CS Form No. 9 B
Revised 2025 r Electronic copy to be submitted to the CSC FO must be in MS Excel format
Republic of the Philippines .
UNIVERSITY OF RIZAL SYSTEM
Request for Publication of Vacant Positions

To: CIVIL SERVICE COMMISSION (CSC)

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:

IN VYPATANGUI 3 O l\’iAR ZE-;:S

U | HRMO
Date: March 30, 2026
|
Position Title (Parenthetical Title, if . Salary/ Job/ Qualification Siardards (
Ne, applicable) Plantilla ltem No. Pay Grad Monthly Salary ; Campetency / Area of Specialization / Resideficy Requirement Place of Assignment
. . y 1orace ) Education Training Experience i Eligibility (if applicable) 3 .

CC1-Professionalism — Intermediate
CC2-Delivering Service Excellence — Intermediate
CC3-Achievement Orientation Management — Intermediate
CC4-Interpersonal Relationship Management — Intermediate
FC1-Administrative Services Management — Advanced

' R 5 o . . ) . " e ;s . FC2-Documents and Records Management — Advanced
Supervising Administrative Officer ] ; Career Service - H )

S et e S bt e I Bachelor’s degree ours of.relev: ‘of rel 7 FC3-Financial Management - Advanced...... © =, - e ; - n—_
1 |(Financial and Management Officer I) URSB-SADOF~42-2022|% " 22 81796.00 ik R lhegjob 16 P;‘_t;arzifnfglevant 3 ye:;::;_g;s ;vgnt Professionall Second|FC4-Computer Skils — Advanced;/ - i Finance Division
: : ; ; S . Level Eligibility  |FC5-Communication Skills = Advanced
FC9-Planning and Delivering — Advanced
FC10-Supply and Property Management - Advanced
LC1-Thinking Strategically and Creatively — Intermediate
LC2-Creating and Nurluring a High Performance Organization — Intermediate
LC3-Building Collaborative and Inclusive Working Relationships — Intermediate
CC1-Professionalism — Intermediate
CC2-Delivering Service Excellence — Intermediate
CC3-Achievement Orientation Management — Intermediate
CCé-Interpersonal Relationship Management — Intermediate
FC1-Administrative Services Management — Intermediate
Career Service FC2-Documents and Records Management — Intermediate .
2 |Project Development Officer il URSB-PD03-35-2022 18 53818.00 Bachelor's degree | 8 hours of relevant | 2years of relevant |o e oy Second|FC4-Computer Skills — Intermediate Project Management
relevant to the job training experience Level Eligibilty _|F C5-Communication Skills — Intermediate Unit

FC9-Planning and Delivering — Intermediate

FC11-Project Management - Intermediate

. X LC1-Thinking Strategically and Creatively — Basic

- - Lo LC2-Creating and Nurturing a High Performance Organization — Basic
e < e - o e '14 LC3-Building Collaborative and Inclusive Working Relationships — Basic
P ! 2 i . Tty

CC1-Professionalism — Intermediate TSI SR i,
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 Registrar Unit
Professionall Second |FC4-Computer Skills — Intermediate 2 M 9 c .
Level Eligibility FCS5-Communication Skills — Intermediate . erong Lampus
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

3 [Registrar Il URSB-R3-1-2002 18 . 53818.00 Bachelor's Degree 8 hours 9f.relevant 2 years of relevant
] s . . training | experience




@ o i o =2
CC1-Professionalism — Intermediate
CC2-Delivering Service Excellence ~ Intermediate
CC3-Achievement Orientation Management — Intermediate
CC4-Interpersonal Relationship Management - Intermediate
FC1-Administrative Services Management — Intermediate
i aFours of relavant | Pvesrs of relevani Career Service |FC2-Documents and Records Management — Intermediate Reaistrar Unit. Tana
4 |Registrar il URSB-R3-2-2002 18 53818.00 Bachelor's Degree o v : Professional/ Second |FC4-Computer Skills — Intermediate gt il Y
Walning expenence Level Eligibilty | FC5-Communication Skills — Intermediate Carnnpus
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
inistrati Career Service  |FC2-Documents and Records Management — Intermediate Office of the Campus
5 :fﬂi?ﬁ;{f:t‘,’fe%fggg r\:") URSB-ADOF5-8-2004 18 53818.00 | Bachelors Degree | O NOU™ otrelevant | 2years of relevant | pyofessionay Second|FC4-Computer Skills ~ Intermediate ¥ Director, Morong
raining experience Gt e 2 .
Level Eligibility ~ |FC5-Communication Skills — Intermediate Campus
FC9-Planning and Delivering — Intermediate
s wetl R . | o p EEE Y £ Yo -..-|LC1-Thinking Strategically and Creatively — Basic : e
= . - I - o R R L . ...+|LC2-Creating and' Nurliring a High Pérformance Orgamzalnon —Basnc e .
4 & C3- “Building Collaborative and Inclusive Working Relationships — Basic 1
CC1-Professionalism — Intermediate
CC2-Delivering Service Excellence — Intermediate
CC3-Achievement Orientation Management — Intermediate
CC4-Interpersonal Relationship Management — Intermediate
Bachelor's degree in FC1-Administrative Services Management — Intermediate
Commerce / FC2-Documents and Records Management — Intermediate
6 |Accountant Il URSB-A2-31-2022 16 45694.00 Business 4 hours of relevant | 1 year of relevant RA 1080 FC3-Financial Management - Intermediate Accounting Unit
Administration major training expenence FC4-Computer Skills — Intermediate
in Accounting FC5-Communication Skills — 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 :
% Y e dm vl . |- i i. i yo= i |FC1-Administrative Services Management — Intermediate R DR EE
g TE A G e & PO oo ety S L " | IS — Career Service: . . FC2 ments and Records Management — g el Clan S
@ g:r:;:fé;a&vaenaogfzcr:;:l/(()’:f::n;ralr:) URSB-ADOF4-21-2022 |~ 15" " 4217800 | Bachelor's Degree Ahoursiohreievantaey, Jearat Teimvant Professwnjl/ Secc;d FC4-Computer Skills — Intermediate = T Sl i i ol
training expenence Level Eiigibility ~ |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
Administrative Officer IV (Administrative P i Bachelors dearee. | 4 hotis of relevant 3 el - Career Service FC2-Documents and Records Management — Intermediate i G I
8 |ommcerl) URSB-ADOF4-20-2022 15 42178.00 ar 1S 0 reiovan yearof relevanl * 5 o ssionall Second|FC4-Computer Skills — Intermediate snersl
relevant to the job training experience Level Eligibility EC5-Communication Skills — Intermediate Services Unit
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
o= e o



o =]
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
9 |Planning Officer Il RSB- o8 Bachelor's degree | 4 hours of relevant | 1 year of relevant : . : 3 .
g URSB-PLO2-28-2022 15 42178.00 relevant io the job teairing experience Profe55|ona.II'Sfcond FC4-Compule.r Sk_llls— Intermediate Planning Unit
Level Eligibility ~ |FC5-Communication Skills — Intermediate
FC9-Planning and Delivering — Intermediate
LC1-Thmk|ng 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
. . : FC2-Documents and Records Management — Intermediate
Administrative Officer Ill y Career Service + :
10 (Supply Officer Il URSB-ADOF3-16-2022 14 38764.00 Bachelor's Degree 4 hours of relevant | 1 year of relevant |5 0 ooy Second|FC4-Computer Skills — Intermediate Procurement Unit
training expenence Level Eligibility FC5-Communication Skills — Intermediate
FC9-Planning and Delivering — Intermediate
i, 2 o . , i FC10-Supply and Property. Management lnten‘nednate = )
. A |- : ! LC1-Thmkmg Strategically and Creatlvely Basm IAS DN
- ’ 3= 5 LCZ-Crealmg and Nurturing a High Pedormance Organlzatlon Basic’
= LC3-Building Collaborahve and Inclusive Workmg Relanonshlps —Basic -
CC1-ProfessuonaIlsm — Basic
BS Legal 4 hours of training CCZ-DeIlyenng Servnge Ex<-:e|lence — Basic .
Management, AB | relevant to legal Career Servica ggz-f\?hlevemen(l g"f:’_‘a“o:. Mlanagement ‘l' B;su:_
. Paralegal Studi Kk -Interpersonal Relationship Management — Basic
11 |Legal Assistant Il URSB-LEA2-9-2022 12 33947.00 Lawg Polil:;rs' e‘{:i)és. IS:QC; ?:sfagraclh None required  |Professional/ Second|FC1-Administrative Services Management — Basic Legal Unit
Science or other | and writing, or legal Level Eligibility  |FC2-Documents and Records Management — Basic
allied courses procedure FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
. CC3-Achievement Orientation Management — Basic
12 |Information Officer | URSB-INFO1-5-2022 1 3170500 | Bachelors D None Required | N i (Pt ascnd|C - uetersona) Relatkiahlp Mlanagement—Bacic ion Uni
% s Degree one Require one Require: Professmna_ll.Sfoond EC1-Administrative Services Management — Basic Information Unit
Level Eligibilty  |Fco pocuments and Records Management — Basic
FC4-Computer Skills — Basic
- FC5-Commiunication Skills — Basic
i . R o i R S CC1-Professionalism - Basic ]
s i J - Completionof 2. | * s o 4 CC2-Delivering Service Excellence — Basic ; -
yearsof studieSin | . T 7T i CC3-Achieverment Orientation Management = Basic: " "+ de
Administrative Assistant Ill college (prior to Career Service  |CC4- Interpersonal Relationship Management — Basic
18 [ ior Boukhoopen URSB-ADAS3-51-2022 9 24329.00 | 2018) or Completion | 4 "ours ofrelevant | 1yearotrelevant | g pprofessiona |FC1-Adminisiralive Services Management - Basic Aiccaunting Urél
of Grade 12 / Senior ning expefience First 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 Assistant Il college (prior to Career Service CC4-InterP<_arson_aI Relah_onshup Management—B'asxc
"By d'g::i na : Assisti'm) URSB-ADAS2-46-2022 8 2242300 | 2018) or Completion | "°”:5 ofrelevant | 1yearofrelevant | o\ ecsional [FC1-Administrative Services Management — Basic Budget Unit
: of Grade 12 / Senior raining experience First Level Eligibility |FC2-Documents and Records Management — Basic
High School (starting FC3-Financial Management - Basic
2016) FC4-Computer Skills — Basic
FC5-Communication Skills — Basic
e=. . i, o @




(4]

Administrative Aide VI
(Clerk 111

URSB-ADA6-22-2004

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

None Required

Career Service Sub
professional/ 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
FC3-Financial Management - Basic
FC4-Computer Skills — Basic
FC5-Communication Skills — Basic

Accounting Unit

Administrative Aide IV
(Clerk I1)

URSB-ADA4-36-2004

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

None Required

Career Service Sub
professional/ First
Level Eligibility

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CCé4-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 Prop;erty
Management Unit,
Angono Campus

(Glerk 1)y

Administrative Aide IV .-
N

URSB-ADA4-25-2004
!

&}

Completion of 2
years of studies in
college (prior to

2018) or Completion |-

of Grade 12/ Senior

High School(starting |

2016)

‘None Required

Wiy

Career Service Sub
.. professional First
7. Level Eligibility -

CC1-Professionalism — Basic

CC2-Delivering Service Excellence — Basic
CC3-Achievement Orientation Management — Basic
CC4-Interpersonal Relationship Management — Basic
FCA1-Administrative Services Management — Basici,
FC2:Documents and Records Management — Basic
FC4-Computer. Skills — Basic | . .. )
FC5-Comimunication Skills — Basic

FC10-Supply & Property Management - Basic

Supply and Properly
:*Management.Unit;:z:
- Cardofia Campus

o |

@

Administrative Aide IV
(Clerk 1)

URSB-ADA4-40-2004

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

None Required

Career Service Sub
professional/ 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,
Taytay Campus

©0

Administrative Aide IV
(Clerk 1)

URSB-ADA4-24-2004

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

None Required

Career Service Sub
professional/ 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

. |FC7-Human Resource Management - Basic

Human Resource
Management Unit,
Tanay Campus

o

Administrative Aide IV
(Clerk Il)

URSB-ADA4-37-2004

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

None Required

Career Service Sub
professional/ 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

International
Development &
Special Programs

Completion of 2
years of studies in

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

Administrative Aide IV college (prior to . Career Service Sub |CC4-Interpersonal Rela(iqnship Management — Basic Office of the Campus
1 (Clerk ) URSB-ADA4-41-2004 2018) or Completion None Required professional/ First |FC1-Administrative Services Management — Basic Director, Antipolo
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
o L4 o= o o




s o . s
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
" CC3-Achievement Orientation Management — Basic
22 [Farm Worker II URSB-FAWK2-3-2002 4 17506.00 EIemg:;zr:a?:hool None Required None Required N1o1ne R:;;u? ci (mc CC4-Interpersonal Relationship Manggemenl — Basic Production Unit
+ §:96=Cat. It FC1-Administrative Services Management — Basic ’
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
Completion of 2 CC2-Delivering Service Excellence — Basic
years of studies in Z § CC3-Achievement Orientation Management — Basic ;
Administrative Aide I college (prior to Career Service Sub |CCA4-Interpersonal Relationship Management — Basic General
23 (Clerk I) ) URSB-ADA3-48-2004 3 16486.00 2018) or Completion [  None Required None Required professionall First |FC1-Administrative Services Management — Basic Services Unit,
of Grade 12 / Senior Level Eligibilty ~ |[FC2-Documents and Records Management — Basic Rodriguez Campus
High School (starting FC4-Computer Skills — Basic
2016) FC5-Communication Skills — Basic
B s FC8-General Services Management - Basic
CC1-Professionalism — Basic
Completion of 2 CC2-Delivering Service Excellence — Basic
years of studies in CC3-Achievement Orientation Management — Basic
Administrative Aide Il college (prior to Career Service Sub |CC4-Interpersonal Relationship Management — Basic General
24 (Clerk I) URSB-ADA3-55-2004 3 16486.00 2018) or Completion [  None Required None Required professionall First [FC1-Administrative Services Management — Basic Services Unit,
. : of Grade 12 / Senior . . Level Eligibilty ~ |FC2-Documents and Records Management — Basic Tanay Campus
o WEUES IR SEEL (B ' |-High-School (starting B U . FC4-Computer; Skl"S Basic: -« o sy i = d o
2 ks X © o B L 2018), : T R g [FC5-Communication Skills™ Basic ' ) 2
P I FC8-General Services Management - Basic Bisuea Al
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
Elementary School None Reauired (MC CC3-Achievement Orientation Management — Basic
25 |Farm Worker | URSB-FAWK1-2-2002 2 15522.00 G dry None Required None Required quired ( CC4-Interpersonal Relationship Management — Basic Production Unit
eaduate 11,5, 96- Cat. i) FC1-Administrative Services Management — Basic
FC5-Communication Skills — Basic
CC1-Professionalism — Basic
CC2-Delivering Service Excellence — Basic
Elementary School . . None Required (MC |CC3-Achievement Orientalion Management — Basic . ;
26 |Farm Worker | URSB-FAWK1-15-2002 2 15522.00 Gradrgate None Required None Required 11,s. gg- Cat.(lll) CC4-Interpersonal Relaionship Management — Basic Production Unit
FC1-Administrative Services Management — Basic
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 April 13, 2026.

. Fully accomplished Personal Data Sheet (PDS) with Work Experience Sheet and recent passport-sized or unfiltered digital picture (CS Form No. 212, Revised 2025); digitally signed or electronically signed;
. Hard copy or eleclronic > copy of Performance rating in the last 2 rating penod (if applicable); ’ ’ ’

. Hard copy or eledronlc copy of Proof of eligibility/rating/license;
. Hard copy or electronic copy of Transcript of Records; = : seie . A . : : * oy sl o Ey e e e
. Hard copy or electronic copy of Training Certificates; afid o e I BT e T A e e e e e e G
. Hard copy or electronic copy of Cerlificate of Attendance from January 16 December 2025 issued by the respective HRMO (if applicable)

AN hHWN=

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, irrespective of sexual orientation and gender identities and/or expression, civil status, religion, and political affiliation.
* This Office does not dlscnmlnale in‘the selection of employees based on the aforementioned pursuant 1o Equal Opportunities for Employment Principle (EOP). ’ ’

QUALIFIED APPLICANTS are advised to hand in or send through courierfemail their application to the head of office/human 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.




