Repnitilic of the Philippines
DON HONORIO VENTURA STATE UNIVERSITY
Yilla de Bacolor, Pampanga

REGNON L]]
AGENCY Dan Honarko Ventura Stale University
POSITION TITLE Administrative Ajde 11T
{Utility Worker IT)
OFFICE General Services and Secunity Office
(G550
SATARY GRADE 3
ITEM NUMBER ADA3-13-2001
ALIFRCATION STANDARD
EDNATION Mzt be shle to read and wriie
TRAINING Nooe Required
ENPERIENCE MNone Required
BLIGIRILTY None Required

{MIC 11, 5 96 -Cat 1)
IMITIES ANDY RESPONSIBILITIES:
I Maintains the cleantingss mnd orderliness of offices and the aren of isigniment;
2 Performs duinfection of identified university's premises;
3. (serves the proper segregntion and disposal of garbage;
4 Reports to the mmmediste superisar damages 1o the university properties,
5. Performs simple repair of faciliies, foonre and other properties; and
6. Performs other duties as may be assigned by immedinte superviaor

mmmm:mtﬂmnmwsm ffice, DHVSU Bacolor, Pampanga
L. Fully accomplished Personal Data Sheei (PDS) with recent passport-sized pieture (CS Form Ne. 212, Revised 2017y
which can be downloaded 5t www.csc.gov.ph;

1. Performance rating in the st rating period;

3. Photocopy of certificate of eligibility/ratinglicense;

4. Photocopy of certificaie of truinings’seminary;

5, Photocopy of Transcript of Recorda;

6. Photocopy of Diploma; and

7. Letter of Intent addreased 1o the University President.

“DHVS! i an equnt appormnity employer and all qualified applicants will receive comside ration for emplovment withous

regirnd to e, cwlor, religon, sex, sexwal orsenranion, gender Wentity or expression, pregnancy, age, national origin, disability
stirius, genehic informaticn, or amy offer charactensic protecied by fa.

APFLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.



Rapublic of the Philippines
DON HONORIO VENTURA STATE UNIVERSITY
Villa de Hacolor, Pampanga

REGION i
AGENCY Don Honono Ventura State Uiniversity
POSTTION TITLE Administrative Aide VI (Clerk 11I)
OFFICE Admnstrative Services Office
SALARY GRADE f

ITEM NUMBER ADAG-18-2010

(HIALIFSEATION STANDARD

EDUCATION Completion of two vears studies m College
TRAINING Norie Required

EXPERIENCE Mone Required

ELIGIBILITY Career Servioe | Sub-Professional )

First Level Eligibality
DUTIES AND RESPONSIBILITIES

I. Receives the Manpower Request Forms of all offices needing additional personnel:

2, Revicws the credentinls of applicants and prepare the matrix of both iqualified and ungqualified applicants;

3. Maintains the confidentiality of the files of applicants;

4, Prepares the schedule and facilitate the conduct of interview { face-to-face and online) of the HRMPSB;

5. Informs the members of the HEMPSE and the applicants with regard to the schedule of interview;

6. Assists in the conduct of webinars, background check of applicants, and oricnation of newly hired personnel;

7. Takes the lead role in meeting the requirements of PRIME-HRM specifically on Recruitment, Selection and
Placement; mnd

8, Prepares other duties as may be assigned by the immediate supervisor

Interested applicants are required to submit the following at the Admsinistrative Services Office, DHVSU Bacolor, Pampanga

or thru our official email address at HBGdhesy edu.ph:

L. Fully sccomplished Personal Data Sheet (PDS) with recest pussport-sized picture (CS Form No, 212, Revised 2017)

which can be downloaded ai www.csc.gov.ph:

1. Performance rating in the last rating period;

3. Photocopy of certificate of eligibility/rating/Nicense;

4. Photocopy of certificate of trainings/seminars;

i, Photocopy of Transcript of Records;

&. Photocopy of Diploma; and

7. Letter of Intent addressed to the University President.

"DHVSU i5 an equal opporiunity emplover and all qualified applicants will receive considerarion for emplaymens withou
regand fo race, color, religion, s, sexual orfentarion, gender identity or EXpression, pregnancy, age, navional origin, disobiliny
Hains. genetic informalion, or any ether charcterisife profected by law *

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED,



Rigubtbn: aof e Phulippasses
BON HONORIO VENTURA STATE UNIVERSITY
Vil de Racolor, Pampasgs

R Hi
MEENTT hﬁlll-iu\'_h-l.l-w
Lt Adwmisiirsiiey Oifigpe v
Capply Offexs 111
- Progesty wt Saphy Managemon Lisi
KALART GRLAT i
TR0 W ADOFL 3013
CMALIFICATION STANDURD
EINCATICN Hachhr's Degees srlrvam
TRAINING & boars o relevam .
EXPERIENCE T (1) vooars o eclevimnt enpersence:
FLIGINLTY Carmer Servace (Frolemensly
Secemd Lovell Eligibality
DITTES, ANT) RERPENSIRLLITIA:

mmws-ﬂmmﬂbhm

Prepares the following desameni Prurchane Foquest, Requess for Quotation, Absrect of Camvana,
Mﬂ'hﬂﬂufhbuh,lmbmn!mlqnt

Preesaes duly appoovedd documents for the repair and maintenance of squipment ind motos vebacles,
immhwhﬂmhl!]mw:uimnmm
Poats notiee of procunemess whacther Buddmg, Small Vaboe Proosesent or Shoppiesg = e PhiKGEPS
mm#ﬁ:mm-ﬂtmﬂmnhmhmm

A Pusphess Order (PO) i supplier with the lowest price uotatson sheough BAC Resclaie,
Chrermicy n medmum ured warchouss sndor MOREROm engaged m reesiving, sy, checksng and ioumg
of supplies el equirpment,

Mumﬂmmmmmmuﬁ.

Drspesses all umserviceahle propertses following the Ml on Diesposal of Gevernmens Preoperiaes, sd
Pevforms other worknelated duties 1 sagmed by the immedisss supervisor

f mppicmmes. { i it vt Flimmsiny i et Adimieintroior Sorvices £fkce, DIVSL! Barslar,
ﬁ-llll-nrﬂn -M-ﬂ'ﬂ\u = (R oo -

1. Fully neeomplubd Frrvonad Dwin St (POS) with rroest paasport-sind pcturs (05 Form Na. 113, Revisd
200 T) which oan be dewnloaded sl wwwocpor ph;

1, Performusce rating i the ket rating poriod;

1, Prestncapry of pevviferaie wf eligiility irutisg Tooms;

4. Platicigy of enrtificate of trainimgywminary:

4. Phaincopy of Trasscrigs of Reosrds

& Phitacigy ol Tiplom; wed

T. Latipr off Imiret mildiresaed oo the University Presidos,

TRV v ey el o ) e el appd wilf erderorios v ey st
w-wm‘mMHmpﬁﬂl—rume“m
alisahifury du, o ik i o b ch priitin Sy e

AFFLICATIONS WITH INOOMPFLETE PCUMENTS SHALL MOT BE ENTERTAINED



Republic of the Phalippines
DON AONORID VENTURA STATE UNIVERSITY
Yilla de Bacolor, Pw

REGRIN m

AGENLY Don Homario Ve Sisie Univerity
PERTTNON TITLE Bosrd § v

R Office of the Vnivensiy President
SALARY GRADE »

M NUMBER BS3-1-2001

CMIALIFRATION STANTLARD

EDLCATION Bachielor's Degree

TRAINING 24 howrs of relevant trainmg

EXPERIENCE Four (4} yewrs of relevanl expenmce

ELIGIRILITY Catoer Service {Professsnal
Second Level Elgibality

ERITIES AND RESPONSIRIITTES:

| Prepares confidential eotrespondence, reports, and genend papers; composes and nypes rouline eomespondence.
thimen, leters, Tepons, et

Artamges the Chairman®s fireign snd local travels,

Manitaie. the Charman s calendar,

Sets-up and coondinaies mortangs and conferences,

Creates, transscribes and distributes mesting agenda and mimates,

Anywers telephones and handles thern with eourtesy and pridence:

Meer and recerves chiemts and vistors sppropmiskely,

Performs general office daties to inchude but not limised 10. madling, emaling, flmg, foong, photocomymeg, o ;
Conducts seanches b fim needed miormation, wxing such somrees as the bniemer;

10 Mainiains hard copry and elseirone filing waen,

11, Requests snd dispenses upplies,

12, Maintsim good public refations; mnd

13, Performs ather job-relsted chities a8 assigned

& o -l R e e W R

Jaterested applicamiy are roquired to swbmir the follreing of the Administrative Services (fice, DHVEE Racolor, Parparnge
or thre vwr official vl sddress of Rl el ph:

1. Fully secomplished Personal Dats Sheet (P} with recent passpori-sbeed pleture (C5 Form No. 202, Revised 2017)
which ean be dewnbonded at www.cacgov.phy

1. Performance rating in the last rating period;

3, Photocopy of certificats ol eligibilityruiinglicense;

4, Photocopy af certificate of iralninga'seminan;

5, Photocopy of Transcripd of Recerds;

6. Fhodocopy of Mploma; asd

7. Latter of Intent addreised to the Universicy Presidest.
'fmﬂumqﬂfquﬂmrﬁnﬂ'mm" willl recenve i Jor i A

reguerd fr race, golir, religion, sex, veval prigatation, gender iemury oF ETpresTion, PREGRATCY, T8, mativns! origia, diabilin
s, genenic infrrmarion, or any ather charocterianic profected by lme

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.




Republic of the Philippines
DON HONORIO YENTURA STATE UNIVERSITY
Villa de Bacolor, Pampanga

REGHON m

AGENTY Don Homorio Ventura State Liniverity

POSITION TITLE Regisirar IV

OFFICE Reginrar's Office

SALARY GRADE 1

TTEM NIDGRER Ra-40-2010

QUALIENCATION STANDARD

EDERCATION Bachelor's Degres
TRAINING 16 hours of relevant training
EXPERIENCE Three (3) years of relevan experience
ELIGIBILITY Career Service (Professional )/

Second Level Elgibility
DUTIES AND RESPONSIRILITIES,

I Signs Transcript of Records, Diplomas, Certification and other related documents,

. Muimains hinkages with other Registrars in conpection with student records and registrar’s concerns; linkages
regarding scholarship matters;

3 Evaluntes performance of the Office of the University Registrar (OUR) personnel;

4 Penadically reviews end improves present system and set a standard operating procedures of the office;

5. Orversees the proper use, mamenance, control and safe keeping of the office property and request needed supplies and
el

6. Attends meetings and seminary with other government & consular sgencies regarding matiens related to the operations of
the affice;

7 Acts &8 Secretary of the Academic Council of the university,

E. Creates the Development plan of OUR,

9. Assisis in the revision of curriculs, DHVSU Code, Faculty Mamual and Stadent Handboak and Registrar's Mamual;

10 Resolves questions on acsdemic policies and regulations and students” reconds,

11, Takes charge of the professional growih and developmend of the persannel,

12. Prepares enrolment schedules and procedures,

13. Conducts preliminary and final deliberations of the graduating studems and determines students” graduation eligibility,

14 Preparcs Academic Calendar,

15, Prepares referendum; and

I, Performs other duties as may be assigned by the immedinte supervisar

Interested applicants are required fo submit the following af the Administrative Services Office, DHVSLU Bacolor, Pampanga or
thru ouer officinl email sddrecs ar HRGE v e ph:

L. Fally accomplished Personal Data Sheet (PDS) with recent passport-sived picture (5 Farm Na. 211, Revised 2017) which
can be downleaded a1 wew.ose.gov.phy

1. Performance rating in the last rating period;

3, Photocopy of certificate of eligibility/ratinglicense;

4, Phatocopy of certificate of trainingaseminars;

4. Photocopy of Transcript of Records;

&, Phatocopy of Diploma; and

7. Letter of lntent addressed to the University President.

“EVHIST! i an equal opportuity emplayer and oll qualified applicants will recetve consideration for employment without regard o
race, celor, religion, sex, sexual orientation, gender identily or exprexxion, pregrancy, age. national arigin, disability statu, genetic
infrrmaiinn, or any ether characierisne protected by ko,

APPLICATIONS WITH INCOMPLETE BOCUMENTS SHALL NOT BE ENTERTAINED.
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I35 ENEYN ORI VENTURA STATE UNIVERSITY
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1. Fully smesmplished Frrsomal Dt Shevt (POS) with recemt panapart-sined pictwee (05 Form Ne. 212 Kevisnd
E0I T whah tam br dowslouded 0 ww o g ph;

L Prrfarmuncs ratieg in vhe Il ratisg jeriod;

3, Fhotacopy of rertifisie of diagili y'rating Scrnge

4 Fhotaregy of tevtifidite of iriinasgysemingry;

5. Phatacepy of Tramieripl of Kerard

. Phitsripy ol Diplama; and

7. Letter of Intent scldressed oo et Unsverssty Prividest,
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AFFLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
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