Office of the Vice President
for Administrative and
Support Services



PUBLICATION OF NON-ACADEMIC VACANT PLANTILLA POSITION

Position Title

Plantilla tem No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADAB-18-2023

APPROVYED FO#

#17,553.00

R POSTING

——

ANALYN A. MO

Tallalillw]

ancsle

ICA

Permanent

Completion of two
years studies in
college

None required

None required

Career Service
Subprofessional/F
irst Level Eligibility

Cavite State
University Main
Campus (Office of
the Vice president
for Administrative
and Support
Services)

§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Office of the
Vice President with other offices and with
staff, by calendaring, following up and
confirming attendance to meetings for
efficient coordination and utilization of
personnel time;

§ Receives, records and routes documents
addressed to the Office of the Vice
President;

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and
security of files;

§ Documents proceedings and agreements
of meetings as assigned by the Office of
the Vice President, distributes copies of the
minutes to concerned parties as well as
files a copy for future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company
units/departments;

§ Perform other task assigned by higher
authorities.

oo

WITUO

PN
LAY -]

CvSU, Indang, Cavite
June 30, 2023

T Oraraggrre




ASSISTANT Il

APPROYED FOR POSTING

ANALYN A. MOJICA

b—

college

experience

training

irst Level Eligibility

for Administrative
and Support
Services)

Salary | Monthly Status of Qualification Standards Place of ;
i No. Duties and Responsibilities:
Position Title Plantiia ltem Grade Salary | Appointment Education Training Experience Eligibility Assignment P
§ Assist in coordinating administrative
functions of the program;
§ Assist in coordinating with General
Services and administrative works;
§ Draft communications and reports.
§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;
§ Serves as a liaison with other
departments and operating units in the
resolution of day-to-day administrative and
Cavite State operational problems;
University Main
Completion of two 4 hours of Career Service |Campus (Office of Establishes and maintains record
ADMINISTRATIVE CASUB-ADAS2-14-2023 8 #19,744.00 Permanent |years studies in 1 year of rajevant relevant Subprofessional/F | the Vice president S

systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by
the position;

§ Assists in planning meetings,
conferences, and seminars;

§ Perform other task assigned by higher
authorities.

OIC, Records Office
CvSU, Indang, Cavite

June 30, 2023




Position Title

Salary

Plantilla tem No. Grada

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Tralning

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADAB-24-2023 6

APPROYED FOR POSTING

#17,553.00

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Management
Information
System Office)

§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time;

§ Receives, records and routes documents
addressed to the Chief/Unit Head;

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and
security of files;

§ Documents proceedings and agreements
of meetings as assigned by the Chief/Unit
Head, distributes copies of the minutes to
concemed parties as well as files a copy for
future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company

units/departments;
i — § Perform other task assigned by higher
ANALYN A. MOJICA authorities.
D!C, Rdcords. ice

CvSU, Indang, Cavite
June 30, 2023

.




Salary Monthly Status of Qualification Standards Place of ; e
Positlon Titie Fianiia Hom o, Grade Salary | Appointment Education Training Experience Eligibility Assignment Dt REspusbitey:
Deploy, maintain, and troubleshoot
applications, including application servers,
associated hardware, endpoints, and
databases;
Meet and coordinate with internal and
external stakeholders to establish project
scope, system goals, and requirements;
Develop, analyze, prioritize, and organize
requirement specifications, data mapping,
diagrams, and flowcharts for developers and
testers to follow;
Cavite State
INFORMATION Career Service | University Main |Translate highly technical specifications into
SYSTEM ANALYST | CASUB-INFOSA1-46-2023 12 | 20,165.00 | Permanent |Bachelorsdegree | .. required |None requirea| Frofessional il e
| e relevant to the job Second Level (Management
Eligibility Information
System Office)

APPROYED FOR POSTING

ANALYIN A. MOJICA

- _—

OIC _Rdcords Office

Manage the set-up and configuration of
systems;

Define and coordinate the execution of testing
procedures, and develop test cases to serve the
overall quality assurance process;

Develop and implement maintenance
procedures, monitor systems health, gather
system statistics, and troubleshoot reported
errors and alarms, and

Perform other task assigned by higher
authorities.

CvSU, Indang, Cavite

June 30, 2023

T Vrcannige




Salary | Monthly Status of Qualification Standards Place of
i itle Plantilla tem No. . - = . Duties and Responsibilities:
sy Grade Salary | Appointment | Education Training Experience Eligibility Assignment P
Encodes data sources for system processing;
Operates assigned information systems;
Assists in the maintenance of document
management of the institutions;
Cavite State
Career Service University Main
INFORMATION 2 years of 8 hours of ) e 1 ’
Bachelor's degree Professional/ Campus- Assists in the encoding of technical reports,
;I;-‘.:g;—éhéc;LIOGY CASUB-ITO1-48-2023 19 ®51,357.00 | Permanent relevant to the job . ;elee:::ée rt?;?r\:i?‘nt Second Level (Management |letters, memorandums, and others;
P 9 Eligibility Information
System Office)
Performs data validation and verification
procedures of TCT database;
Manage the day-to-day provision of ICT
services including the maintenance of
technology infrastructure and operation of ICT-
based systems, ensuring that service delivery
standards are met through regular and
systematic monitoring of system/technology
performance; and
APPROYED FOR POSTING
Perform other task assigned by higher
authorities.
- L
ANALYN A _MOQUICA

OIC, Records Office
CvSU, Indang, Cavite
June 30, 2023

7 b w‘




Salary | Monthly Status of Qualification Standards Place of I
i Title lantilla item No. - - Duties and Responsibilities:
Position Tit Plantilla Grade Salary Appointment Education Training Experience Eligibility Assignment P
Manage software development project and
assures that applications 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 about to
be deployed;
& Sardh UC.avite. St;tg Manage all communications for downtimes,
INFORMATION Bachelor's degree Bivedrs of 38 haurs.of I:rroefee;sizr:afl m(\;er:Igas-am gﬁﬁfﬁcﬁ?ﬁﬁymm parades, and
;IE:g:-éPIJEORL“OGY CASUB-ITO2-49-2023 22 P71,511.00 Permanent relevant to the job . ;el:r\if::ct:e e;eleer\:::‘t:e Sesond Lavel (Management
P P Eligibility Information
System Office)

APPROYED FOR POSTING

[

ANALYN A MOUICA

Define the appropriate technology to use for
collaboration of the systems developers, 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

Perform other task assigned by higher
authorities.

OIC, Records Office
CvSU, Indang, Cavite
June 30, 2023

o |




Salary | Monthly Status of Qualification Standards Place of .
ition Tit Plantilla Item No. - —=~ ) - . Duties and Responsibilities:
Pasiioh e " Grade Salary | Appointment Education Training Experience Eligibility Assignment P
Implements and maintains standards, policies
and procedures on the installation,
configuration, administration, and maintenance
of the database systems for the primary and
backup data centers;
Installs, configures and fine tunes the database
systems for the primary and backup data
centers;
Installs, configures and finetunes the database
management system and upgrades, patches,
and enhancements to the database;
4 years in 40 hours of ' Cavite State  |coorginates with 3rd party service providers and
INFORMATION postionss | tmningin | CCLCEE | UM o o th ealatien, corfgurstor, and
TECHNOLOGY CASUB-IT03-50-2023 24 | P90,078.00 | Permanent | Master's Degree involving | management g SRR SR
Second Level (Management
OFFICER Ill mansgemetang|  snd Eligibili Information
supervision supervision Gty

APPROY

ANALY

b——

N A. MO

YED FOR POSTING

ICA

System Office)

Manages, maintains and monitors performance
of the database systems;

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

Implements and maintains database security in
coordination with Information Security Officer;
and

Perform other task assigned by higher
authorities.

Ot Recoras Office
CvSU, Indang, Cavite
June 30, 2023

“Vreanngre




Position Title

Plantilla tem No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADAB-25-2023

APPROY

ALAL

YED FOR

#17,553.00

R POSTING

]

A

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(General
Services Office)

§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time,;

§ Receives, records and routes documents
addressed to the Chief/Unit Head,

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and

security of files:

§ Documents proceedings and agreements
of meetings as assigned by the Chief/Unit
Head, distributes copies of the minutes to
concerned parties as well as files a copy for

future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company
units/departments;

§ Perform other task assigned by higher
authorities.

ANAL

AL
T

AAOILLA A
AL VI J T

OIC, Records Office
CvSU, Indang, Cavite

June 30, 2023

i (TR




Position Title

Plantilla ltem No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignmnt

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADA6-26-2023

APPROY

#17,553.00

VED FOR POSTING

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(General
Services Office)

§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time;

§ Receives, records and routes documents
addressed to the Chief/Unit Head;

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and
security of files;

§ Documents proceedings and agreements
of meetings as assigned by the Chief/Unit
Head, distributes copies of the minutes to
concerned parties as well as files a copy for
future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company
units/departments;

§ Perform other task assigned by higher
authorities.

- e -

ANALYN A. MOJICA
OIC, Records Office
CvSU, Indang, Cavite

June 30, 2023




Position Title

Plantilla ltem No.

Salary
Grade

Monthly

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT II

CASUB-ADAS2-15-2023 8

APP

ANALYN A. MOJICA

ROYED FOR POSTING

T

#19,744.00

Permanent

Completion of
two years studies
in college

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(General
Services Office)

§ Assist in coordinating administrative
functions of the program;

§ Assist in coordinating with General
Services and administrative works:

§ Draft communications and reports.

§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;

§ Serves as a liaison with other
departments and operating units in the
resolution of day-to-day administrative and
operational problems;

§ Establishes and maintains record
systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by
the position;

§ Assists in planning meetings,
conferences, and seminars;

§ Perform other task assigned by higher
authorities.

-

OIC, Records Office
CvSU, Indang, Cavite

June 30, 2023

Osvanagg



Position Title

Salary

Plantilla item No. Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
OFFICER I

CASUB-ADOF3-16-2023 14

33,843.00

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus
(General
Services Office)

§ Assists in planning, developing, and
executing operating procedures of the unit;

§ Collects, sorts and assembles
departmental-wide information and use
information to prepare reports including
findings, conclusions, forecasts, and

recommendations:

§ Performs liaison work between agencies
and representatives of other organizations;

§ Recommends to superior improved
policies and procedures;

§ Assures that new and revised policies
and procedures are properly implemented;

§ Prepares letters, reports and other
documents as appropriate in fulfiling job

duties and responsibilities;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
OFFICER IV

CASUB-ADOF4-15-2023 15

APPROYED FO

ANALYN A. MOJICA
OIC, Rdcords Office

[ avita

#36,619.00

POSTING

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus
(General
Services Office)

§ Contributes in in planning, developing,
and executing operating procedures of the
unit;

§ Participates in the planning and
programming of agency activities and
|assists in formulating work schedules;

§ Supervises and assists in the operation
and direction of the department/unit;

§ Assists a senior official in the
development of operating procedures;

§ Confers matters affecting personnel,
policy and other administrative problems

§ Supervises several numbers of
subordinate staff;

§ Recommends to superior improved
policies and procedures;

§ Perform other task assigned by higher
authorities.

CuSlLl dana i
A" A A~ A~ Il TUATTY) W VIt

June 30, 2023

T reanagre




Position Title

Salary

Plantilla item No. Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
OFFICER V

CASUB-ADOF5-19-2023 18

APPROVYED FO#

P46,725.00

R POSTING

b—

Permanent

Bachelor's
degree

2 years of
relevant
experience

8 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus
(General
Services Office)

§ Initiates and co-ordinates administrative
and operational methods and procedures
as required to effect efficient and uniform
operation of the unit;

§ Generally supervises the full operation of
the unit;

§ Assists in personnel management,
maintain and records at the department
level, discipline, training and promotion at
the unit;

§ Conducts special studies, presents briefs
and reports and recommends new policies
or procedures as may be required;

§ Makes complex operational decisions;

§ Supervises several numbers of personnel
within the sub-unit of the office;

§ Design and/or review systems and
procedures to accommodate new or
additional work;

§ Act as advisor on administrative matters
to unit head;

§ Perform other task assigned by higher
authorities.

ANALYN A. MOJICA

OIC, Records Office

CvSU, Indang, Cavite
June 30, 2023

T ey




" Salary | Monthly Status of Qualification Standards Place of .
Position Title Plantilla Item No. Grade Salary Appointment Education Training Experience Eligibility Assignment Duties and Responsibilities:
§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time;
§ Receives, records and routes documents
addressed to the Chief/Unit Head;
§ Maintains a filing system that makes
records and documents retrievable and
Cavite State |accessible while ensuring the safety and
ADMINISTRATIVE Ciomplation of None S?ererz:‘:‘zizl::u (‘Ejar:llflvet::lg-iqu::'n e
CASUB-ADAB-27-2023 6 #17,553.00 Permanent |two years studies | None required 2 p P § Documents proceedings and agreements
AIDE VI . required First Level Resource . ) .
in college Eligibili Devel ¢ of meetings as assigned by the Chief/Unit
igibility evelopment |ead, distributes copies of the minutes to
Office) concemned parties as well as files a copy for

APPROYED FOR POSTING

ANALYIN A.
OIC, Rdcords Office

—

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company
units/departments;

§ Perform other task assigned by higher
authorities.

CvSU, Indang, Cavite

June 30, 2023

g e
.4 x vk~
e




Position Title

Salary

Plantilla Item No. P

Monthly
Salary

Status of

Qualification Standards

Appointment

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT Il

CASUB-ADAS2-16-2023 8

APPROYED FOI

ANALYN A. MO

#19,744.00

R POSTING}

e

OIC, Regcords Oﬁ

UICA
ice

Permanent

Completion of
two years studies
in college

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus (Human
Resource
Development
Office)

§ Assist in coordinating administrative
functions of the program;

§ Assist in coordinating with General
Services and administrative works:

§ Draft communications and reports.

§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;

§ Serves as a liaison with other
departments and operating units in the
resolution of day-to-day administrative and
operational problems;

§ Establishes and maintains record
systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by
the position;

§ Assists in planning meetings,
conferences, and seminars;

§ Perform other task assigned by higher
authorities.

CvSU,

ndang, Cavite

June 30, 2023

b 7
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Position Title

Plantilla Item No.

Salary
Grade

Monthly
Salary

Appointment

Status of

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT Il

CASUB-ADAS2-17-2023

APPROYED FO

ANALYN A MO

£19,744.00

R POSTING;

—

ICA

Permanent

Completion of
two years studies
in college

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Subprofessional/
First Level
Eligibility

§ Assist in coordinating administrative
functions of the program;

§ Assist in coordinating with General
Services and administrative works:

§ Draft communications and reports.

§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;

Cavite State
University Main
Campus (Human
Resource
Development
Office)

operational problems;

§ Serves as a liaison with other
departments and operating units in the
resolution of day-to-day administrative and

§ Establishes and maintains record
systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by
the position;

§ Assists in planning meetings,
conferences, and seminars;

§ Perform other task assigned by higher
authorities.

OIC, Records Office
CvSU, Indang, Cavite

June 30, 2023




. Salary | Monthly Status of Qualification Standards Place of 2 .
. . - —— : Duties and R ibilities:
Postiion T FIANIRA [iany NG Grade Salary Appointment Education Training Experience Eligibility Assignment S eEsgoauNie.
§ Assists in the implementation and
monitoring of office programs, projects and
activities;
§ Drafts policies, procedures and guidelines
pertaining to the operations of the unit;
§ Supervises the maintenance of files and
records, supplies and materials, and the
preparation of reports;
Cavite State § Acts as personnel officer in a small or non
. . ; ._ |technical department in such matters as
ADMINISTRATIVE Bachelor's T— C::;ee;g’izr:alie Cir:\;el:mumma:n employee records, pay administration,
ADOF2-14-2023 11 #27,000.00 Permanent |degree relevant | None required . training, and other related aspects of
OFFICER || CASUB-ADO to '?he job ~ required Second .Itevel Resource personnel administration:
Eligibility Development
Office)

APPROYED FOR POSTING

—

ANALYN A. MOJICA

§ Functions as a representative of the
department or division; discusses and
interprets agency programs and
procedures;

§ Performs liaison work on behalf of
superior with other officials and groups:

§ Review reports on the operation of a unit
group of small units for use by higher-level
departmental officials;

§ Perform other task assigned by higher
authorities.

OtC Recorgs Office
CvSU, Indang, Cavite
June 30, 2023

-




Salary | Monthly Status of Qualification Standards Place of
. D ies:
Poniion Thl RAENERN Naem Mo Grade | Salary |Appointment | Education Training | Experience | _ Eligibility | Assignment USRS S s iie
§ Assists in the implementation and
monitoring of office programs, projects and
activities;
§ Drafts policies, procedures and guidelines
pertaining to the operations of the unit:
§ Supervises the maintenance of files and
records, supplies and materials, and the
preparation of reports;
Cavite State
Bachelor's " C:refer Servklzle CU”iVG'Si:LMai" § Acts as personnel officer in a small or non
ADMINISTRATIVE ; one rofessiona ampus (Human technical department in such matters as
-15-2 11 |P27,000.00 | Permanent |degree relevant | None required . P
OFFICER Il CASLIEB-ADOF2 03 to tghe job 9 required Second Level Resource employee records, pay administration,
Eligibility Development [training, and other related aspects of
Office) personnel administration:;

APPROYED FOR POSTING

ANALYN A. MO

§ Functions as a representative of the
department or division; discusses and
interprets agency programs and
procedures;

§ Performs liaison work on behalf of
superior with other officials and groups;

§ Review reports on the operation of a unit
group of small units for use by higher-level
departmental officials;

§ Perform other task assigned by higher
authorities.

June 30, 2023

* e manangg -




. Salary | Monthly Status of Qualification Standards Place of
Pl 0. ies:
FORMON THe NI - Grade | Salary | Appointment| Education Training | Experience | _Eligibility | Assignment FRIOS a0 Reaponiioties
§ Contributes in in planning, developing,
and executing operating procedures of the
unit;
§ Participates in the planning and
programming of agency activities and
assists in formulating work schedules;
§ Supervises and assists in the operation
and direction of the department/unit;
Cavite State
Bachelors 1 year of 4 hours of | Career Service | University Main s Assists a senior official in the
e RATIVE | ASUB-ADOF4-16-2023 | 15 [P36,619.00 | Permanent |degree relevant |  relevant relevant | Crofessionall jCampus (Human)development of operating procecures;
OFFICER IV . ; P Second Level Resource
to the job experience training G o e
Eligibility Development ;
Office) § Confers matters affecting personnel,

APPROYED FOR POSTING

=1 pr—

ANALYN A MOUICA

policy and other administrative problems

§ Supervises several numbers of
subordinate staff;

§ Recommends to superior improved
policies and procedures;

§ Perform other task assigned by higher
authorities.

OIC, Records Office
CvSU, Indang, Cavite
June 30, 2023



Position Title

Salary
Grade

Monthly

Plantilla Item No.
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
OFFICER IV

CASUB-ADOF4-18-2023 15 |P36,619.00

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus (Human
Resource

§ Contributes in in planning, developing, and
executing operating procedures of the unit;

§ Participates in the planning and programming
of agency activities and assists in formulating
work schedules;,

§ Supervises and assists in the operation and
direction of the department/unit;

§ Assists a senior official in the development of
operating procedures;

Development

§ Confers matters affecting personnel, policy
and other administrative problems

Office)

§ Supervises several numbers of subordinate
staff;

§ Recommends to superior improved policies
and procedures;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
AIDE VI

CASUB-ADAB-28-2023 6 ®17,553.00

APPROYED FOR POSTING

—
——

ANALYIN A. MOJICA

OIC, Records Office

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

§ Schedules/calendars the unit activities such
as training and workshops,
meetings/appointments of the ChiefiUnit Head
with other offices and with staff, by calendaring,
following up and confirming attendance to
meetings for efficient coordination and
utilization of personnel time;

§ Receives, records and routes documents
addressed to the Chief/Unit Head;

Cavite State
University Main
Campus

§ Maintains a filing system that makes records
and documents retrievable and accessible while
ensuring the safety and security of files;

(Procurement
Management
Office)

§ Documents proceedings and agreements of
meetings as assigned by the Chief/Unit Head,
distributes copies of the minutes to concerned
parties as well as files a copy for future
reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other government
offices or company units/departments;

§ Perform other task assigned by higher

authorities.

CvSU, Indang, Cavite
June 30, 2023

TVranaagre




Position Title

Plantilla tem No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT |

CASUB-ADAS1-9-2023

18,620.00

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Procurement
Management
Office)

§ Handling office tasks, such as filing,
generating reports and presentations,
setting up for meetings, and reordering
supplies;

§ Draft communications, reports and other
official documents.

§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;

§ Conducts canvass of prices of requested
supplies, office equipment, and among
others, as may be required;

§ Renders assistance during the conduct of
annual inventory of office equipment/
properties and monthly inventory of office
supplies;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
OFFICER Ill

CASUB-ADOF3-17-2023

APPROYED FOR

ANALYN A. MO
OIC, Rdcords O

CyuSLl

14

33,843.00

R POSTING

P—

JICA
ffice

hdangd

Lavite

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus
(Procurement
Management
Office)

§ Assists in planning, developing, and
executing operating procedures of the unit;

§ Collects, sorts and assembles
departmental-wide information and use
information to prepare reports including
findings, conclusions, forecasts, and

recommendations:

§ Performs liaison work between agencies
and representatives of other organizations;

§ Recommends to superior improved

policies and procedures;

§ Assures that new and revised policies
and procedures are properly implemented:;

§ Prepares letters, reports and other
documents as appropriate in fulfilling job
duties and responsibilities; P aes s

§ Perform other task assigned by higher
authorities.

ovoro

June 30, 2023
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Position Title

Salary

Plantilla tem No. Giailo

Monthly
Salary

Status of

Qualification Standards

Appointment

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
OFFICER IV

CASUB-ADOF4-19-2023 15

#36,619.00

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus
(Procurement
Management
Office)

§ Contributes in in planning, developing, and
executing operating procedures of the unit;

§ Participates in the planning and programming
of agency activities and assists in formulating
work schedules;

§ Supervises and assists in the operation and
direction of the department/unit;

§ Assists a senior official in the development of
operating procedures;

§ Confers matters affecting personnel, policy
and other administrative problems

§ Supervises several numbers of subordinate
staff,

§ Recommends to superior improved policies
and procedures;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
OFFICER V

CASUB-ADOF5-20-2023 18

APPROYED FOR POSTING

.

—

ANALYN A. MOJICA

OIC, Rdcords Office

P46,725.00

Permanent

Bachelor's
degree

2 years of
relevant
experience

8 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus
(Procurement
Management
Office)

§ Initiates and co-ordinates adminisirative and
operational methods and procedures as
required to effect efficient and uniform
operation of the unit;

§ Generally supervises the full operation of the
unit;

§ Assists in personnel management, maintain
and records at the department level, discipline,
training and promotion at the unit;

§ Conducts special studies, presents briefs and
reports and recommends new policies or
procedures as may be required;

§ Makes complex operational decisions;

§ Supervises several numbers of personnel
within the sub-unit of the office;

§ Design and/or review systems and procedures
to accommodate new or additional work;

§ Act as advisor on administrative matters to
unit head;

§ Perform other task assigned by higher

authorities.

CvSU, Indang, Cavite

June 30, 2023

= ooy




Position Title

Plantilla Item No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Assignment

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADA6-29-2023

APPROY

YED FOR

#17,553.00

R POSTING

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main

§ Schedules/calendars the unit acfivilies
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
Hime:

§ Receives, records and routes documents
addressed to the Chief/Unit Head:

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and
security of files,

§ Documents proceedings and agreements
of meetings as assigned by the Chief/Unit
Head, distributes copies of the minutes to
concerned parties as well as files a copy for
future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit:

§ Act as liaison to transact to other
government offices or company
units/departments;

§ Perform other task assigned by higher
authorities.

ANALYN A. MOJICA
OIC, Records Office
CvSU, Indang, Cavite

June 30, 2023
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Position Title

Salary

Plantilla Item No. Grade

Monthly
Salary

Status of

Qualification Standards

Appointment

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADA6-30-2023 6

APPROYED FOR POSTIN

p—

ANALYN A. MOJIICA

oHo—Reecords Office

P17,553.00

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Records)

§ Schedules/calendars the unit acfivifies
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time:

§ Receives, records and routes documents
addressed to the Chief/Unit Head;

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and
security of files;

§ Documents proceedings and agreements
of meetings as assigned by the Chief/Unit
Head, distributes copies of the minutes to
concerned parties as well as files a copy for
future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company
units/departments;

§ Perform other task assigned by higher
authorities.

CvSU, Indang, Cavite
June 30, 2023

i,'"’."vﬁ. ;
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Position Title

Salary

Plantilla item No. Ginde

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
OFFICER Il

CASUB-ADOF3-18-2023 14

33,843.00

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus
(Records)

§ Assists in planning, developing, and executing
operating procedures of the unit,

§ Collects, sorts and assembles departmental-
wide information and use information to prepare
reports including findings, conclusions,
forecasts, and recommendations;

§ Performs liaison work between agencies and
representatives of other organizations;

§ Recommends to superior improved policies
and procedures;

§ Assures that new and revised policies and
procedures are properly implemented;

§ Prepares letters, reports and other documents
as appropriate in fulfilling job duties and
responsibilities;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
AIDE VI

CASUB-ADAB-31-2023 6

APPROYED FOR POSTING

- —

ANALYN A. MOJICA

®17,553.00

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Supply)

§ Schedules/calendars the unit activities such
as training and workshops,
meetings/appointments of the Chief/Unit Head
with other offices and with staff, by calendaring,
following up and confirming attendance to
meetings for efficient coordination and
utilization of personnel time;

§ Receives, records and routes documents
addressed to the Chief/Unit Head;

§ Maintains a filing system that makes records
and documents retrievable and accessible while
ensuring the safety and security of files;

§ Documents proceedings and agreements of
meetings as assigned by the Chief/Unit Head,
distributes copies of the minutes to concerned
parties as well as files a copy for future
reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other government
offices or company units/departments;

§ Perform other task assigned by higher
authorities.

QIC _Rsdcords Office

CvSU, Indang, Cavite

June 30, 2023
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APPROYED FOR POSTING

ANALYN A. MOJICA

= P—

iTat =y

R nrde O
AT e TN

- . " Salary | Monthly Status of Qualification Standards Place of " o
E . > PRETTE ; Dut dR I -
Fosiion THI Plapiiie. am Mo Grade Salary Appointment Education Training Experience Eligibility Assignment MSi Respansibines
§ Assist in coordinating administrative
functions of the program;
§ Assist in coordinating with General
Services and administrative works;
§ Draft communications and reports.
§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;
. Career Service | Cavite State |§ Serves as a liaison with other
Completion of 1 year of 4 hours of . A - |de i its i
partments and operating units in the
:gg’:gﬂi;?f;r VE | casuB-ADAS2-18-2023 | 8  [19,744.00 | Permanent |two years studies| relevant relevant S”?:‘::::T_sef:;"a” é’a”r::’esz't(gya"l‘ S50 Bty b isemand
in college experience training Eligibility Fé)fﬁce) e operational problems;

§ Establishes and maintains record
systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by
the position;

§ Assists in planning meetings,
conferences, and seminars;

§ Perform other task assigned by higher
authorities.

A4 =

CvSU, Indang, Cavite

June 30, 2023
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Position Title

Salary

Plantilla Item No. Giids

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Asslgnment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT Il

CASUB-ADAS2-19-2023 8

$19,744.00

Permanent

Completion of
two years studies
in college

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Subprofessional/
First Level
Eligibility

§ Assist in coordinating administrative functions
of the program;

§ Assist in coordinating with General Services
and administrative works;

§ Draft communications and reports

§ Coordinates and performs a range of staff
and/or operational support activities for the unit;

Cavite State
University Main
Campus (Supply
Office)

§ Serves as a liaison with other departments
and operating units in the resolution of day-to-
day administrative and operational problems;

§ Establishes and maintains record systems and
files; updates and maintains complex records
and reports related to assigned program and
activities including those of a confidential
nature; prepares Board reports and agenda
items as assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion of
work and to assure that records are complete
and accurate; provides training to assigned
office personnel as assigned by the position;

§ Assists in planning meetings, conferences,
and seminars;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
OFFICER IV

CASUB-ADOF4-20-2023 15

APPROYED FOR POSTING

—

ANALYN A. MOJIICA
QIC. Rdcords Office

#36,619.00

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

Cavite State
University Main
Campus (Supply

§ Contributes in in planning, developing, and
executing operating procedures of the unit;

§ Participates in the planning and programming
of agency activities and assists in formulating
work schedules;

§ Supervises and assists in the operation and
direction of the department/unit;

§ Assists a senior official in the development of
operating procedures;

Office)

§ Confers matters affecting personnel, policy
and other administrative problems

§ Supervises several numbers of subordinate
staff;

§ Recommends to superior improved policies
and procedures;

§ Perform other task assigned by higher

authorities.

CvSU, Indang, Cavite
June 30, 2023

Traraga




Position Title

Plantilla item No.

Salary
Grade

Monthly
Salary

Status of

Qualification Standards

Appointment

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADAB-32-2023

17,553.00

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
{Accounting)

§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time;

§ Receives, records and routes documents
addressed to the Chief/Unit Head:;

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and
security of files;

§ Documents proceedings and agreements
of meetings as assigned by the Chief/Unit
Head, distributes copies of the minutes to
concemned parties as well as files a copy for
future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit:

§ Act as liaison to transact to other
government offices or company

APPROVYED FOR POSTING units/departments;

i — § Perform other task assigned by higher
ANALYN A. MOJICA authorities.
OIC, Rgcords O}fice

CvSU, Indang, Cavite
June 30, 2023

“Vrmnngg=




Position Title

Plantilla Item No.

Salary
Grade

Monthly
Salary

Status of

Qualification Standards

Appointment

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT I

CASUB-ADAS2-20-2023 8

APPROY

ANALYN A. MOJIICA

-
—

QIC. Rdcords Office

#19,744.00

YED FOR POSTING

Permanent

Completion of
two years studies
in college

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Accounting
Office)

§ Assist in coordinating administrative
functions of the program,;

§ Assist in coordinating with General
Services and administrative works;

§ Draft communications and reports.

§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;

§ Serves as a liaison with other
departments and operating units in the
resolution of day-to-day administrative and
operational problems;

§ Establishes and maintains record
systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by
the position;

§ Assists in planning meetings,
conferences, and seminars;

§ Perform other task assigned by higher
authorities.

CvSU, Indang, Cavite

June 30, 2023

s n 'wﬁ z




Salary | Monthly Status of Qualification Standards Place of
Grade Salary | Appointment Education Training Experience Eligibility Assignment

Position Title Plantilla tem No. Duties and Responsibilities:

§ Assists in the implementation and monitoring
of office programs, projects and activities;

§ Drafts policies, procedures and guidelines
pertaining to the operations of the unit;

§ Supervises the maintenance of files and
records, supplies and materials, and the
preparation of reports,

. § Acts as personnel officer in a small or non-
Career Service C,a"'te_ State_ technical department in such matters as
University Main |employee records, pay administration, training,

Campus and other related aspects of personnel

(Accounting  |administration;

Bachelor's

ADMINISTRATIVE ; None Professional/
OFFICER || CASUB-ADOF2-16-2023 11 #27,000.00 Permanent |degree relevant | None required required St T ey

to the job b
} Eligibility _
Office) § Functions as a representative of the
department or division; discusses and interprets

agency programs and procedures;

§ Performs liaison work on behalf of superior
with other officials and groups;

§ Review reports on the operation of a unit
group of small units for use by higher-level
departmental officials;

§ Perform other task assigned by higher
authorities.

§ Initiates and co-ordinates administrative and
operational methods and procedures as
required to effect efficient and uniform
operation of the unit;

§ Generally supervises the full operation of the
unit;

§ Assists in personnel management, maintain
and records at the department level, discipline,

. avit te |[training and promotion at the unit;
Career Service Lasile G

2 years of 8 hours of : University Main [§ Conducts special studies, presents briefs and
ADMINISTRATIVE | o8 ADOF5-21-2023 | 18  |P46,725.00 | Permanent |Bachelor's relevant relevant | Professionall | e s [reports and recommends new policies or

OFFICER V degree Second Level | ) ointing [Procedures as may be required.

experience training vt i
Eligibility Office) § Makes complex operational decisions;
§ Supervises several numbers of personnel

APPROVYED FOR POSTING within the sub-unit of the office;

§ Design and/or review systems and procedures
to accommodate new or additional work;

—

—

§ Act as advisor on administrative matters to

ANALYN A. MOJICA unit head;

OIC, Rgcords Office § Perform other task assigned by higher
authorities.

B o
M ,..J

Gl ) dGnn Laovita
A~A A=A ray iy g oavne

June 30, 2023




Salary | Monthly Status of Qualification Standards Place of
Grade Salary | Appointment Education Training Experience Eligibility Assignment

Position Title Plantilla Item No. Duties and Responsibilities:

§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time;

§ Receives, records and routes documents
addressed to the Chief/Unit Head:

§ Maintains a filing system that makes
records and documents retrievable and
Cavite State accessible while ensuring the safety and

: Career Service
Completion of security of files;

ADMINISTRATIVE
AIDE VI

None Subprofessional/| University Main [s"Socuments proceedings and agreements
required First Level Campus of meetings as assigned by the Chief/Unit
Eligibility (Budget) Head, distributes copies of the minutes to
concerned parties as well as files a copy for

future reference.

CASUB-ADA6-33-2023 6 #17,553.00 Permanent [two years studies | None required
in college

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company
units/departments;

APPROYED FOR POSTING

: § Perform other task assigned by higher
- - authorities.

AMLALNINL A R AL A
AINALT AL IWVIRJJ Oy

OIC, Records Office
CvSU, Indang, Cavite

June 30, 2023 W .




, Salary | Monthly Status of Qualification Standards Place of
= R ies:
Position Title Plantilla Item No Giida Salary Appointment Eation Training Experience Eligibility Assignment Duties and Responsibilities
§ Assist in coordinating administrative
functions of the program;
§ Assist in coordinating with General
Services and administrative works:
§ Draft communications and reports.
§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;
Completion of 1 year of 4 hours of Career Service | Cavite State [§ Serves as a liaison with other
ADMINISTRATIVE ) Subprofessional/| University Main |departments and operating units in the
ASSISTANT Il CASUB-ADAS2-21-2023 8 ®19,744.00 Permanent F\NO years studies rele\fant rele..'v.ant First Level Campus (Budget|resolution of day-to-day administrative and
in college experience training

APPRO\

YED FOR POSTING

Eligibility

Office)

operational problems;

§ Establishes and maintains record
systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by

§ Assists in planning meetings,
conferences, and seminars;

ANALYN A. MOJICA §::erfc&yn other task assigned by higher
OIC, Rgcords Office authorities.
CVSU, lddllg, Cavite

June 30, 2023
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Position Title

Plantilla item No.

Salary
Grade

Monthly
Salary

Status of

Qualification Standards

Appointment

Education

Trainang

Experience

Eligibility

Place of

Duties a sibilities:
Assignment ies and Respon:

ADMINISTRATIVE
OFFICER I

CASUB-ADOF2-17-2023 11

27,000.00

Permanent

Bachelor's
degree relevant
to the job

None required

None
required

Career Service
Professional/
Second Level

Eligibility

§ Assists in the implementation and
monitoring of office programs, projects and
lactivities;

§ Drafts policies, procedures and guidelines
pertaining to the operations of the unit;

§ Supervises the maintenance of files and
records, supplies and materials, and the

preparation of reports;
§ Acts as personnel officer in a small or non

technical department in such matters as
employee records, pay administration,
training, and other related aspecis of

Cavite State
University Main
Campus (Budget
Office)

personnel administration:

§ Functions as a representative of the
department or division; discusses and
interprets agency programs and
procedures;
§ Performs liaison work on behalf of

| superior with other officials and groups;

§ Review reports on the operation of a unit
group of small units for use by higher-level
|departmental officials;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
OFFICER IV

CASUB-ADOF4-21-2023 15
APPROYED FOR POSTING

ANALYN A. MOJICA

Fallalle]

—
—

36,619.00

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level

Eligibility

§ Contributes in in planning, developing,
and executing operating procedures of the
unit;
§ Participates in the planning and
programming of agency activities and

assists in formulating work schedules:

§ Supervises and assists in the operation
and direction of the department/unit;

Cavite State
University Main
Campus (Budget
Office)

§ Assists a senior official in the

development of operating procedures;

§ Confers matters affecting personnel,
policy and other administrative problems
§ Supervises several numbers of
subordinate staff;

§ Recommends to superior improved
policies and procedures;

§ Perform other task assigned by higher
authorities.

A A ey oy

CvSU, Indang, Cavite

a da O\fion
TUS ITTNTOT

June 30, 2023
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Position Title

Salary

Plantilla item No. Giaile

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Assignment

Duties and Responsibilities:

ADMINISTRATIVE
AIDE VI

CASUB-ADA6-34-2023 6

APPROYED FOR POSTIN

#17,553.00

Permanent

Completion of
two years studies
in college

None required

None
required

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Cashier's
Office)

§ Schedules/calendars the unit activities
such as training and workshops,
meetings/appointments of the Chief/Unit
Head with other offices and with staff, by
calendaring, following up and confirming
attendance to meetings for efficient
coordination and utilization of personnel
time;

§ Receives, records and routes documents
addressed to the Chief/Unit Head;

§ Maintains a filing system that makes
records and documents retrievable and
accessible while ensuring the safety and

security of files;

§ Documents proceedings and agreements
of meetings as assigned by the Chief/Unit
Head, distributes copies of the minutes to
concerned parties as well as files a copy for
future reference.

§ Prepare and or encodes reports, letters,
presentations and other official
communications;

§ Coordinates preparation of documents
needed in the operations of unit;

§ Act as liaison to transact to other
government offices or company

units/departments;
ANALYN A. MOUICA § Perform other task assigned by higher
OIC, Rgcords Office authorities.

CvSU, Indang, Cavite
June 30, 2023




Position Title

Plantilla Iltem No.

Salary
Grade

Monthly
Salary

Status of
Appointment

Qualification Standards

Education

Training

Experience

Eligibility

Place of
Asslg_nment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT II

CASUB-ADAS2-22-2023 8

APPROYED FOf

ANALYN A. MO

P19,744.00

R POSTING

P——

UICA

Permanent

Completion of
two years studies
in college

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Cashier's
Office)

§ Assist in coordinating administrative
functions of the program;

§ Assist in coordinating with General
Services and administrative works:;

§ Draft communications and reports.

§ Coordinates and performs a range of staff
and/or operational support activities for the
unit;

§ Serves as a liaison with other
departments and operating units in the
resolution of day-to-day administrative and
operational problems;

§ Establishes and maintains record
systems and files; updates and maintains
complex records and reports related to
assigned program and activities including
those of a confidential nature; prepares
Board reports and agenda items as
assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion
of work and to assure that records are
complete and accurate; provides training to
assigned office personnel as assigned by
the position:

§ Assists in planning meetings,
conferences, and seminars;

§ Perform other task assigned by higher
authorities.

OIC, Recoras ©

fice

CvSU, Indang, Cavite
June 30, 2023

T Dreamngg



Position Title

Salary

Plantilla item No. Grade

Monthly
Salary

Status of

Qualification Standards

Appointment

Education

Training

Experience

Eligibility

Place of
Asslgnment

Duties and Responsibilities:

ADMINISTRATIVE
ASSISTANT Il

CASUB-ADAS2-23-2023 8

19,744.00

Permanent

Completion of
two years studies
in college

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Subprofessional/
First Level
Eligibility

Cavite State
University Main
Campus
(Cashier's
Office)

§ Assist in coordinating administrative functions
of the program;

§ Assist in coordinating with General Services
and administrative works;

§ Draft communications and reports.

§ Coordinates and performs a range of staff
and/or operational support activities for the unit;

§ Serves as a liaison with other departments
and operating units in the resolution of day-to-
day administrative and operational problems;

§ Establishes and maintains record systems and
files; updates and maintains complex records
and reports related to assigned program and
activities including those of a confidential
nature; prepares Board reports and agenda
items as assigned by the position;

§ Assists with coordinating the work of other
staff members to assure timely completion of
work and to assure that records are complete
and accurate; provides training to assigned
office personnel as assigned by the position;

§ Assists in planning meetings, conferences,
and seminars;

§ Perform other task assigned by higher
authorities.

ADMINISTRATIVE
OFFICER llI

CASUB-ADOF3-19-2023 14

APPROYED FOR POSTING

-
——

ANALYN A. MOJICA
QIC. Records Office

33,843.00

Permanent

Bachelor's
degree relevant
to the job

1 year of
relevant
experience

4 hours of
relevant
training

Career Service
Professional/
Second Level
Eligibility

Cavite State
University Main
Campus
(Cashier's
Office)

§ Assists in planning, developing, and executing
operating procedures of the unit;

§ Collects, sorts and assembles departmental-
wide information and use information to prepare
reports including findings, conclusions,
forecasts, and recommendations;

§ Performs liaison work between agencies and
representatives of other organizations;

§ Recommends to superior improved policies
and procedures;

§ Assures that new and revised policies and
procedures are properly implemented:;

§ Prepares letters, reports and other documents
as appropriate in fulfilling job duties and
responsibilities;

§ Perform other task assigned by higher
authorities.

CvSU, Indang, Cavite
June 30, 2023




Interested and qualified applicants should signify their interest in writing. Attach the following documents to the application letter and send to the address below not later than July 9, 2023.

1. Letter of application
2. Applicant's Portfolio (includes the resume, photocopy of TOR and Diploma, and other supporting documents about the applicant's credentials)

3. 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)
4. Photocopy of certificate of eligibility/license/rating (if applicable)

Note:
1. 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).
2. Non-CvSU employee shall submit a certificate of good moral character as certified by the immediate supervisor in the immediate employment.

QUALIFIED APPLICANTS are advised to hand in or send through courier/email their application to:

DR. HERNANDO D. ROBLES, CEO VI
University President
Cavite State University, Bancod, Indang, Cavite
office.president@cvsu.edu.ph

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
EEOP Statements:

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 FOR POSTING:

ANALYN A. MOJICA

OIC, Records Office
CvSU, Indang, Cavite "M

June 30, 2023



