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DIR. NANCY B. ASILO

Director Il

Civil Service Commission - Field Office Rizal
Cainta, Rizal

Dear DIR. ASILO:

Greetings!
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[ have the honor to request for the publication in the Civil Service Commission Field Office
Rizal Bulletin of Vacant Positions the attached list of Vacant Positions, this University, in

compliance with RA 7041.

The electronic copy has been forwarded to the cscforizal.publication@gmail.com and

ro04.it@csc.gov.ph, as per Section 25, Rule VII of the 2017 Omnibus Rules on
Appointments and Other Human Resource Actions, as amended.

Thank you very much.

Very truly yours,

ENONE\L. FAULVE
Universjty HRMO

Nurturing Tomorrow’s Noblest

URS Angono Tel. 8539-9930 to 31 URS Cainta Tel. 8539-9938 to 39
URS Antipolo Tel. 8539-9932 to 34 URS Cardona Tel. 8539-9940 to 41
URS Binangonan Tel. 8539-9935 to 37 URS Morong Tel. 8539-9950 to 56

URS Pillila
URS Rodriguez
URS Taytay

Tel. 8539-9942 to 44
Tel. 8539-9945 to 47
Tel. 8539-9948 to 49
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‘o: CIVIL SERVICE COMMISSION (CSC)

Republic of the Philippines

UNIVERSITY OF RIZAL SYSTEM

Requesl far Publication of Vacant Posilions

We hereby request the publication of the following vacant positions, which are authorized to be filled, at the UNIVERSITY OF RIZAL SYSTEM in the CSC website:
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Date: 06/20/2023
o ) Salary/ Qualification Standards
Jo. Posmt.)n Tr_tle (Parenthetlcal Plantilla Item No. Jobl Monthly Salary Place of Assignment
Title, if applicable) GF::;re Education Training Experience Eligibility Competency (if applicable)
CC1-Professionalism — Intermediate
CC2-Delivering Service Excellence — Intermediate
CC3-Achievement Orientation Management — Intermediate
CC4-Interpersonal Relationship Management — Intermediate
FC1-Administrative Services Management — Intermediate
& ) Career Service FC2-Documents a_nd Records M_anagement - Intermediate )
1 |Administrative Officer Il URSB-ADOF3-12-2022 14 33843.00 achelors degree | 4 hoursof | 1 years of relevant | o o cioinal Second |FC4-Computer Skills — Intermediate General Service
relevant to the job | relevant training experience Level Eligibility FC5-Communication Skills — Intermediate Unit, URS Tanay
FC8-General Services Management - Intermediate
FC9-Planning and Delivering — Intermediate
LC1-Thinking Strategically and Creatively — Basic
LC2-Creating and Nurturing a High Performance Organization — Basic
LC3-Building Collaborative and Inclusive Working Relationships — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Qrientation Management — Basic
; - Career Service CC4-Interpersonal Relationship Management — Basic Project
2 IPmJECt Devsiopment Offcer URSB-PD0O1-62-2022 11 27000.00 ?;zcz:ﬂz f:j’es None Required None required Professional/ Second |FC1-Administrative Services Management — Basic Management Unit,
lo Level Eligibility FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC11-Project Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
Caresr Sarvice CC3-Achievement Orientation Management — Basic
v , Bachelor's dearee x . : CC4-Interpersonal Relationship Management — Basic Quality Assurance
3 |Administrative Officer Il URSB-ADOF2-52-2022 1" 27000.00 olovantic thegjob None Required None required Professronglllsle-cond FC1-Administrative Services Management — Basic Office,yURS Tanay
Level Eligibility  rco pocuments and Records Management — Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
c e CC3-Achievement Orientation Management — Basic
o ‘ ) ) ‘ areer oervice CC4-Interpersonal Relationship Management — Basic ‘
4 |Administrative Officer || URSB-ADOF2-53-2022 " 27000.00 rBe?:::Lotrtz ?:E?;(e)g None Required None required Professionall Second |Fc1-Administrative Services Management — Basic g#iilgﬁ?sgu{;:c;
Level Eligibility  |Fc2-Documents and Records Management — Basic

FC4-Computer Skills — Basic
FC5-Communication Skills — Basic




Administrative Officer Il

Career Service

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic

Human Resource

5 |(Human Resource URSB-ADOF2-54-2022 11 27000.00 Bachelor's degree | None Required None required | Professional/ Second |FC1-Administrative Services Management — Basic Management Unit,
Management Officer I) Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC7-Human Resource Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Adimiristrative Oficerii Career Service CC4-Interpersonal Relationship Management — Basic Human Resource
6 [(Human Resource URSB-ADOF 2-55-2022 11 27000.00 Bachelor's degree | None Required None required | Professional/ Second |FC1-Administrative Services Management — Basic Management Unit,
Management Officer I) Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC7-Human Resource Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Officer Il Bachelor's degree Gareer Service CC4-lnterp§rsonal Relat%onship Management = Basic Accounting Unit
7 (Accounting Analyst URSB-ADOF 2-56-2022 11 27000.00 relevant to the job None Required None required Professional/ Second |FC1-Administrative Services Management — Basic URS Tanay
Level Eligibility FC2-Documents and Records Management — Basic Y
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
oo : i Career Service CC4-Interpersonal Relationship Management — Basic ) )
8 Tmlnxsttratlv: Olfﬂcter I URSB-ADOF2-57-2022 11 27000.00 rachelorsdeares, || o Required None required | Professionalf Second |FC1-Administrative Services Management — Basic Aeeounting, Uri,
(Accounting Analyst) relevant to the job Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
= . - A Career Service CC4-Interpersonal Relationship Management — Basic .
9 .ﬂgjn;mls:tg#ve Olf'flcer L URSB-ADOF 2-58-2022 1 27000.00 Bachelor's ‘fgfe"‘ None Required None required | Professional/ Second |FC1-Administrative Services Management - Basic Budget Unit,
(Budge ieerl) relevant to the job Level Eligibility FC2-Documents and Records Management — Basic URS Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
e i . Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic . !
10 Administrative Assistant Il URSB-ADAS3-50-2022 9 21129 00 yeafs studies in 1 year of relevant| 4 hours of relevant professionall First FC1-Administrative Services Management — Basic Accounting Unit,

(Senior Bookkeeper)

college

experience

training

Level Eligibility

FC2-Documents and Records Management — Basic
FC3-Financial Management - Basic

FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

URS Tanay




Administrative Assistant Il

Completion of two

1 year of relevant

4 hours of relevant

Career Service Sub

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic

Accounting Unit,

11 ” URSB-ADAS3-51-2022 21129.00 years studies in ) 2o professionall First |FC1-Administrative Services Management — Basic
(Senior Bookkeeper) college experience training Level Eligibility FC2-Documents and Records Management — Basic URS Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic Suppiand
- . . Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic
12 }ﬁ;";’é‘iﬁﬁ’;ﬁiffﬁ”‘ i URSB-ADAS2-17-2004 19744.00 years studies in | | V‘Zi;g:i;'s;a”t 4 h°“{fai°:i:;'e"a”‘ professionall First [FC1-Administrative Services Management — Basic Manazre?r?weeﬁ Ui
college Level Eligibility FC2-Documents and Records Management — Basic URS Tana *
FC4-Computer Skills — Basic y
FC5-Communication Skills — Basic
FC10-Supply & Property Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic Supgly i
- . ) Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic
1§ [t ASEnN] URSB-ADAS2-45-2022 19744.00 yea?s studies in | 1 Y82r of relevant] 4 hours of relevant | oo cqiona) First [FC1-Administrative Services Management — Basic Property
(Propsry Custodiar) college expenence training Level Eligibility ~ |FC2-Documents and Records Management — Basic Management Unit,
FC4-Computer Skills - Basic URS Tanay
FC5-Communication Skills — Basic
FC10-Supply & Property Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
-~ ; ; Completi Career Service Sub |CC4-Interpersonal Relationship Management — Basic .
14 Ad.mlmst_ratwe Assistant Il URSB-ADAS?2-39-2022 19744.00 ;a?se;tEZiZ;?:o 1 year of_relevant 4 hours pf_ relevant par;fessionali First |FC1-Administrative Services Management — Basic Cash Unit,
(Disbursing Officer I1) colloge experience training Level Eligibility FC2-Documents and Records Management — Basic URS Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
o : ; Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic )
35 [fAministrative Assistant ]| URSB-ADAS2-40-2022 19744.00 yeafs studies jn | | Y62 of relevant | 4 hours of relevant | o ional/ First  |FC1-Administrative Services Management — Basic Cash Unit,
(Disbursing Officer 1) college experience training Level Eligibility FC2-Documents and Records Management — Basic URS Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Completion of two 1 f rel il - : Career Service Sub CC4flnterpt_ersorja! Relatfonship Management — Basic General Services
16 |Administrative Assistant Il URSB-ADAS2-41-2022 19744.00 years studies in ot et i ours of Tetevant |, ofessionall First |FC1-Administrative Services Management — Basic Unit,
college SXpeliENcs i Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay

FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC8-General Services Management




Completion of two

1 year of relevant

4 hours of relevant

Career Service Sub

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic

General Services

17 |Administrative Assistant Il URSB-ADAS2-42-2022 19744.00 years studies in ) C professionall First |FC1-Administrative Services Management — Basic Unit,
college exparience training Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC8-General Services Management
CC1-Professicnalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Assistant Il Completion of two |, frel o - Career Service Sub |CC4-Interpersonal Relationship Management — Basic Human Resource
18 |(Human Resource URSB-ADAS2-43-2022 19744.00 years studies in year of relevant | 4 hours of relevant | o e qionaly First |FC1-Administrative Services Management - Basic Management Unit,
Management Assistant) college expenancs eiing Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC7-Human Resource Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Assistant II Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic Human Resource
19 |(Human Resource URSB-ADAS2-44-2022 19744.00 years studies in | | Y82 of relevant | 4 hours of relevant | e cionaly First |FC1-Administrative Services Management — Basic Management Unit,
Management Assistant) college experience tralning Level Eligibility  |FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC7-Human Resource Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
- . . Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic .
20 gﬁgg@‘ﬁ;&;‘:{f"t ! URSB-ADAS2-46-2022 19744.00 yea'r:)s studiesin | | Yearof relevant| 4 hours of relevant | e ional First |FC1-Administrative Services Management — Basic Budget Unit,
college Espariancs training Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic .
21 |Administrative Assistant | URSB-ADAS1-36-2022 18620.00 years studies in | None Required | None Required professionall First |FC1-Administrative Services Management — Basic Rrsegremant Unk,
college Level Eligibility | FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC10-Supply & Property Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Aide VI Completion of two Career Service Sub |CCA-Interpersonal Relationship Management — Basic Office of the Board
22 URSB-ADAG-2-2022 17563.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic Secretary, URS

(Clerk 1)

college

Level Eligibility

FC2-Documents and Records Management — Basic
FC3-Financial Management - Basic

FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

Tanay




Administrative Aide VI

Completion of two

Career Service Sub

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic

Office of the Board

23 (Clerk Il URSB-ADAG-3-2022 17553.00 years studies in None Required None Required professional/ First  |FC1-Administrative Services Management — Basic Secretary, URS
college Level Eligibility FC2-Documents and Records Management — Basic Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
. . : - . Information and
Aciiristrative Aide Vi Complehon‘of two . Career S.EW'CE sUb CC4-Inter‘pt_arson-al Relata_onsmp Management — B_asm: Communication
24 (Clerk Il) URSB-ADAB-4-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic Technoloay Unit
college Level Eligibility FC2-Documents and Records Management — Basic URS Tg?'fla '
FC3-Financial Management - Basic ¥
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
L ) Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic )
s5:| (i inistralivecide M URSB-ADAG-5-2022 17553.00 yours shidlsaln. | Mereequied | Nl Reguired professionall First |FC1-Administrative Services Management — Basic apttion Uit
(Cleark ) college Level Eligibility ~ |FC2-Dacuments and Records Management — Basic URS Tanay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
. . ) Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic ) )
6 fgl;rll:ﬁ:)ratwe Aide VI URSB-ADA6-6-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basiq IntEGnF?éArL;d;;UHIt'
college Level Eligibility FC2-Documents and Records Management — Basic Y
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
. . . Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic . )
7 »('\éilglrl:lﬁlt)ratlve Alde A URSB-ADAB-8-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic P:?;g'?é:;"‘
college Level Eligibility FC2-Documents and Records Management — Basic y
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Aide Vi Completion of two Career Service Sub CC4vInterp§rsorjaf Retali_onship Management — Basic Project
8 (Clerk Ill URSB-ADAB-9-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic Management Unit,
college Level Eligibility ~ |FC2-Documents and Records Management — Basic URS Tanay

FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic




Completion of two

Career Service Sub

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic

29 fgr‘;inﬁlt)rahve Alde Vi URSB-ADAG-10-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic 8#alltyl-;;\§§u_lr_ance
college Level Eligibility FC2-Documents and Records Management — Basic og, anay
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic !
NS AV Completion of two Career Service Sub CC4—Inter_pt?:‘rsonlal Relatilonship Management — Basic Ofgfgs?;;:?f\éfe
30 (Clerk Il URSB-ADAB-11-2022 17553.00 years studies in None Required None Required professional/ First [FC1-Administrative Services Management — Basic Admiristration and
college Level Eligibility FC2-Documents and Records Management — Basic :
FC3-Financial Management - Basic Finance
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
- 1 : g Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic .
31 %Z:ﬁgmwe Alde URSB-ADA6-12-2022 17553.00 years studies in None Required None Required professionall First  [FC1-Administrative Services Management — Basic S:gh.rggg‘
college Level Eligibility FC2-Documents and Records Management — Basic Y
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
- i : Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic -
12 g::l?lt)rahve Ade ¥l URSB-ADA6-13-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic S:;hTUnlt.
college Level Eligibility  |FC2-Documents and Records Management — Basic =HRY
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professicnalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Aide VI Campletion of two Career Service Sub |CC4-Interpersonal Relationship Management - Basic General Services
13 (Clerk Il) URSB-ADA6-14-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basp Unit,
college Level Eligibility FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC8-General Services - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Aide VI Completion of two Career Service Sub |CCA-Interpersonal Relationship Management — Basic Human Resource
4 URSB-ADAB-15-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic Management Unit,

(Clerk Ill)

college

Level Eligibility

FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

FC7-Human Resource Management - Basic

URS Tanay




Administrative Aide VI

Completion of two

Career Service Sub

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic

Human Resource

35 (Clerk Il URSB-ADA6-16-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management — Basic Management Unit,
college Level Eligibility FC2-Documents and Records Management — Basic URS Tanay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC7-Human Resource Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
o ; ; Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic )
36 'fé:;';ﬁf;atwe Lkl URSB-ADAB-17-2022 17553.00 years studies in None Required None Required professionall First |FC1-Administrative Services Management — Basic ProLcJL;rgrf\rem Lnit,
college Level Eligibility ~ |FC2-Documents and Records Management — Basic anay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC10-Supply & Property Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
- ; ; Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic )
37 ;g;?:il?lt)rauve AREY URSB-ADA6-18-2022 17553.00 years studies in None Required None Required professionall First  |[FC1-Administrative Services Management — Basic ProLcJL;rgn_}em Al
college Level Eligibility ~ |FC2-Documents and Records Management — Basic anay
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC10-Supply & Property Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
Admiiststive Al VI Completion of two Career Service Sub ggiﬂl’\(l:hievemen: CR)ri:ar:.la:ior? Mlanagememr BaBsicr R ds U
ministrative Aide o . ) X ; -Interpersonal Relationship Management — Basic ecords Unit,
38 (Clerk i) URSB-ADAG-19-2022 17553.00 years studies in None Required None Required professmpaifflrst FC1-Administrative Services Management — Basic URS Tanay
college Level Eligibility FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
Completion of two Carser Service Sub CC3-Achievement Orientation Management — Basic
Administrative Aide VI . i ; : : CC4-Interpersonal Relationship Management — Basic Records Uni
39 (Clerk Il URSB-ADAG-20-2022 17553.00 years studies in None Required None Required profesmotja\l/fnst FC1-AdmiF::istrative o— !\;'Ipanager?lent " Basic SI?ES Tsanayt
college Level Eligibility | Fco pocuments and Records Management — Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
Administrative Aide VI Completion of two Career Service Sub CC4-Interp¢rsonal Relationship Management — Basic S;pply zﬂd
10 URSB-ADA6-21-2022 17553.00 years studies in | None Required | None Required professionall First [FC1-Administrative Services Management — Basic FOREOY.
(Clerk I11) Sl f Management Unit,
college Level Eligibility FC2-Documents and Records Management — Basic URS Tanay

FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
FC10-Supply & Property Management - Basic




CC1-Professionalism - Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Qrientation Management — Basic

Administrative Aide VI Completion of two » , Career Service Sub CC4_—Interp§rson_al Relationship Managemeft — Basic ngc?;ii:d
41 URSB-ADAG-22-2022 17553.00 years studies in None Required None Required professional/ First |FC1-Administrative Services Management Basic ;
(Clerk: Il college Level Eligibility  |FC2-Documents and Records Management — Basic Management Unit,
FC4-Computer Skills — Basic URS Tanay
FC5-Communication Skills — Basic
FC10-Supply & Property Management - Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
fi ; ; Completion of two Career Service Sub |CC4-Interpersonal Relationship Management — Basic ;
g [CETRSIRtE Aoy URSB-ADAG-23-2022 17553.00 years studies in | None Required | None Required | professionall First |FC1-Administrative Services Management — Basic Buaiget Ul LR

(Clerk 111)

college

Level Eligibility

FC2-Documents and Records Management — Basic
FC3-Financial Management - Basic

FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

Tanay

IMPORTANT NOTE: Interested and qualified applicants are advised to view the job description/specification of the position through www.urs.edu.ph before signifying their interest in writing. Attach the following documents to the application letter addressed to the University
President, Dr. Nancy T. Pascual, and submit to the University Human Resource Management Office, URS Morong Campus, Morong, Rizal, not later than June 30, 2023.

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

1. Fully accomplished under oath Personal Data Sheet (CS Form 212, Revised 2017) with recent passport-sized photo (3.5cm x 4.5cm) and required Work Experience Sheet which can be downloaded at www.csc.gov.ph;
2. Photocopy of Transcript of Records;

3. Performance ratings in the last two (2) rating period or equivalent (if applicable)
4. Photocopy of Training Certificates;

5. Authenticated copy of Certificate of Eligibility/License;

6. Certificate of Attendance from January to December 2022 issued by the respective HRMO (if applicable)

The Merit Selection Plan of the University stated that there shall be no discrimination in the selection or promotion of applicants on account of age, sex, sexual orientation, gender identity, civil status, disability, rargoea-elbw

Note: Only those with complete requirements, with notarized PDS or signed by the Administering Officer, and met all the required qualification standards will be considered

ENONE L. FAULVE

University HRMO

Ground Floor, ISR Building, URS Morong, Tel No. 8539-9950 Local 124

careers@urs.edu.ph

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
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