procedures, monitor systems health,
gather system siatistics, and troubleshoot reported errors and alarms; and
Peﬁwm w__e_r;l-s_k_!mmg___ -
briefs and
Writes arﬁdes faature stories, reporis and ather information materials
|based on interviews, evenis and ofhier sources.
Assists in monitaring and provides admin and technical assistance in
i en| ects and aclivities:
Cavite State | Ceordinate with external and intemal stakeholders of the unit
Career Service | University Main |'Vrites assigned articles for various platforms, particularty for media
hours i : releases and publication;
14 g‘;ﬁ:g;’;:"" CASUB-NFO345.2023 | 18 | P4B725.00 | Permanen | Bachelors Degres | 2 Y92rS Of roevant | & tm‘i’;m“;"’““ P | S (Pl Fassistin re T Se Do Tl
Eligibitity Communication |Manage timefina/preduction schedule of print and digital publications for
Office) websites; -
Prepare adminisirative requirements for the conduct of commissioned
Surveys.
Prepare and edit erticles, letiers, and photos; and
Perform other task assigned by higher authorities.
Formulate and implement the communication plan;
Develop Information, aducation and communication materials, including
Guidebooks, Manuals, presentations, and ather knowledge/awarsness
Cavite State  [producls;
SR CASUB-INFO2-43-2023: - i Career Servics | University Mi'i!;c Coordinate with external and internal stakeholders of the unit;
I g 1 year of reievant | 4 hours of t Professionel/ Campus- {Publi =
15 OFFICER Il (2} CASUB-INFO2-44-2023 15 #36,618.00 Permanent Bachelor's Degree experience training Sonone Vel Affzirs and Prepare/design fesdback survey form;
Eligibifity Comg;nm;illon Prepare and edit articles, letiers, and photos;
ce
Gathar, soft and proofread materials for different sections within the
division; and
Perform other task assigned by higher authorities,
Sourcing relevent information in hard or electronic format.
ite &
Carser Setvice U(n::;::it;‘:i::m Classifying and stering Information for ease of access and retrieval,
CABUB-INFO1-42-2023;
INFORMATION 3 Professional/ Campus- (Public |Answering information-related queries from within the organization and from
16 OFFICER | (2) CASUB-INFO1-43-2023 b P27,000.00 Permanent | Bachelor's Degree |  None required None required Sacond Level AR and the public whare appropriate;
igibilit, T icati
ey Gt g‘;:-j:;al e Adverlising the sarvice internally and extemally; and
Petrfarm other task assigned by higher authorities.
APFROVED FOR POSTING:

ANALYN A. MOJICA
QIC, R-ef:ords Office

dang, Cavite
’Jv‘ao')uaa
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Position Title

Piantilia ltem No.

Salary
Grade

Montnly
Salary

Status of

Appoi

Qualificatiol

n Standards

Place of

Education

Training

Experience |

17

INTERNAL
AUDITOR il

CASUB-IAUD3-44-2023

18

P46,725.00

Permanent

Bachelor's degree
relevant to the job

2 years of relevant
experience

APPROV

Jer

Eligibility

Assignment

Dutles and Responsibilities:

8 hours of ralevant
training

g

ANALY
QIC.R

Career Service

Second Level
Eligibility

'ED FOR POSTING<

A. MOJICA
ords Offige

Cavite State
University Main

Audit)

Campus- (internal

Performs inlemal audits that are complex-lo-highly compiex in nature or
madium to large in scale to delarm'ma compliance with laws, rules,
ulations. policies, and
Coliects and analyzas both qualﬂaﬂve and quantitative data, extracting
limiormation that is significant to the audit. advisory services, or other
engagemeants;
Examines and analyzes management operations, internal control structures
and systems, information technology databases and systems, and
accounting records for reliability, adequacy, accuracy, efficiency, and
compiiance with legal regulations; and reporis eroneous of questionable
fransactions;
Conducts research related to the sudit, advisory services, or other
engagements; develops conclusions on the collected data; and reports
eroneous of guesti ansa and findi

Prepares working papers fo document the results of the !
including interviews, data anzalysis, and other documentatio

Prepares audit repoits of findings, outlines discrepancies, and recommends
comective actions;

Advises Intemal stakeholders on the requirements, liabllities, and penalties
of compliance and nohcompliance with legal regulations; and recommends
improved accounting or management operation systems controls;

Reviews and documenis applicable laws, regulations, policies and
procedures, end financlal and adminisirative controls for the development of
|sudlt procedures:
Prepares or assists in preparing audit reports of findings. outlines
discrepancies, and recommends co| actions;

Assists with developing audit scopes, objectives, procedures, and
deliverables;

Perfu:m other task assigned by higher authorities.

18

INTERNAL
AAUDITOR I {2}

CASUB-1AUD2-40-2023;
CASUB-lAUD2-41-2023

15

36,618.00

Permanent

Bachelor's degree
relevant to the job

TSI, r$dang, cay

1 year of relevant
S¥DErience

4 hours of relevant
training

Career Service
Professionall
Second Level

Eligibility

Cavite Stale
University Main

Augit)

Campus- (Intermna!

Independently plans and conducts complex financialicompliance audits as

responsibie senior auditor in accordance uﬂth accepted auditing standards;
1 it ab nd

Reviews end audits departmental opsmions to assure that planning,

accounting, custodial and control aclivities ars in compliance with

ma { decisions, policies. procedures statut Vi : |

Performs analyses of Lnique or complax opsrations: develops audit findings

and prepares comprehensive formal witten reports idenlifying adequacy

and effectiveness of d&pamnenmf financialfcompliance aclivities; makes

recommendations on adoption of improved operaling policies and

procedures; works wlth nper-hng dapartment representatives to implement

udi

Assists in the dwaiopmant and implementation o! significant policies and

ve to the internal audit

Provides guidance and assistance 100 lower lavel auditing staffs; assists in

an-the-job-training of audil trainees;

Parlorm other task assigned by higher euthorities.

.18

INTERNAL
AUDITOR | (2)

CASUB-IAUD1-38-2023
CASUB-IAUD1-38-2023

11

P27,000.00

Permanant

Bachelor's degres
relevant to the job

None requirad

None required

Career Service
Professional/
Secand Level

Eligibllity

Cavile State
University Main

Audil)

Evaluate financial documents for accuracy and compliance with federal
regulations;

Icentify the financial risk of the organizalion and offer recommendations o
reduce 1isk;

Campus- (Intemal

Identty accounting and financial record-keeping processes tRat can be
improved;
Determine ways 1o cul costs and Improve profitabiiity;

Assess the pfficiency and productivity of internal staff and make
recommendations for improvement,

Present findings lo upper management in the farm of reporis and
presantations:

Parfarm other task assigned by higher suthorities.

e



Puosition Title

Plantilla item No.

Salary
Grade

Monthly
Salary

Status of
Appolntmant

Qualification Standards

Education

Training

Experience

20

ATTORNEY IV

CASUB-ATY4-37-2023

23

#80.003.00

Permanent

Bachelor of Laws

2 years of relevant
experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

8 hours of relevant
training

RA 1080 (Bar)

Cavite State
University Main
Campus- (Lepal
Sarvices Office)

Provides legal counsel In all matters pariaining to their official duties or
CONCaMS;

Reviews and recommends propar aclion on contracts;

Ensures that all proposed intemal policies, rules and regulations are
reviewed and revised as to substance. form and ity

Makes prefiminary studies of administrative charges and conducts formal

nvestigation as required;
Conducts Iga! raaear:l_i’]' and recommends proper action;
interprets sl pelicies affecting the University:
Represants the University in confersnces and seminars involving legal and

licy mattars;
Appears in any case involving the Universily, and

Parform otheér task assigned by higher authorities.

21

ATTORNEY iil

CASUB-ATY3-36-2023

21

£63.997.00

ANALYN A. MO JIC
QIC. Regords Offii:

1 year of relevant
experience
'OSTING:

4 hours of relevant
training

RA 1080 (Bar)

| Providing legal advice and opinions;

Cavite State
University Main
Campus- (Legal
Services Office)

Monitoring the compliance status of submitting entitles, and issuing the—
necessary documents, letters, memes end to ensure legal compliance to
\appiicable exisiing rules and reaulations;
Monitaring the dispute resolution process and to ensure compliance and
r appl i rules and regulations;
Providing a tralive & project support involv al matters;
Conducting research in all legal fields of interest of the university and
| io / conegms;

Ensuring all transactions, operations, policies and procedures are valid,
binding and enforceable under any court of law;

Reviswing/drafting contrects, memaoranda, office orders, and other
documents; Updating, managing & securing the integfity of documentation;

Ensuring that the company’s inlerests are protecied under the law;

Establishing/improving and upholding university policies, guidelines,
gtc; and

Perform olher task assigned by higher autharities.

LEGAL
ASSISTANT 1l
(2)

CASUB-LEA3-34-2023
CASUB-LEA3-35-2023

14

£33,843.00

CGvSU, i
7

Permanent

dang, C
i “B?@al

Management, AB
Paralegal Studies,
Law, Poitical
Sciencs or other
ellied courses

1-year experience
in legal work such
as preparation of
pleadings, legal
opiniong and
memoranda or
legal research

8 hours of training
relevant to legal
work, such as legal
athics, legat
research and
writing, or legal
procedure

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus- (Legal |
Bervices Office)

f-_hm calls of lacking compliance requirement ordocument: |
Handling client inquiries and complaints from submitting entities,
Recelvas, logs, monilors, and reporis all complaints received via phone

Receiving, organizing. maintaining and sefekeeping of documentary
requirements subi ihe covered & n
Providing immediate assistance through constant email engagemenis and

calls, letters and/or email messages:
Prepares periodic status report of the registration status of the covered
entilies:

Adheres to university policies and procedures; and

Perform other task assigned by higher authorities.

LEGAL
23,

ASSISTANT Il
=

CASUB-LEA2-32-2023
CASUB-LEAZ-33-2023

12

28,165.00

Permanant

BS Legal
Managemsnt, AB
Paralegal Studies,
Law, Paiitical
Science or other
alfied courses

None required

4 nours of training
relevant to legal
work, such as legal
ethics, legal
rasearch and
wiiling, or tegal
procedure

Career Service
Professional/
Second Leve!

Eligibillty

Cavite State
University Main
Campus- (Legal
Sarvices Office)

Performs varied relatively difficull legal work;

Supports case preparation by prepéring case summaries and materials;

Assists lewyers during representations in courts;

Research on laws, issuancas, jurlsprudence. rulee and requlations;
Take gction andfor prepare responses to queries and act on routine and
simple lega! issues:
Draft baslc legal documenis and insiruments such as coniracts, deeds and
memoranda;

Comment on the legality and appropristeness of contacts, deeds,
|memoranda, cofrespandences.

Communicate and coordinate cormespondences with various officials and
offices; and

Perfonm other task assigned by higher authorities

WM\S\—



Salary Monthly Status of Quallfication Standards Place of 3
MG, (|} Romih TR oo Grade Salary Appointment Education Tralning Exporience |  Eligibility Assignment a2 Panponsibibiee:
Formulate and recommend a strategy 16 maximize and equally disiribute the
Cavite State  |critical resources based on the consalidated reports of human, financial and
- " C:fefzrwsemm University Main |capital resource requirement of the university;
PLANNING i 2 years of relevant | 8 hours of relevant rofessional/ Campus- Review and analyze data, sfatistics, and reports based on strategic plan of
24 OFFICER Il CASUB-PLO2-31-2023 18 P46,725.00 Permanent Bachelor's Degree sxperients traling Sacond Levs! (Planning hegempmariol
Eligibility Development |Conduct pianning research studies:
Office) mevIda technical assistance in relation to planning and ions.
Perform other task assigned by higher authorities.
Review and analyze key programs and projects to determine relevance,
" value and consistency lo the overall thrust and mandate of the agency;
Caresr Seivios Ufri:::ﬁv lanl:'rn Monitor and review the performance of operating units in terms of targets
PLANNING O o 1 year of relevant | 4 hours of relevant |  Professional/ Campus-  (oetand accomplishments:
25 OFFICER Il @ GCASUB-PLO2-30-2023 15 £36,619.00 Permanent | Bachelor's Degree experi training s Level (Planning Assists in the development of program/ project concepts/ terms of reference
Eligibiitty Development and frameworks (hal will address or respond 1o issues and concerns based
Officz) on outcome of 1 studies 1 s — -
Assists in publishing the Agency Annual Report. web postrng. prapare
|advocacy materials of the conferences/workshops:
Pelfnm- other task aesigned by higher authorities.
Assists in deve lans or rams whenever necessa
Preparus preliminary evaluation of all reports received in the progress of
Asslu!ﬂ in the preparation of summary of reports and other development
matarials received and gathered;
Cavite State Assists in cnordtnaﬁn? acﬁvges of different offices that are linked in the
ion El El ams: and
ke CASUB-PLO1-27-2023 . . omsrdocinS ”"'c":ﬂ;‘ma'" Assist In conducting the agency performance planning and review
26 OFFICER | (2) CASUB-PLO1-28-2023 11 #27,000.00 Permanent | Bachelor's Degree |  None required Nona required Second Level {Planning conference annually for the purpose of discussing the Office assessment
Eligibiity Development for the preceding performance period and plans for succeeding rating
Office) period with concerned ofiice:
Assisl in developing program/project concepts and frameworks that address
or respond to issues and concems based on outcome of research studies
and survevs;
Assis| in monitoring the performance of operating units In terms of set
targets and accomplishment:
Perform other task assi by higher authorities.
Cavite State Supervises the project teams in the conduct of various scheol effectiveness
PROMEL 2 years of refevant | & hours of relevant C:::feersfmﬁe University Main 1o o S0 Stems and
e ye. relevan ours of relevan ssiona £ as the team erin u studies on systems an
= g:iilézpl:‘lzw = i TR PHuRo PEhiiohy Degres experience training Segcond Level Ca&p:;é::::ﬂ procedures and in the development of organization-wide framework and in

Eligibility Office) the facilitiation of syslems treining; and
Peiform other task assigned by higher authorities.

Assists on the supervision of all business activities/projects/programs
engaged in by the University;
c et Cavile State Coordinates with the Tr:m t;o}ggp:s and unils on the praparation of the

reer ce i . |instruction and resear & A

28 ;:3"558;“5“ gﬁggg%ﬁggﬁg 15 P36.610.00 Pasanent Bachelor's Degree 1 year nf‘reievan: 4 hours ﬁw\ram Professional/ Cgawpi?-'?l’hr:;ncl Evalumgs project g.mposals and endorse the same to tha Admin Council for
OFFICER Il (2} exparience training SQv:t?nd Level Management @ggrognate gctions:

Eligibility Office) Assisis on the submission of programs and plans for the development,
expansion and improvement of extension-type and ather income generating
activilles;

Perfomn other lask assigned by higher authorities.
APPROVED FOR POSTING:

o

ANALYN A. MOJICA

QIC. Records Offise

“VSU, Indang, Cavite
>N
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Position Title

Plantilia ltem No.

Salary
Grade

Monthly
Salary

Status of

Appointment

Education

28

PROJECT
DEVELOPMENT
OFFICER 1 (2)

CASUB-PDO1-22-2023
CASUB-PDO1-23-2023

1"

£27,000.00

Permanent

Training

Quallficatio

n Standards

Exporience

Bachelor's Degree

None required

Eligibil:

Place of
Assignment

Duties and Responsibilities:

None required

Caraer Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus- (Project
Management
Office)

Participates in development of project for collaboration and/or partnering
with other institulions or industries

Collaborates with other agencies and industries to develop feasible ideas
\towards sustainable devalopment of the universily;
Liaises and coordinales with key managers across organizations as
appropriate with aim to improve project implementation, monitoring and
evaluation processes;
Provides backing to the team by providing strong data-driven suppon
across communication, marketing and e . efc:;

Identifies appartunities o build on engagement of stakeholders or funder
groups;
Plays 2 role In the identification, development and analysis of new and
axisting opponunities to augment or enhance relaied departmental
activilies: and

Perform other task assigned by higher authorities.

SUPERVISING
ADMINISTRATIV
E OFFICER

CASUB-SADOF-20-2023

#71.511.00

Permanent

Bacheior's degres
relevant to the job

2 years relevant
experience

16 hours relevant
training

Career Service

Professional/

Second Level
Eligibility

Cavite State
University Main
Campus- (Office
of the
Administrative and
Support Services)

Support the Chief Administrative Officer in ensuring the smooth operation of |
all units under the Finance and Adminisirative Division:

Align work outputs and processes to the division directions and priorities
and ensure conformance lo internal and external policies thal are applicable

o the division;
Review, develop and recommend internal work processes, guidelines.
slandards, policies and procedures thal are applicable to the division in
idel| 2 ight S:
Prepare the Work and Financial Plan (WFP) and Project Procurement
24 jon;
Supervise and monitor the implementation of division programs and
projects. palicies and guidelines and recommend solutions to address
implementation lems.
Update the Division Chief on the status of division tasks regularly.
Supervise preparation of budget and financial management functions and
activities:
Monitor and review the outputs of subordinates agains! performance
standards,
Provide inputs 1o the division chief in rating the performance of
subordinates, idantifies performance paps and proposes staff development
needs.
Asslist in the implementation of other programs and aclivities; and

Perform other task assigned by higher authorities.

SUPERVISING
ADMINISTRATIV
E OFFICER

CASUB-SADOF-21-2028

22

P71.511.00

APFR

Permanent

DVED FO

Bachglor's degree
relevant to the job

-

ANALYN A. MOJICA

QI

~wSU, indang,
E/

ecords

3 years relevant
exparience

R POSTINGs

16 hours relevant
training

Career Service
Professional/
Second Level

Eligibility

W\W\E

Cavite State
University Main
Carnpus- (Offics

of the Finance

Management

Division)

\

N

Support the Chief Administrative Officer in ensuring the smooth operation of
all units under the Finance and Administrative Division;

Align work outpuls and processas to the division directions and priorities
and ensure conformance Lo internal and external policies thal are applicable
o the divigion;

Review, develop and recommend internal work processes, guidelines,
standards, policies and procedures that are appliceble to the division in
compliance with the guidalines of OMS and other oversight agencies;
Prepare the Work and Financial Plen (WFP) and Project Procurement
Mznagemeni Plan (PPMF) for the Division:

|nanagemert 7 ar

Supervise and monitor the implementation of division programs and
projects, policies and guldelines and recommend solutions to address
implementation problems;

Update the Division Chief on the status of division tasks regularly;

Supervige preparation of budget and financial management functions and
activities;

Evaluaie and submit pericdic and special reporis for the divigion,

Monitor and review the outputs of subordinates againsi performance
standards;

Provide inputs to the division chief in rating the performance of
subordingtes, identifies performance gaps and proposes staff development
needls:

Assist in the implementation of other programs and aclivities; and

Pearform otiver task essigned by higher aufhorities,



Salary Wonthly Status of Qualification Standards Place of =
Now | (Pesiion Tits Flsnthia tters No- Grade Salary Appointment Education Training Expsrience Eligiblity Assignment Duties S5t Resprosiiiites:
Recards all official financial transactions, joumal entries and accounts
classification;
Bachelor's Dagrea ‘ Keep an&‘ maintain complete, accurate and update subsidiary ledgers for all
. Cavite Stale  |accounts;
e University Main  [Raview and certi rollicompensation of university parsonnet;
Business 1 year of relevant | 4 hours of reievant | RA 1080 (Cerlified
32 |ACCOUNTANT|  CASUB-A2-19-2023 - FI9TRL0 |, (Permanant Administrafion axperience training Public Accountant) | f ampur;g Analyze and verifies financial statsments and schedules;
Arg::ltli:\g Office) Review and cerlify book of accounts payable;
Suparvise the preparation of financial slatements, reconciliation and
lanalysis of accounts. claims and other records; and
Perform other tasks assigned by higher authorities.
Keap and maintain complete, accurale and update subsidiary ledgers for all
accounts and monitor cash balances;
Prepares financial reports as well as other reports for budget hea_rlng7 1
Bachelor's degree RUrpeses;
in Cavite State 2
Analyze and verifies financial statements and schedules
ACCOUNTANT Commerce/Busines University
33 i CASUB-A3-1-1998 19 51,357 Parmanent e AHmInsHaRan hours relevant tmlnlr&r ralevant experied RA 1080 (CPA) ( ing ;
major in Office) Review and cerlify payroll/compensation of universily personnel
Accounting
Supervise lhe preparation of financial statements, reconciliation and
APPROVED FOR ‘POSTING: |analysis of accounts, claims and other records; and
’
— Perform other tasks assigned by higher authorities.

—

Letter of application
Applicant's Portfolio (includes the resume, photocopy of TOR and Diploma, and other supporting documents about the applicant’s credentials)
IPCR and SET ratings (for CvSU employee) in the present position for one (1) year, if applicable. Performance rating from last employer, if any (for

non-CvSU employee)

LR
ANALYN A. MOJICA
CIC. Records Office
inteﬁkeci fgﬁuqualiﬁed applicant may send their letter of apﬁli&é‘%ﬁ)ﬁ%%:gﬁahe President with the following documents on or before -

Photocopy of certificate of eligibility/license/rating (if applicable)

Applicants shall have at least a “Very Satisfactory” performance rating in the last two rating periods (CvSU employee) or in the preceding year as
certified by the previous employer (non-CvSU employee).

Non-CvSU employee shall submit a certificate of good moral character as certified by the immediate supervisor in the immediate employment.

mu_‘u\;\i—




EEOP statement:

1. Prioritization of pregnant women, lactating/breastfeeding mothers and differently able applicants/employees shall be ensured during the conduct of
interview and exam.

2. Examination and interview of applicants with disability shall be administer through the assistance of Special Education Teachers from the College of
Education.

3. During the interview, the HRMPSB members shall only ask question related to selection criteria. Panelist may only ask questions about candidates’
disability only in so far as to determine whether the same may put the life of the person or their colleagues in danger.

APPROVED "OR POSTING:
., ANALYN A. MOJICA
CIC. Recaords Offize
wSU, (ndang, Cavite
7)’36/;0%



