CS Form No. 9
Revised 2025

To:

CIVIL SERVICE COMMISSION (CSC)

Request for Publication of Vacant Positions =

Republic of the Philippines
UNIVERSITY OF RIZAL SYSTEM

We hereby request the publication in the CSC Job Portal of the following vacant positions, which are authorized to be filled at the University of Rizal System:

; 4 EIéptrbnﬁ: coby to be submitted to the CSC FO must be in MS Excel format
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HRMO

i August 4, 2026
No Position Title (Parenthetical Title, if Plantilla ltem No. Salary/ Job/ Monthly Sala " SIOFIRAED SR = % - Pl f Assi
. applicable) ’ Pay Grade v ry Educalion Training Experience Eligibility Competency / Area of Specialization / Residency Requirement ace of Assignment
(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 and Records Management — Intermediate
1 g‘:;";ﬂ'fc‘;a&";Sfre'ff;:{é:'r:‘c';‘fl’l‘) URSB-ADOF4-23-2022 15 42178.00 Bachelor's Degree | 4 Pours of relevant | 1 year of relevant |, e ool Second|FC4-Computer Skills — Intermediate Humaryizesource
9 training experience Level Eligibility FC5-Communication Skills — Intermediate Management Unit
FC7-Human Resource 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 — Intermediate
CC2-Delivering Service Excellence — Intermediate
CC3-Achievement Orientation Management — Intermediate
CC4-Interpersonal Relationship Management — Intermediate
FC1-Administrative Services Management — Intermediate
f Bacheiars degres 4 hours of relevant 1 year of relevant Cereer Sagvies _ |FOZ Socuments andiecards bansgement —Iptenmiediats Project Management
2 |Project Development Officer Il URSB-PD02-27-2022 15 42178.00 relevant to the job o Y . Professional/ Second |FC4-Computer Skills — Intermediate ) 189
training expenence Level Eligibilty | FC5-Communication Skills - Intermediate tloi
FC9-Planning and Delivering — Intermediate
FC11-Project Management - 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
BS Legal 4 hours of training CC2-Delivering Service Excellence — Basic
Management, AB relevant to legal Career Service ggi—{“:hfevememl (RJﬁle':_taliOr? Ml\jlnagemem ~ BSSiC
: Paralegal Studies, | work, such as legal ) g -Interpersonal Relationship Management — Basic .
3 [Legal Assistant Il URSB-LEA2-8-2022 12 33947.00 Law, Political ethics, legal reseagrch None required Professmna_ll_S_gcond FC1-Administrative Services Management — Basic Legal Unit
Science or other | and writing, or legal Level Eligibility | £c5 pocuments and Records Management — Basic
allied courses procedure FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic _
CC2-Delivering Service Excellence — Basic
Bachelor's degree in CC3-Achievement Orientation Management — Basic
Commerce / CC4-Interpersonal Relationship Management — Basic
4 |Accountant | URSB-A1-34-2016 12 33947.00 Business None Required None Required RA 1080 FC1-Administrative Services Management — Basic Accounting Unit
Administration major FC2-Documents and Records Management — Basic
in Accounting FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
o= @ o= a o @
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Administrative Officer Il (Human
Resource Management Officer [)

URSB-ADOF2-55-2022

11

31705.00

Bachelor's Degree

None Required

None Required

Career Service
Professional/ Second
Level Eligibility

CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Managemerjl L'Basic!
CC4-Interpersonal Relationship Managemént — Basic |
FC1-Administrative Services Management— Basic
FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic ff

ol

> w

FC5-Communication Skills — Basic  Baalan X Y Gl
A —

FC7-Human Resource Management - Bas:i’c.; ARME.

Human Re5thce
Management Unit

Internal Auditor |

URSB-IAUD1-3-2022

11

31705.00

Bachelor's degree
relevant to the job

None Required

None Required

Career Service
Professional/ Second
Level Eligibility

CC1-Professionalism — Basic I e
CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management —
CC4-Interpersonal Relationship Management — Basi
FC1-Administrative Services Management — Basic
FC2-Documents and Records Management — Basi
FC3-Financial Management - Basic
FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

Internal Audit Unit

Planning Officer |

URSB-PLO1-1-2022

1

31705.00

Bachelor's degree
relevant to the job

None Required

None Required

Career Service
Professional/ Second
Level Eligibility

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic
FC1-Administrative Services Management — Basic
FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

Planning Unit

Registrar |

URSB-R1-2-2002

31705.00

Bachelor's Degree

None Required

None Required

Career Service
Professional/ Second
Level Eligibility

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic
FC1-Administrative Services Management — Basic
FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

Registrar Unit

Administrative Officer |
(Records Officer I)

URSB-ADOF1-2-2012

26917.00

Bachelor's Degree

None Required

None Required

Career Service
Professional/ Second
Level Eligibility

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic
FC1-Administrative Services Management — Basic
FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

Records Unit

Administrative Assistant II
(Property Custodian)

URSB-ADAS2-18-2004

22423.00

Completion of 2
years of studies in
college (prior to
2018) or Completion
of Grade 12 / Senior
High School (starting

~2016)

4 hours of relevant
training

1 year of relevant
experience

Career Service
Subprofessional/
First Level Eligibility

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic
FC1-Administrative Services Management — Basic
FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

FC10- Supply & Property Management - Basic

Supply and Property
Management Unit

-

Administrative Assistant Il
(Administrative Assistant)

URSB-ADAS2-41-2022

22423.00

Completion of 2
years of studies in
college (prior to
2018) or Completion
of Grade 12 / Senior
High School (starting
2016)

4 hours of relevant
training

1 year of relevant
experience

Career Service
Subprofessional/
First Level Eligibility

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic
FC1-Administrative Services Management — Basic
FC2-Documents and Records Management — Basic
FC4-Computer Skills — Basic

FC5-Communication Skills — Basic

FC8-General Services Management - Basic

General Services
Unit




CC1-Professionalism — Basic | WE LL=-APPT: i
Completion of 2 CC2-Delivering Service Excellence — ‘Basic ™ "ol wut = N -
years of studies in CC3-Achievement Orientation Management4 Basic . .~ 7 = ER
Administrative Aide VI college (prior to Career Service Sub [C__Jgtt Interpersonal Rselatlonsh'\l;) ManagemtenlB— Basic - Do = gl |
12| Clerk ) URSB-ADAG-29-2022 19716.00 | 2018) or Completion | None Required None Required | professionall First |FC1-Administrative Services Management — Basic Budget Unit
of Grade 12 / Senior Level Eligibility FC2- D_ocun'!enls and Records Ma_nagement - Basw 0 4 AU! 28? ¥
High School (starting FC3-Financial Management - Basic | J )] _
2016) FC4-Computer Skills — Basic ] |
FC5-Communication Skills — Basic 1
CC1-Professionalism — Basic i DO i ]
Completion of 2 CC2-Delivering Service Excellence ~ Bassc o 2 3 i
years of studies in CC3-Achievement Orientation Management - . . :
Administrative Aide-Vi college (prior to Career Service Sub CCd-lmerpt_erson_aI Relati_onship Managemenf — B_asic s
13 (Clerk Iil) URSB-ADA6-12-2022 19716.00 2018) or Completion None Required None Required professional/ First [FC1-Administrative Services Management —[Basic Cash Unit
of Grade 12/ Senior Level Eligibility ~ |FC2-Documents and Records Management|- Basic
High School (starting FC3-Financial Management - Basic
2016) FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
Completion of 2 CC2-Delivering Service Excellence — Basic
years of studies in CC3-Achievement Orientation Management — Basic
Administrative Aide VI college (prior to Career Service Sub |CC4-Interpersonal Relationship Management — Basic Information and
14 (Clerk 1) URSB-ADA6-4-2022 19716.00 2018) or Completion None Required None Required professional/ First |FC1-Administrative Services Management — Basic Communication
of Grade 12/ Senior Level Eligibility FC2-Documents and Records Management — Basic Technology Unit
High School (starting FC3-Financial Management - Basic
2016) FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
Completion of 2 CC2-Delivering Service Excellence — Basic
years of studies in CC3-Achievement Orientation Management — Basic
Administrative Aide VI college (prior to Career Service Sub |CC4-Interpersonal Relationship Management — B@sic
15 (Clerk Ill) URSB-ADAG-5-2022 19716.00 2018) or Completion| None Required None Required professional/ First [FC1-Administrative Services Management — Basic Information Unit
of Grade 12 / Senior Level Eligibility ~ [FC2-Documents and Records Management — Basic
High School (starting FC3-Financial Management - Basic
2016) FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
i CC1-Professionalism — Basic
Completion _°f2_ CC2-Delivering Service Excellence — Basic
years of s‘”?"es in . CC3-Achievement Orientation Management — Basic
Administrative Aide IV college (prior to " : Career Service Sub | 4. |nterpersonal Relationship Management — Basic Office of the Campus
16 (Clerk Il) URSB-ADA4-39-2004 17506.00 2018) or Completpn None Required None Required profess:or?a.llflrst FC1-Administrative Services Management — Basic Director, Morong
of Grade 12/ Senior Level Eligibility | Fc2.Documents and Records Management — Basic Campus
High School (starting FC4-Computer Skills — Basic
2016) FC5-Communication Skills — Basic

Interested and qualified applicants should signify their interest in writing through an application letter addressed to the head of office. Applicants must attach the following documents to the application letter and send these to the address below not later than August 17, 2026.

. Hard copy or electronic copy of Proof of eligibility/rating/license;
. Hard copy or electronic copy of Transcript of Records;
. Hard copy or electronic copy of Training Certificates; and

DO hWN=

. Hard copy or electronic copy of Certificate of Attendance from January to December 2025 issued by the respective HRMO (1f applicable)

. Fully accomplished Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sized or unfiltered digital picture (CS Form No. 212, Revised 2026); digitally signed or electronically signed;
. Hard copy or electronic copy of Performance rating in the last 2 rating period (if applicable);

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 through an application letter addressed to Dr. Nancy T. Pascual, University President.

This Office highly encourages all interested and qualified applicants to apply, which include persons with disability (PWD) and members of the indigenous communities, |rrespectnve of sexual orientation and gender identities and/or expression, civil status, religion, and political affiliation.

This Office does not discriminate in the selection of employees based on the aforementioned pursuant to Equal Opportunities for Employment Principle (EOP).

QUALIFIED APPLICANTS are advised to hand in or send through courier/email their application to the head of officelhuman resource management office/records office, as the case may be:

JERWIN V. PATANGUI

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.

a




