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PUBLICATION OF VACANT NON-ACADEMIC PLANTILLA POSITIONS (APRIL 2024)

Position Title Salary/ Snioation iendws
(Parenthetical Plantilla itom No Job/ Pay | Monthly Salary STATUS — . = Competency(if Place of
Title, if applicabla) Grade E T g p Eligibility dnal ) Duties and Responsibilities
Assist the office of the Vice-President for Administrative and Servises on
the day 1o day managemen! ar operation of the Univesity
Pian and formulate policies and programs concerming administrative
services
40 houss of
SupervisoryM|
GHIEF C.m’:“ Lntringumd 4 years of Career Sarvica Uﬂvmylus‘xh Review and recommand proposals and other documents ralative 1o
i ¢ Supervisory/M) administration 1censure compliance with policies and that they ars
ADMINISTRATIVE | CASUB-CADOF.2.2004 24 P50.078.00 PERMANENT L p and Dy p " Professional/Second NIA Campus-Office for i s
OFFICER Management trom the| Intervention | 2 23" | Leve Elgibilty Directorof  |COMSStBnt wilh sxisting law. policies, Teguiations.
csC undertaken Administration
within the last
5 years
Supenvse the impiementation of programs and aclivities reiative 0
inistrative idaring the rules and reguiations of oversight
agencies such gs TSC, CHED, DBM, elc
Perform other lask assigned by higher authontes,
Assist the office of the Vice-President for Administrative and Services on
the day to day management or operation of the Univesity
40 hours of
Supervisory/™ 1
Master's Dagree or | anagement i Cavite Slate Plan and formulate policies and programs conceming linancial services
CHIEF Cerfificaie in Leaming and | 1 s Career Service University Main
ADMINISTRATIVE | CASUB-CADOF-1-2004 | 24 PI07600 | PERMANENT | Loadership and | Development [SUPeNSOyMin i ionsisecond NiA Campus-Financial _ _
OFFICER Management from the| Intervention | 212gemen Level Eligibility Managemant | Coortiinates with management as to overall financial concems of the
csC undertaken | EXPenence Service Office | University
within |he last
aloa Prepares financial plan, contriol, monitor and evaluate exseution of such
plan
Pearform other task pssigned by higher authonties
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Position Title Salary/
Plantilla item No. Jobl STATUS
“W”,"”' |y Educats Training | Experionce | Eligibility c"""""[":'}(" et Dutios and Responsibilities
Align work outputs and processes 1o the directions and prorites of the
department in conformance 16 inlemal and extamal policies hat are
applicable 1o the department.
Review, deveiop and recommend internal work processes guidelines,
dards, polices and p di thal are applicable to the in
with the gui of QMS and other ov t E
Caiite compliance Quidaiines ersight agences
SUPERVISING Bachelor’ 16 hours 3 years Carear Service University Main
ADMINISTRATIVE | CASUB-SADOF-20-2023 2z P71,511.00 PERMANENT lm:‘?: relevant Prof VSecond N/A Campus- Human
OFFICER ! trainiag expanence Level Eligiblity Resource
Developmen| Office | Supervise and monilor the implementation of the core functions of HR
Evaluate and submit periodic and special reports for the division;
Assis! in the implementation of other programs and activibes: and
Perform other lask assigned by higher authonties
Manage the appointments, meetings, schedules, ravels and activities of
the head being served
" of P . - Assist in the preparations of memoranda and communications on matters
hours eer Service vite State | baing considered by executive bodies and assist in to the implementation of|
fs’;fg':;“ﬁ" CASUB-EXA345-2023 20 $57.34700 [[COTERMINOUS| | Bacheiors degree | relevamt | 2729801 oo ionaySecond NeA University Main  |inose programs =
training S Level Eligibility Campas
Conduct research and information gathering for summanes and repons.
Perform other task assigned by higher authoritios
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Position Title Salary/

{Paranthatical Plantilla tem No. Job! P Monthly Salary STATUS Competoncy(

Title, i applicable) Gn.: Education Training | Experience Eligibility — :" .P'}_"_“"' Duties and Responsibiiities
Initiates and co-ordinates administrative and operational methads and
procadures as required to effect efficient and uniform operation of the unt
Generally supervises the full aperation of the unit
Assisis in persoanel management, maintain and records at the department
level discipline. training and promotion af the unit,
Conducls special studies. presents briefs and reports and recommends

ADMINISTRATIVE | CASUB-ADOF5-1-2008 Bachelor's degree | CPOUsOf | 2yearsof | Career Service Cavite State ™ ’ .

OFFICERV (2) | CASUBADOFS-5-2004 18 P48.725.00 PERMANENT relevant 1o the job refevant relevant  |Professional/Second NiA University Main :

training experience Leve! Eligibllity Campus lm complex operational decisions:

Supervises several numbers of personnel within the sub-unit of the office,
Design andlor review sy and proced: to date new or
additional work,
Act a3 advisor on administrative matters 1o unit head.
Perform other task assigned by higher authorities
Perfarm design, implementation, and upgrades of information systams (o
meed he business and user needs,
Confiers with users and departments to analyze current and projected data
|information needs, resources. and system performance and conducts
research aboul new systems and modifications
Participates in planning projects relaled lo existing or proposed systems:
tracks project time and costs,

INFORMATION Bachelors degree 4 hours of 1 year of Career Service Cavite State Waorks with user departments to develop detailed design specifications

SYSTEM CASUB-INFOSAZ-47-2023 18 ®39,672.00 PERMANENT 1o e job refevant relevant | Professional/Second University Main  |definitions. fiow charts, diagrams, performance critenia, and testing

ANALYST Il Ly training expanence Level Eligibility Campus methods, develops and documents operational procedures for data
wlements and sources
Assisis in the pi g and future devalopment of the Universily databasa
requirements and assists division menag in implementation of
required upgrades o replacement of curment hardware or database version
releases. and
Perform other task assigned by higher authoritias
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Plantiilta itom No.

Grade

Monthly Salary

STATUS

Qualification Standards

Experience Eligibitity

Competency(if
applicable)

Place of
Assignmant

Duties and Responsibilities

ADMINISTRATIVE
OFFICER il (2)

CASUB-ADOF3-243-2016;
CASUB-HDOF3-244-2016

#33.843.00

PERMANENT

Bachelor's degree
relevant o the job

4 hours of

1 yoar of Career Service

reievant
i Level Eligibifity

NIA

Cawvile State

Campus

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

Collects. sons and bies dep ial-wide Infc 1 andg use
information to prepare reports inchading findings, concl N is.
and recommendations;

Performs liaison work between agencies and representatives of other
organizations;

Recommends 1o superior improved pol

and p

Assures that new and revised poficies and pr

implamented.

are properly

Prepares letlers. reports and other documents as appropnate in fulfilling job
dubies and responsiilities;

Perform oiher 1ask assigned by higher authorities

ADMINISTRATIVE
OFFICER Il {3)

CASUB-ADOF2-8-2004,
CASUB-ADOF2-245-2016
CASUB-ADOF 2-248-2016

P27,000.00

PERMANENT

Bachelor's degree

None required|

Career Service

Nane required 5 Lovel

N/A

Cavite State
Campus

Assiste in the implementstion and monitoring of office programs, projects
and activities,

Drafs policies, procedures and guidelines pertaining to the operations of
the: unit;

Supenvises the maintenance of files and records, supplies and matenais,
and the preparation of reports.

Acts as personnel officer in 8 small or non-technica! departiment in-such
matiers as empioyee records, pay adminisiration, iraining, and other
related aspects of personnel administration,

Functions as a representative of the dep
interprets agency programs and procedures.

1 or division g

Performs aison work on behalf of supenar with other officials and groups;

Review reports on the oparation of a unit group of small units for use by
higher-level departmental officials,

Perform other task assigned by higher authorities
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: Qualification Standards
Position Title Salaryl
No. (Parenthetical Plantilia item No. Job/ Pay | Monthly Salary STATUS = Compotency(if Place of
Title, H applicable) Grads Edueation Training | Experisnce Eligibliity applicablo} Aolgamit Dutlos and Responsibilities
 ADMINISTRATIVE CASUB-ADABS-263-2016; IJOH;_ 8 hours.of 2 years of Career Service Cavite Slate-
9 | ASSISTANT V CASUB-ADASS-264-2016; 1 P27,000. OTERMINOUS relevant relavant SubprofessionalFirs|N/A University Main Task will ba subject to the needs of the cancerend office.
CASUB-ADASS-266-2016 training experience |t Level Eligiblity Campus
Install, configure:and maintain ICT hardware equipment and software
application
Provide hardware/softwara technical support and essistance to sll end
luUSers
LMII'HQO , identify problems and perform maintenance to servers, network,
COMPUTER Backiiios dboree — Career Service Cavile State (desktop, printers, power supply and other network/computer equipmen
10 |MAINTENANCE CASUB-CTMT1-1-1898 l g £27.000.00 PERMANENT levant to the lab | "°"® raquired irad Professional/Second A University Main
TECHNOLOGIST bl s requireds | | evel Eligibility Campus
Monitoring and maintain computer systems, networks, security updates and
antivirus
Conduc! inventory of all handwase/networktelecom equipment and
software. Administer IT archives, softwang disks, manuals, dacumentation,
back-up lapes and IT consumable supplies within the office
Perform other functions thal may be required

APPROVED FOR POSTING:

-

—

ANALYN A. MOJICA
QIC. Records Office

A
CvSl, indann

oY—286-3024



Qualification Standards

Position Tille Salary/
No. (Parenthotical Plantilta tem No. Jobi/.Pay | Monthly Salary STATUS Competency(if Placo of
Title, if applicabla) Grade Education Tralning | Expstiance Eligibility anplicable) bl Dutlss end Responsiblliies
“Must be able to read
and write/
Elementary School
graduate
"*High School
graduate or
T —_— mm““'“ ahoursof [tyearof  |Caseer Service Caulta Stater
1 | ASSISTANT Il CASUB-ADAS3-284-2018 8 P21,211.00|PERMANENT Foeag relevant relevant SubprofessionalFirs N/A University Midn | Task will be subject lo the neads of the concerend aoffice.
+=Complstion of two training experisnce |t Level Efgibiity Campus
years dgtudies In
coltege or High
Schooligraduate with
relevani
vocationalirade
course:
Assist in coordinating administrative functions of the program;
Assist in coondinating with General Services and administrative works;
Draft communications and reports.
Coordinates andtperforme a range of staff andfor cperational support
activiies for the unk;
Searves as a llalson with other departments and operating units in the
- — " 3 " - resolution of day-lo-day administrative and operational problems;
1 ompletion 4 hours o year [ er Service Cavite State
2 mﬂf gt SR P1974400 | PERMANENT | yeamsuiesin | rolevant | relevant |SubprofessionaifFirs NIA UniversityMain |Egtabilshes and maintalns record systems and files; updates and malntains
callege training exparience | (ftLevel Eligibliity Campus complex records and reports related to assigned program and sctivities
s thase of a confidential nature; prepares Board reports and agenda
s assignad by the position;
Asaisis with coordinating the work of other staff members ta assure timely
completion of work and 1o assure thal records are complele and accurats;
mevldu trainingsto assigned office personnel as assigned by the position;
Assisls in planning meelings, conferences, end seminars;
Porform other task assignad by higher Authorities.
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b Plantilla om N Pay | Monthiy Salary STATUS = =
(Parenthetical Item No. Jobi. Competency(lf Placo of
Yitie, it applicable) Grade Education Trainihg | Exparionce |  Eighlity applicable) | Assignment Dufien and Nesponsliiiitie:
“Mus! be able to read
and wrile/
ntary School
igh School
or
ADMIRISTRATIVE vnuﬁumln:ﬂc Career Service Cavite Siste-
ASSISTANT | CABUB-ADAS1-13-2004 7 #18,620.00| PERMANENT coursss None required | None required | SubprofessionalFirs [N/A University Miin Tagk will be subject lo tha needs of the concerend office.
~~Contpletion of two | Leve! Eligibility Campus
years sludies in
college or High
|Schooligraduate with
ratevani
vocationaltrado
course:
Schedules/catendars the unit activiies of the ChisffUnit Head withiother
offices and with staff, by calendaring, following up and confirming
attendanca to meelings for efficient coordination and utilization of personnel
time;
Receives, records and routes documents:addressed 1o the ChieffUnit
Malintaing a filing system that makes records and documents retriavable
and aocessible while ensuring the safety and security of files;
ADMINISTRATIVE Compietion of two 'Career Service Cavite State
ADEVI CASUB-ADAB-16-2004 8 P17,553.00 PERMANENT | yeersstudiesin  |Mone required|Nona required |Subprofessional/Firs N/A UniversityMain |Documents proceedings and agreements'of mestings ss assignediby the
: coliege Level Eligibility Campus ChisffUnil Head, distributes coples of tha minutea to concemed parties as
well es files B copy for future reference.
Prapare and or ancodes reports, letiers, presentatons and other official
‘communications;
iCoordinates preparation of documents needed in the operations offunit;
|Act as Ralson to transact to other govemment offices or company
lunitsfdepariments;
Perform other task essigned by higher authorities,
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Qualification Standards
Position Title Salary!
No. (Parenthetical Plantilla tem No Jobl Pay | Monthly Salary STATUS B Competency(if Place of
d o .p#k.h m‘m
Title, if applicabie) Grade E T Experience Eligibility la) Duties and Responsibilities
Kesp and lend the laboratory apparatuses 1o students and teachers
s prepare chamicals. solutions needed for laboralery expariment
Subprofessional/Firs label and arrange the lsboralory apparatuses and aquipment
LABORATORY Completion of two 1 Level Eligibility Cavite State
15 TECHNICIAN | CASUB-LABT1-3-1998 L] #17.553.00 PERMANENT years studies in | None required | None required Laboratory NA University Main | List down the available apparatuses/materials and requests for whatever
college Technician Campus matenats neaded
(MC. 10, 8. 2013-
Cat. 1Y) Conduct p y of cf af and equipment of the
office
Perform other task assigned by higher authorities

Interested and qualified appkcants should signify their interest in writing Attach the following cocuments to the application letter and send to the address below nol later than ‘!!% 2. M

1 Latrer of application
2 Applicant's Portfolio (includes the resume, photacopy of TOR and Diploma, and other supporiing documents about the applicant’s credantials)

3. 1PCR rating (for government employees) in the present posifion for one (1) year, or any performance rating form for one (1) year {for non-government emioyees)
4 Photocopy of certificate of eligibility/lcense/rating (if applicable)

Note
1 Applicants shail have at least a “Very Satisfactory” performance rating in the 188t two rating periods of in the
precading year as certified by the previcus employer
2. Non.govemment employea shall submit a cerdificate of good moral character as certified by the immediate supervisor
and in or send through

Cavile State University. Bancod, indang. Cavite
office presteptiBovy athi. b

DOCUMENTS SHALL NOT BE ENTERTAINED.
EEOF Statements: 1. P of preg , lactating/breastieeding mothers and differently able appcantsiemployses shall be
ensured during the conduct el interview and exam
2 Examination and inlarview of applicants wath disabiity shall be admunister through the assistance of Special Education Teach
the College of Education.
fion related to criteria. Panelist may only a8k queslions about

3 During Ihe interview, the HRMPSE members shall only ask
candidates’ disability only in so far as 1o determine whether the same may put the life of the person or their colleagues in danger

3 Duting the inlprview. tha HRMPSB members shall only ask question related to seleclion crilena Panelist may only
ask questions aboul candidates’ disability only in 8o far as 1o determine whether the same may put the life

of the person or their colleagues in danger

from
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