Republic of the Philippines

) SOUTHERN LUZON STATE UNIVERSITY

Lucban, Quezon

Human Resource Management Office

NOTICE OF VACANT POSITIONS
For Non-Teaching

This Office hereby announces the following vacant positions (see attached CS Form No.8), to wit;

| item No. f Position Title | sG
Southern Luzon State University — Main Campus
1 SLPCB-ADOF3-20-2022 Administrative Officer Il 14
2 SLPCB-A1-1-20011 Accountant | 12
3 SLPCB-EPS1-1-1998 Education Program Specialist | 12
4 SLPCB-CEDD1-1-1998 Crafts Education Demonstrator | 10
5 SLPCB-CEDD1-3-1998 Crafts Education Demonstrator | 10
6 SLPCB-CEDD1-4-1998 Crafts Education Demonstrator | 10
7 SLPCB-CEDD1-5-1098 Crafis Education Demonstrator | 10
8 SLPCB-ADAS2-24-2004 Administrative Assistant I| 8
g SLPCB-ADAS2-25-2004 Administrative Assistant Il 8
10 SLPCB-ADAS-8-2004 Administrative Aide Vi 6
11 SLPCB-ADAB-9-2004 Administrative Aide VI 6
SLSU Judge Guillermo Eleazar

1 SLPCB-A2-19-2022 Accountant {1 16
2 SLPCB-ADQF4-17-2004 Administrative Officer IV 15
3 SLPCB-ADOF4-18-2022 Administrative Officer IV 15
4 SLPCB-GUIDC3-1-2001 Guidance Counselor lil 13
5 SLPCB-GUIDC1-1-2001 Guidance Counselor | 11
5] SLPCB-ADOF1-7-2004 Administrative Officer | 10
7 SLPCB-ADOF1-8-2004 Administrative Officer | 10

Applicants should submit within ten {10} calendar days from the date of its publication to the

Human Resource Management Office on the 2™ Floor of the SLSU Administration Building, Lucban,
Quezon, or at the HR Office Administration Building, SLSU Judge Guillermo Eleazar, Brgy. Rizal,
Tagkawayan Quezon with the following requirements:

1. A letter stating the spacific position applied for;
2. Properly accomplished Personal Data Sheet {PDS) with latest passport size picture;
3. Copy of the latest Performance Rating (if applicable);
4. Certified True Copy of the following:
e Authenticated Certificate of Eligibility or License;
Transcript of Records;
Diploma;
Certificate of Employment with actual duties and responsibilities and/or Job Description;
Certificate of trainings or seminars attended.

Applications with incomplete requirements shall not be enteriained.
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MARGARITA L. PLACINO
T
Noted:

Directé\, HRMO

-

o
i

ARVIN N. NATIVIDAD, DIT
Officer-in-Charge, Office of the Vice President
for Administrative and Financial Affairs

Approved for posting:

]

. I"
FREDERICKIT. VILLA, DT
Universily President

Date of Posting:

NOV 27 20%




CS Form Mo. @
Revised 2018

To: CIVIL SERVICE COMMISSION (CSC)

Repubiic of the Philippines
SQUTHERN LUZON STATE UNIVERSITY
Request for Publication of Vacant Positions

| Elacironic copy ta be submitted lo the CSC FQ must be in MS Excel format

We hereby request the publication of the following vacant positions, which are authorized to be filled, at the SOUTHERN LUZON STATE UNWERSITY in the CSC website:

MARGARIIA L. PLACING, MPA

DIRECTOR, HRMO
Date: Wovember 27, 2024
No.| Position Title (Parenthetical Plantilia Item No. Salary/ Monthly Qualification Standards Place of Assignment
Title, if applicable) J'c’;‘r’; Z:Y Salary Education Training Experience | Eligibility Competency (i applicable)
Knowledgeabie in monitoring acivities
periaining to the instaliation or
construction of pollution source and
Career Service control facilities to ensure their
Bachelor's 4 hours relevant 1 year of (Professional) compiiance with the air, noise, and SLSU Main Campus
1 |Administrative Officer II§ SLPCB-ADOF3-2D-2022 14 35,434.00 |degree relevant], . . refevant water quality standards; - General Services
. training . Second Level
to the job experience Eligibilty Office
S Willing to become Pollution Control
Officer
Skills in occupational safety and health.
Understanding of relevant laws, rules,
and regulations pertaining to internal
Bachelor controls, auditing, and accounting in
Da © "F 5 the government including COA
ngnr:'nee‘rr::e / RA 1080 circutars;
- . . . (Certified SL3YU Main Campus
2 |Accountant | SLPCB-A1-1-2001 12 30,705.00 i:srpe_s; ] None required  |None required Public Skills in the preparation of general _ Accounting Office
I'.I'III'I’IS ation Accountant) journals and trial balances, periodical
major in financial reports, audil reviews, and
Accounting

journal entry vouchers and other
related accouniing procedures,




communicate and coordinate with
community association, public officials,
and private sector [eaders) 5.
Preferably can faormulate an extension
project monitoring and evaluation
scheme,

Mo.| Paosition Titie (Parenthetical Planifla lterm No. Satary/ Monthly Qualification Standards Place of Assignrment
Title, if applicable) Jg"r’; Z:V Satary Education Training Experience Eligibiiity Competency  (if applicable)
1.develop, coordinate, and monitor
research initiatives and projects
2.collect, analyze, and interprat
. __|research data, including the
Bacheior's Sra{:::srsi?:;ce preparation of detailed reports and SLSU Main Campus
3 |Education Program Specialist | [SLPCB-EPS1-1-1998 12 30,705.00 |degree relevant|None required  [None required (Second level presentations - Research Office
to the job eligibility) 3.prepare and disseminate research  [(ORS)
9 information among stakeholders
4 assist in the development, revisw,
and implementation of Research and
Devalopment Agenda
1. Proficient in training or Project
Development, Canceptualization,
Implementation, Monitering, and
Evaluation
2. Excellent oral and writlen skills (both
in English and Filipino)
Bachelor Carser Service |3. Knowledgeable in government
S : o ; . )
i . . Professional  |administrative processes and financial |SLSU Main Campus
4 |Crafis Educaticn Demonstrator | |[SLPCB-CEDD1-1-1998 10 24,381.00 fte_c{.'re(_e r:levantiNone required  |[None required (Second level |management - Extension Office
o the jo efigibility) 4. Good interpersonal skills (i.e. can




MNa.

Position Title (Parenthetical
Title, if applicable)

PlantiHa Item No.

Salaryf
Joh! Pay
Grade

ionthly
Salary

Qualification Standards

Place of Assignment

Education

Training

Experience

Eligibility

Competency (if applicabie}

Crafts Education Demanstrator |

StPCB-CEDD1-3-1998

10

24,381.00

Bachelor's
degree relevant
to the job

None required

None required

Career Service
Professional
(Second level
eligibikity)

1. Proficient in training or Project
Deavelopment, Conceplualization,
implementation, Moniforing, and
Evaluation

2. Excellent oral and writien skills {both
in English and Filipino)

3. Knowledgeable in govemment
administrative processes and financial
management

4. Good interpersonal skills (i.e. can
communicate and coordinate with
community association, public officials,
and private sector leaders) 5.
Preferably can formulate an extension
project monitaring and evaluation
scheme,

SLSU Main Campus
-ITTSO

Crafts Education Demonstrator |

SLPCB-CEDD1-4-1998

10

24,381.00

Bachelor's
degree relevant
to the job

None required

None required

Career Service
Professional
{Second level
eligibility)

1. Proficient in fraining or Project
Development ,Conceptualization,
Implementation, Menitoring, and
Evaluation

2. Excellent oral and written skills (both
in English and Filipino)

3. Knowledgeable in government
administrative processes and financial
management

4. Good interparsonal skills (i.e. can
communicate and coordinate with
community association, public officials,
and private sector leaders) 5.
Preferably can formulate an exiension
project menitoring and evaluation
SCileme.

SLSU Main Campus
- Production Office




Eligibilty

No.| Position Title (Parenthetical Plantilla Hern No. Salary/ Monthiy Quaiification Standards Place of Assignmient
Title, if applicable) J‘éhr; ::Y Salary Education Training Experience Eligibility Competency  (if applicable)
1. Proficient in training or Project
Development, Conceptualization,
implementation, Monitoring, and
Evaluation
2, Excellent oral and written skills (both
in English and Filiping)
Bachelor's Career Service |3. Knowledgeable in government
. . , Professional  |administrative processes and financial |SLSU Main Campus
7 |crafts Education Demonstrator || SLPCB-CEDD1-5-1998 10 24 .381.00 :ietghreg r:ievant None required  |None required (Second level |management - GAD Office
ofneje eligibility) 4. Good interpersonal skills (i.e. can
communicate and coordinate with
community association, public officials,
and private sector leaders) 5.
Preferably can formulate an extension
project monitoring and evaluation
schemsa.
Career Service
Completion of 1 year of (Sub- - N .
8 |Administrative Assistant ! SLPCB-ADAS2-24-2004 8 20,534.00 |2 years studies | N0UrS FEIBVAME | o) ant Professional) | Aiar on government cashiering; |SLSU Main Gampus
] fraining . , Computer lilerate - Cashier's Office
in college experience Firsi Level
Eligibilty
Career Service
Completion of 1 year of (Sub- - . SLSY Main Campus
o |Administrative Assistantt  |SLPCB-ADAS2-25-2004 8 20,634.00 |2 years studies [ "ot relovant | o jevant Professional) Ei“r:"::eﬂﬁiizfemme"t cashiering; | HRMO detailed at
in college g exparience First Level P Cashier's Office)
Eligibilty
Career Service
Completion of (Sub- N . SLSU Main Campus
10 |Administrative Aide Vi SLPCB-ADAG-8-2004 8 $8.255.00 12 years studies |None required |None required |Professional) Excellent communication skils both |,
. s oral and written; Computer literate
in college First Lavel Budget Office
Eligibilty
Career Service
Compietion of (Sub- I . SLSU Main Campus
11 | Administrative Aide Vi SLPCB-ADAG-9-2004 5 18,.255.00 |2 years studies |None required |None required |Professional) | = o s communication skills both | regep of the vice
. . oral and written; Computer literate )
in college First Level Presidsnt




No.| Position Title (Parenthetical Plantilia ltem No. Salary! Monthly Qualification Standards Place of Assignment
Title, if applicable) ngr‘; Z:Y Salary Education Training Experience Eligibility Competency (if applicable)
Understanding of relevant laws, rules,
Bachelar's and regulations partaining to internal
Degree in controls, auditing, and accounting in
Commerce/Bus One (1) year of RA 1080 the government including COA SLSU JGE -

12 |AccountantI SLPCB-A2-19-2022 16 41,616.00 iness Four (4) hours of | o ant (Certified icirculars; Tagkawayan
Administration relevant training experiance Public Campus
major in Accountant)  |Skills in the preparation of general (Accounting Office)
Accounting journals and trial batances, periodical

financial reports, audit reviews, and
{ iourpal entrv vouchers and other
Preferably a graduate of BS
Bachelor's 1 year of Career Service |Accountancy, Financial Management |SLSU JGE -

13 |Administrative Officer IV SLPCB-ADOF4-17-2004 15 38.413.00 Degree relevant 4 h_oyrs relevant](Professional) |or any other related rfourse; Famlll_ar c‘m Tagkawayan
relevant to the experience fraining Second Leve! |government accounting and bugeting; |Campus {Budget
job p Eligibilty With supervisory work experience; Office}

Computer literate
Good understanding of HR operations
. |in the government and knowledge CSC
g:"'::g’“ 1 year of 4 houre relevant fpig‘*fz;:sn”;ge ruies including the 2017 ORA -OHRA; |SLSU JGE -

14 |Administrative Officer IV SLPCB-ADOF4-18-2022 15 38,413.00 relgvant to the relevant trainin Second Level Rermarkable conflict management and |Tagkawayan
o experience 9 Eligibilty decision-making skills, Abilityto  [Campus (HRMO)
) 9 maintain confidentiality and ability in

dealing with various type of people.
g':s:‘:ﬁn fg: i?gre o |skits and knowledge in counseling [ SLSU JGE -

15 |Guidance Counselor Il SLPCB-GUIDC3-1-2001 13 32,870.00 Gu? dance None required  |None required Guigance various types of clients and in different | Tagkawayan
Counseling Counselor) guidance activities and interventions. |Campus
g:s:::sin ?I:e 1 ius?gre d Skills and knowledge in counseling SLSU JGE -

16 |Guidance Counselor| SLPCB-GUIDC1-1-2001 11 28,512.00 Guigdance None required  |None required Guicgiance various types of clients and in different | Tagkawayan
Counseling Counselor) guidance activities and interventions.  |Campus




No.| Positien Title {Parenthetical Plantifta ltem No. Salaryf Monthly Qualification Standards Place of Assignment
Title, if applicable) J?Bbr;::y Salary Education Training Experience Eligibitity Competency (if applicable)
With knowledge on archiving, disposal
Bachelor's Career Service |procedures and records management (SLSU JGE -
- . Degree . . (Professional) [in the government; With supervisory  |Tagkawayan
17 |Administrative Officer | SLPCB-ADQOF1-7-2004 10 24,381.00 relevant to the None required  |None required Second Level |work experience; Computer literate;  |Campus (Records
job Eligibilty Excellent commnunication skills both  |Office)
oral and written
Preferably a gradaute of Public
Bachelor Caresr Service Administration, Business SLSU JGE -
Dacreeeor s (Professionat) Administration or any related courses; |Tagkawayan
18 |Administrative Officer | SLPCB-ADOF1-8-2004 10 24381.00 Tg i 1o the None required  |None required Second Level Knowledgeable about the Government (Campus
Feb““’a“ 0 Eligibitty Procurement Act (RA 9184); Excellent |({Procurement
1o 9 communication skills both oral and Office)

written

Interested and qualified applicants should signify iheir interest in writing. Attach the following documents to the application leter and send io the address below not later than December 7, 2024,

1. Application letter (indicating the position applied for )
2. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized picture;
3. Copy of the latest Perforrnance Rating (if applicable} ;
4, Certified True Copy of the following:.

* Authenticated Certificate of Eligibility or License;

*Transcript of Records
* Diploma

* Ceriificate of Employment with actual duties and responsibilities andfor Job Description
* Certificate of fraining or seminars atlended

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

MARGARITA L. PLACINO, MPA

Dir., Human Resgurce Management Office

Southern Luzen State University - Brgy. Kulapi Luchan, Quezon

ssycpomuitment nteeching @email.com

APPLICATIONS WITH INGOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED,

30UTHERN LUZON STATE UNIVERSITY abserves the "EQUAL EMPLOYMENT OPPORTUNITY PRINCIPLE (EEOF)".

&l applicants are welcome to apply regardless of age, sexual orientation and gender identity, civil status, disability, religion, ethnicity, political affiliation, and indegenious cultural affiliation.




