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5; v, Republic of the FPhilippines
E .5 CATANDUANES STATE UNIVERSITY
N 'S’ Vimc. Catanduanes

NOTICE OF VACANT POSITION/S
B 0257

as of

J

No.| Position Title Plantilla item No. SalarylJobi| - Monthly QuaiGeationSenCaITE Place of Assignment
Pay Grade Salary Education Training Experience Eligibility Others
1 |Administrative CATSCB-ADOF3-1- 14 #32,321.00(Bachelor's Degree Four (4) hours One (1) year Career Service Cashiering Services
Officer Il 2004 relevant to the job relevant training  [relevant Professional/
experience 2nd Level Eligibility

Job Description:

1. Review and sign all checks and advice of checks issues and cancelled

2. Controls and issues Official Receipts to designated Collecting/Accountable Officers
3. Prepares consolidated report of accountability for accountable forms

4. Supervises the daily issuance of checks and cash to officials/employees

5. Monitors the status of cash allocation and balances of all local currency account

6. Monitors the preparation of the Cashiering Services reports/records

Required Competencies:

Organizational:

1. Speaking effectively

2. Writing effectively

3. Championing and applying innovations

Core:

1. Exemplifying integrity

2. Delivering service excellence

3. Solving problems and making decisions

Technical
1. Cash management

4. Planning and delivering
5. Managing information
6. Collaboration and networking

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

HT 17 R

1. Application Letter;
2. Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may be
secured at the HRM Services or CatSU Website);

Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph;

studies);

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work Experience|7. Certified true copy of Certificate of Eligibility/Rating/License ID;

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate and Post-graduate

5. Certified true copy of Updated Service Record or Certificate of Empityment
(if applicable);
6. Certified true copy of Certificates of Trainings/Seminars Atterded;

8. Certified true copy of Performance Rating in the last two rating periods (if applicable);
9. Photocopy of Latest Appointment (if applicable);
10. Other documents relevant to the position applied for.

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

MA. SIONNE MAY T. CRISPINO
Administrative Officer V, Human Resouce Management Services

Catanduanes State University
Virac, Catanduanes

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

SSU-F-HPM-T

wm

The Catanduanes State University is an Equal Opportunity Employer and all qualfified
applicants will receive consideration for employment and does not unlawfully discriminate
applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
status, disability, religion, ehtnicity, political affiliation, disability status or any other
characteristic protected by law. Physically-challenged applicants may contact the HRM
Services for assistance at +639290041494.

Rev. 1 tvity: Novemisar 15 2¢20
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:“ Y Republic of the Philippines

H |3 CATANDUANES STATE UNIVERSITY

2, 'Sy Vimc. Catanduanes

NOTICE OF VACANT POSITION/S
as of fin 2t
" . Salary! | o nthiy Qualification Standards
No.| Position Title | Plantilla item No. JobIP:y Salary Education Training Experience Eligibility Others Place of Assignment
1 |Accountantlll |CATSCB-A3-1-1998 19 #49,835.00{Bachelor's Degree in Commerce/ |Eight (8) hours [Two (2) years relevant |RA 1080 (CPA) Accounting Services
Business Administration majorin  |relevant training [experience
Accounting

Job Description:

1. Assumes responsibility over the preparation of financial statements and various reports for submission to the different govemment agencies and management

2. Assumes responsibility in the management & control of funds, takes action on request of funds balances covering transactions in the University, maintains financial records for the different accounts

3. Checks vouchers, supporting papers, books of accounts and various records covering financial transactions of the University

4. Signs vouchers, purchase orders and other documents

5. Supervises and evaluates the performance of all accounting personnel

6. Plans, coordinates, directs, monitors personnel and financial transactions

7. Perform other related duties as may be assigned by the immediate supervisor from time to time

Required Competencies:

Core: 3. Championing and applying innovations 3. Building collaborative, inclusive working relationships

1. Exemplifying integrity 4. Planning and delivering 4. Managing performance and coaching for results

2. Delivering service excellence 5. Managing information 5. Creating and nurturing high performing organization

3. Solving problems and making decisions 6. Collaboration and networking Technical

Organizational: Leadership: 1. Accounting and financial management

1. Speaking effectively 1. Thinking strategically and creatively 2. Familiarity with the Govemment Procurement and Reform Act (RA 9184 and its IRR)

2. Writing effectively 2. Leading change

e far

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than ol M

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

2. Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may be 6. Certified true copy of Certificates of Trainings/Seminars Attended;

secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID;

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work Experience |8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable);

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post-graduate); 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS are advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer and all qualfiied
MA. SIONN YT CRISPINO applicants will receive consideration for employment and does not unlawfully discriminate
Administrative Officer V, Human Resouce Management Services applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
Catanduanes State University status, disability, religion, ehtnicity, political affiliation, disability status or any other characteristic
Virac, Catanduanes protected by law. Physically-challenged applicants may contact the HRM Services for assistance

at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.
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S": v.. Republic of the FPhilippines
Z = CATANDUANES STATE UNIVERSITY
2 'S?  Virmac, Catanduanes
R B i o
NOTICE OF VACANT POSITION/S
e rae
as of b 02¢ 2
2 - Salary/Job/| Monthly Qualification Standards .
i i item No. — Place of Assignment
No.| PostionTite ERRRERIN S 155 Pay Grade Salary Education Training Experience Eligibility Others
1 |Administrative CATSCB-ADA4-27- 4 #14,993.00|Completion of two (2) |None required None required C.S. Sub-Professional/ College of Engineering
Aide IV 2004 years studies in college 1st Level Eligibility

Job Description:
1. Take charge of the recording, routing and releasing o
2. Receive and file communications, office instructions, memoranda, circular, evaluation forms etc.
3. Prepare and keep office forms, control office supplies and materials
4. Perform clerical and messengerial tasks
5. Perform other duties that may be assigned by the immediate supervisor from time to time

fincoming and outgoing communications and other reports to the Office concemed

Required Competencies:

Core:

1. Exemplifying integrity
2. Delivering service excellence

Organizational:
1. Speaking effectively
2. Writing effectively

3. Championing and applying innovations

4. Planning and delivering Technical
5. Managing information 1. Records
6. Collaboration and networking 2. Computer skills

3. Solving problems and making decisions

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

Fc_.'n € T rarq
LS PG .

LIS

1. Application Letter;
2. Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may be

secured at the HRM Services or CatSU Website);
3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work Experience|7. Certified true copy of Certificate of Eligibility/Rating/License ID;

Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph;
4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate and Post-graduate |9. Photocopy of Latest Appointment (if applicable);

studies);

5. Certified true copy of Updated Service Record or Certificate of Employment
(if applicable);
6. Certified true copy of Certificates of Trainings/Seminars Attended;

8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

10. Other documents relevant to the position applied for.

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

MA. SIONNE MAY F. CRISPINO

Administrgtive

Catanduanes State University
Virac, Catanduanes

jicer V, Human Resouce Management Services

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

The Catanduanes State University is an Equal Opportunity Employer and all quaffified
applicants will receive consideration for employment and does not unlawfully discriminate
applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
status, disability, religion, ehtnicity, political affiliation, disability status or any other
charactenstic protected by law. Physically-challenged applicants may contact the HRM
Services for assistance at +639290041494.

Rav 1 =
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. Republic of the Philippines
3 ;3] CATANDUANES STATE UNIVERSITY
2\ 'S Vimc, Catanduanes
N
NOTICE OF ¥ @h*T'E'CgSITIONIS
as of P, bE L
Salary/ Monthly Qualification Standards
No.| Position Title Plantilla item No. Job/Pa i
! dey Salary Education Training Experience Eligibility Others Place of Assignment
1 |Administrative |CATSCB-ADAS2-1-2021 8 #18,998.00|Elementary School  [Four (4) hours of |One (1) year of Professional Driver's License Motor Pool Services
Assistant Il Graduate relevant training  |relevant experience  [(MC 10, s. 2013-Cat. IV)

Job Description:
1. Take charge of the operation of the Motor Pool Services; assess performance, perform troubleshooting and make recommendation for repair or replacement of damaged parts

to ensure serviceability of vehicles at all times
2. Assume responsibility over the custody, safety, recording, release and ticketing, registration and renewal of licenses of government vehicles and equipment; update vehicle service record,
fuel and oil consumption and travel reports
| business to destinations; ensure safety of lives and property while driving and

3. Provide service for official trips within and outside of CatSU/Transport CatSU officials on official

report involvement in any vehicular accident
4. Supervise, evaluate and rate performance of the personnel in the Motor Pool Services

5. Perform other functions/duties that may be assigned by the immediate supervisor from time to time

Required Competencies:
Core: Organizational: 4. Planning and delivering Technical
1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Driving skills
2. Delivering service excellence 2. Writing effectively 6. Collaboration and networking 2. Vehicle maintenance and servicing
3. Solving problems and making decisions 3. Championing and applying innovations
3 il P

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than
5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

1. Application Letter;
2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may |6. Certified true copy of Certificates of Trainings/Seminars Attended,
be secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID;
8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work
Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph;
4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post-

9. Photocopy of Latest Appointment (if applicable);
10. Other documents relevant to the paosition applied for.

The Catanduanes State University is an Equal Opportunity Employer and all qualfified
applicants will receive consideration for employment and does not unlawfully discriminate
SIONN i applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
Administrative/Officer V, Human Resouce Management Services status, disability, religion, ehtnicity, political affiliation, disability status or any other characteristic
&?;i”‘é"‘:tgﬁdusat:;esun'vers'ty protected by law. Physically-challenged applicants may contact the HRM Services for

g assistance at +639290041494.

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

T. CRISPINO

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

Erfectivity” Niovember 13 2020

Rev. 1
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‘ Republic of the Philippines
! CATANDUANES STATE UNIVERSITY
Virac, Catanduanes

NOTICE OF VACANT POSITION/S
as of | S
Salary! Monthly Qualification Standards .
i i i . . Pl f Assignmen
Na:| Foskion Title PRI Rew Ko Jat;::y Salary Education Training Experience Eligibility Others oo 9
1 |Laboratory CATSCB-LABT2-48-2021 8 ®18,998.00|Two (2) years Four (4) hours One (1) year Laboratory Technician College of Information
Technician Il studies in college |relevant training |relevant experience |(CSC MC 10, s. 2013 — Cat. Il) and Communications

Technology

Job Description:

1. Check and monitor all computer units and other equipment in the laboratory rooms
2. Plan and conduct preventive maintenance of computer units and other equipment semi-annually
3. Assist faculty during laboratory exercises and troubieshoot problems that may occur

4. Perform structured cabling and monitor network connections in all laboratory rooms

5. Maintain cleanliness and orderliness in all laboratory rooms

6. Prepare inventory reports to be submitted semi-annually or as needed
7. Perform other related duties that may be assigned by the immediate supervisor from time to time

Required Competencies:

Core:

1. Exemplifying integrity
2. Delivering service excellence
3. Solving problems and making decisions

Organizational:
1. Speaking effectively
2. Writing effectively

3. Championing and applying innovations

4. Planning and delivering

5. Managing information
6. Collaboration and networking

1. Laboratory instrumentation background
2. Laboratory supplies management, storage and disposal

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

LEE N SR O
Mis 17 0™

s

1. Application Letter;

2. Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may
be secured at the HRM Services or CatSU Website);
3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work
Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph;

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post-

6. Certified true copy of Certificates of Trainings/Seminars Attended:;

7. Certified true copy of Certificate of Eligibility/Rating/License ID;
8. Certified true copy of Performance Rating in the last two rating periods (if applicable);
9. Photocopy of Latest Appointment (if applicable);

10. Other documents relevant to the position applied for.

5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

QUALIFIED APP

MA. SIONNE MAY T. CRISPINO

Administrativ

Catanduanes'State University

Virac, Catanduanes

r V, Human Resouce Management Services

are advised to hand in or send through courier their application to:

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

F-HRM-75

The Catanduanes State University is an Equal Opportunity Employer and all qualfified
applicants will receive consideration for employment and does not unlawfully discriminate
applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
status, disability, religion, ehtnicity, political affiliation, disability status or any other
charactenistic protected by law. Physically-challenged applicants may contact the HRM

Services for assistance at +639290041494.

Rev. 1
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3 %7\_ Republic of the FPhilippines
i |3 CATANDUANES STATE UNIVERSITY

% 'S Virac, Catanduanes
=g

NOTICE OF VACNH'[, POSITION/S
P, B2 770

as of
Salary/ Monthly Qualification Standards
No. iti i i ; i t
[} Position Title Plantilla item No JoblF;:y Salary Education Training Experience Eligibility Others Place of Assignmen
1 |Laboratory CATSCB-LABT2-43-2021 8 #18,998.00|Two (2) years Four (4) hours One (1) year Laboratory Technician College of Health
Technician Il studies in college |relevant training  |relevant experience [(CSC MC 10, s. 2013 - Cat. Il) Sciences

Job Description:
1. In charge of laboratory instruments, apparatus, laboratory equipment, materials, simulation room and audio visual room

2. Facilitate laboratory services such as issuance of borrower’s slip and its retrieval

3. Maintain cleanliness and workability of the Simulation Room and Audio Visual Room

4. Assist in maintaining updated inventory of laboratory instruments, apparatus, laboratory equipment, materials and its maintenance
5.Perform other related duties that the immediate supervisor may be assigned from time to time

Required Competencies:

Core: Organizational: 4. Planning and delivering Technical
1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Laboratory instrumentation background
2. Delivering service excellence 2. Writing effectively 6. Collaboration and networking 2. Laboratory supplies management, storage and disposal
3. Solving problems and making decisions 3. Championing and applying innovations
ey <€ rare

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

1. Application Letter;
6. Certified true copy of Certificates of Trainings/Seminars Attended;

2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may
be secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID;

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable);
Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable);
4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS are advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer and all qualfified

applicants will receive consideration for employment and does not unlawfully discriminate

MA. SION AY -CR'S"'NOR " S applicant on the account of person’s age, sex, sexual orientation and gender identity, civil

Administra "esomf’e& v, H”Ta” esouce Management Servicas status, disability, religion, ehtnicity, political affiliation, disability status or any other

3atancéua ez tate University characteristic protected by law. Physically-challenged applicants may contact the HRM
rac, Catanduanes Services for assistance at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

Rev 1

2SU-F-ARM-75
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#2220 Republic of the Philippines
CATANDUANES STATE UNIVERSITY
Virac, Catanduanes
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NOTICE OF VAQ‘AP%TGP'Q'SHITIONIS
T

as of R
Salary/ Monthly Qualification Standards
.| Position Ti i No. — i
No osition Title Plantilla item No nglPay Salary Education Training Experience Eligibility Others Place of Assignment
1 |Laboratory CATSCB-LABT2-46-2021 8 #18,998.00|Two (2) years Four (4) hours One (1) year Laboratory Technician College of Engineering
Technician I studies in college |relevant training  |relevant experience (CSC MC 10, 5. 2013 - Cat. Il)

Prefered Qualififcations:

With two (2) year studies in Engineering

Job Description:

1. In charge of laboratory, instruments, stock room and its maintenance, ensure orderliness, cleanliness of laboratory and stockroom
2. Assist in the conduct of laboratory experiments

3. Maintain stockroom inventory records and reports

4. Conduct minor repairs and troubleshooting of electronic instruments and laboratory equipment
5. Monitor instruments and equipment preventive maintenance

6. Perform other functions/duties that may be assigned from time to time

Required Competencies:

Core: Organizational: 4. Planning and delivering Technical

1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Laboratory instrumentation background

2. Delivering service excellence 2. Writing effectively 6. Collaboration and networking 2. Laboratory supplies management, storage and disposal
3. Solving problems and making decisions 3. Championing and applying innovations

interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than (2l Pl

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);
2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may |6. Certified true copy of Certificates of Trainings/Seminars Attended;

be secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID;

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable);
Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable);

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS are advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer an d all qualfified

applicants will receive consideration for employment and does not unilawfully discriminate

SIS ) applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
A \Y) M t i : s g R !

ng]:ézt;ar:efsi.;ﬁtzeani;/:;wyan Resouce Management Services status, disability, religion, ehtnicity, political affiliation, disability status or any other
Viese: Gatandisanes characteristic protected by law. Physically-challenged applicants may contact the HRM

Services for assistance at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

CSU-F-HRM-T5 Rev. 1 Effactivity. Novemear 15 2027



£ O Repubfic of the Philippines
Z 5 CATANDUANES STATE UNIVERSITY
% 'S/ Vimc, Catanduanes

NOTICE OF \4ACAM' PQSITION/S
as of Mol W &t o
Salary/ Monthly Qualification Standards
No.| Position Title Plantilla item No. Job/Pa i nt
3 ley Salary Education Training Experience Eligibility Others Place of Assignme
1 |Laboratory CATSCB-LABT2-44-2021 8 P18,998.00|Two (2) years Four (4) hours One (1) year Laboratory Technician College of Arts and
Technician |l studies in college |[relevant training  |relevant experience (CSC MC 10, s. 2013 — Cat. Il) Sciences
Job Description:
1. Assist/facilitate laboratory services such as issuance and preparation of apparatuses and chemicals during laboratory classes/experiments
2. Perform laboratory operations and hygiene duties such as disposal of laboratory wastes, safe storage and protocol in handling of laboratory chemicals and apparatus
3. Maintain cleanliness and workability of laboratory materials and equipment
4. Assist in maintaining updated inventory of laboratory supplies/materials/chemicals equipment and order/procure stocks for laboratory use
5. Perform other related duties as required by the immediate supervisor
Required Competencies:
Core: Organizational: 4. Planning and delivering Technical
1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Laboratory instrumentation background
6. Collaboration and networking 2. Laboratory supplies management, storage and disposal

2. Wiriting effectively
3. Championing and applying innovations
e

r interest in writing, attach the following documents and send to the address below not later than e -

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);
2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may |6. Certified true copy of Certificates of Trainings/Seminars Attended;
be secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID;
3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable);
9. Photocopy of Latest Appointment (if applicable);

Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph;
4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

2. Delivering service excellence
3. Solving problems and making decisions

Interested and qualified applicants should signify thei

The Catanduanes State University is an Equal Opportunity Employer and all qualfified
applicants will receive consideration for employment and does not unlawfully discriminate
SIONN . applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
édmlnéSUat'Ves?cheL'; V, Human Resouce Management Services status, disability, religion, ehtnicity, political affiliation, disability status or any other
vatancua:ne(sj ate University characteristic protected by law. Physically-challenged applicants may contact the HRM

irac, Catanduanes Services for assistance at +639290041494.

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

MA. SIONNE MAY T. CRISPINO

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

-0
w
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Republic of the Fhilippines
CATANDUANES STATE UNIVERSITY
Virac, Catanduanes
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NOTICE OF _Acpdq PRSITION/S
as of \\{ “ue -
) o I Salary/ Monthly Qualification Standards
0. osition Title Plantilla item No. Job/Pa i
Grad ey Salary Education Training Experience Eligibility Others Place of Assignment
1 |Laboratory CATSCB-LABT2-45-2021 8 £18,998.00|Two (2) years Four (4) hours One (1) year Laboratory Technician College of Business
Technician |l studies in college |relevant training  |relevant experience |(CSC MC 10, s. 2013 - Cat. Il) and Accountancy

Job Description:

1. Check and monitor all computer units and other equipment in the laboratory rooms

2. Perform preventive maintenance of computer units and other equipment

3. Assist faculty during laboratory exercises and troubleshoot problems that may occur

4. Perform structured cabling and monitor network connections in all laboratory rooms

5. Maintain cleanliness and orderliness in all laboratory rooms

6. Perform other related duties that may be assigned by the immediate supervisor from time to time

Required Competencies:

Core: Organizational: 4. Planning and delivering Technical

1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Laboratory instrumentation background

2. Delivering service excellence 2. Wiriting effectively 6. Collaboration and networking 2. Laboratory supplies management, storage and disposal
3. Solving problems and making decisions 3. Championing and applying innovations

BT, o

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may |6. Certified true copy of Certificates of Trainings/Seminars Attended;

be secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID;

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable),

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS are advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer and all qualfified

applicants will receive consideration for employment and does not unlawfull discriminate
MA. ,S!ONNE MAY T. CRISPINO ) applicant on the account of person’s age, sgx,ysexua/ orientation and gende‘r identity, civil
Administrative Officer V, Human Resouce Management Services status, disability, religion, ehtnicity, political affiliation, disability status or any other
S;;i”%”;;ﬁgf;ﬁ:U”'Vers'ty characteristic protected by law. Physically-challenged applicants may contact the HRM
J Services for assistance at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

Rev. 1 Sfantinty Movember 13 202
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5‘4' v, Republic of the Philippines
z ::u CATANDUANES STATE UNIVERSITY
KN 'S’ Virmc, Catanduanes
NOTICE OF VACANT PQSITION/S
as of I
\ . Salary/ Monthly Qualification Standards
0. osition Title Plantilla Item No. Job/Pa i
s Y Salary Education Training Experience Eligibility Others Place of Assignment
1 |Laboratory CATSCB-LABT243-2021 8 #18,998.00|Two (2) years Four (4) hours One (1) year Laboratory Technician College of Agriculture
Technician Il studies in college |relevant training  |relevant experience |(CSC MC 10, s. 2013 - Cat. Il) and Fisheries

Prefered Qualififcations:

With two (2) vear studies in Agriculture or allied course

Job Description:

1. Test and analyze soil, aggregates and other materials

2. Operate soil sampling equipment (soil auger etc.) and perform proper sampling procedures in the field

3. Assist faculty and students in the conduct of scil laboratory testing

4. Perform necessary maintenance requirements for basic soil sampling equipment

5. Submit from time to time list of soil laboratory equipment and supplies for possible purchase/acquisition
6. Document and explain all findings and note any issues of concems pertaining to soil testing and analysis
7. Perform other related duties as may be required by the immediate supervisor from time to time

Required Competencies:
Core:

1. Exemplifying integrity

2. Delivering service excellence

Organizational:

1. Speaking effectively

2. Writing effectively

3. Championing and applying innovations

Technical
1. Laboratory instrumentation background (soil testing & analysis)
2. Laboratory supplies management, storage and disposal

4. Planning and delivering

5. Managing information
6. Collaboration and networking

3. Solving problems and making decisions

Interested and qualified applicants should signify their intere!

st in writing, attach the following documents and send to the address below not later than

e Vie o

1. Application Letter;
2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may

be secured at the HRM Services or CatSU Website);

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work
Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph;

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post-

5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable),
6. Certified true copy of Certificates of Trainings/Seminars Attended;

7. Certified true copy of Certificate of Eligibility/Rating/License ID;

8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

9. Photocopy of Latest Appointment (if applicable);

10. Other documents relevant to the position applied for.

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

MA. SIO AY T/ CRISPINO

Administrafive Officer V, Human Resouce Management Services
Catanduanes State University

Virac, Catanduanes

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

LF-HRW-

"))

The Catanduanes State University is an Equal Opportunity Employer and all qualfified
applicants will receive consideration for employment and does not unlawfully discriminate
applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
status, disability, religion, ehtnicity, political affiliation, disability status or any other
characteristic protected by law. Physically-challenged applicants may contact the HRM
Services for assistance at +639290041494.
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. %, Republic of the Philippines

z z CATANDUANES STATE UNIVERSITY
% 'S, Virc. Catanduanes

N

NOTICE OF i\{ﬁ;ﬁ@)TprSITION/S

as of b g
Salary! Monthly Qualification Standards
X iti i ntilla item No. Job/Pa | L ignment
No| Position TRie i Grad y Salary Education Training Experience Eligibility Others Place of Assig
1 |Administrative |CATSCB-ADA4-2-2021 4 P14,993.00|Elementary School  |None required None required Professional Driver's License Motor Pool Services
Aide IV Graduate (MC 10, s. 2013-Cat. IV)

Job Description:

1. Convey CatSU officials on official business within or outside CatSU; ensure safety and property while driving; observe traffic rules and regulations and report involvement in any
vehicular accident; record and submit trip forms
2 Assist in the maintenance and overhauling of vehicles; maintain vehicle cleanliness and good running condition; and report/recommend for repair/replacement of damaged parts

to ensure serviceability of vehicles at all imes
3. Perform other functions/duties that may be assigned by the immediate supervisor from time to time

Required Competencies:

Core: Organizational: 4. Planning and delivering Technical

1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Driving skills

2. Delivering service excellence 2. Wiriting effectively 6. Collaboration and networking 2. Vehicle maintenance and servicing
3. Solving problems and making decisions 3. Championing and applying innovations

e e
Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than R

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may |6. Certified true copy of Certificates of Trainings/Seminars Attended;

be secured at the HRM Services or CatSU Website),; 7. Certified true copy of Certificate of Eligibility/Rating/License ID;,

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable);

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS are advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer and all qualfified

applicants will receive consideration for employment and does not unlawfully discriminate

SIONN ) applicant on the account of person’s age, sex, sexual orientation and gender identity, civil

Administrat cer V, Human Resouce Management Services status, disability, religion, ehtnicity, political affiliation, disability status or any other characteristic

Catanduane’s State University X . )

Virac. Catanduanes protected by law. Physically-challenged applicants may contact the HRM Services for
' assistance at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

MA. SION Y T."€RISPINO

SU-F-HEM-75 Rev 1 Effectints: November 15 202
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H 2 CATANDUANES STATE UNIVERSITY
2 'Sy Virac. Catanduanes
NOTICE OF VACANT POSITION/S
as of [L5Y 9 eaen
| —— Plantilla It Salary/ Monthly Qualification Standards
o.| Position Title antilla item No. Job/Pa i
Gra dey Salary Education Training Experience Eligibility Others Place of Assignment
1 |Administrative |CATSCB-ADA2-3-2021 2 P13,305.00|Elementary School |None required None required None required (MC 11, 5. 96 — Executive Assistance
Aide Il Graduate Cat. Il Services

Job Description:
1. Take charge of the recording, routing and releasing of incoming and outgoing communications and other reports to the Office concerned

2. Receive and file communications, office instructions, memoranda, circular, evaluation forms etc.
3. Prepare and keep office forms, control office supplies and materials

4. Perform clerical and messengerial tasks

5. Perform other duties that may be assigned by the immediate supervisor from time to time

Required Competencies:

Core: Organizational: 4. Planning and delivering Technical

1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Records management
2. Delivering service excellence 2. Wiriting effectively 6. Collaboration and networking 2. Computer skills

3. Solving problems and making decisions 3. Championing and applying innovations
el I

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);
2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may 6. Certified true copy of Certificates of Trainings/Seminars Attended;

be secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID,

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable),

Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable);

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS are advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer and all qualfified

applicants will receive consideration for employment and does not unlawfully discriminate

MA. SIONNEMAY T. CRISPINO _ applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
Administratiye Officer V, Human Resouce Management Services status, disability, religion, ehtnicity, political affiliation, disability status or any other characteristic
Catanduanes State University protected by law. Physically-challenged applicants may contact the HRM Services for

Virac, Catanduanes assistance at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.




3 . Republic of the Philippines
2 8]3 CATANDUANES STATE UNIVERSITY
>

Virac, Catancuanes
\'N._y

NOTICE OF PlACﬁP*TﬂEgSIT|ONIS
R S

as of
Salary/ Monthly Qualification Standards
No.| Position Title Plantilla item No. Job/Pa i
s Y Salary Education Training Experience Eligibility Others Place of Asaignment
1 |Administrative |CATSCB-ADA2-4-2021 2 #13.305.00|Elementary School  |None required None required None required (MC 11, 5. 96 — Human Resource
Aide Il Graduate Cat. Ill) Management Services

Job Description:

1. Take charge of the recording, routing and releasing of incoming and outgoing communications and other reports to the Office concemed
2. Receive and file communications, office instructions, memoranda, circular, evaluation forms etc.

3. Prepare and keep office forms, control office supplies and materials

4. Perform clerical and messengenal tasks

5. Perform other duties that may be assigned by the immediate supervisor from time to time

Required Competencies:

Core: Organizational: 4. Planning and delivering Technical

1. Exempilifying integrity 1. Speaking effectively 5. Managing information 1. Records management
2. Delivering service excellence 2. Writing effectively 6. Collaboration and networking 2. Computer skills

3. Solving problems and making decisions 3. Championing and applying innovations

i 1. 27

interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

2. Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may |6. Certified true copy of Certificates of Trainings/Seminars Attended;

be secured at the HRM Services or CatSU Website), 7. Certified true copy of Certificate of Eligibility/Rating/License ID;

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable);

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS age advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer and all qualfified

applicants will receive consideration for employment and does not unlawfully discriminate

St . applicant on the account of person’s age, sex, sexual onentation and gender identity, civil

égg:ﬁ;a 8 :ggg%x;’:;ga“ Resouce Management Services status, disability, religion, ehtnicity, political affiliation, disability status or any other characteristic

Virer: Eaftandianes protected by law. Physically-challenged applicants may contact the HRM Services for
J assistance at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

MA. SION AY T. CRISPINO

MTE Rav 1 Effectinty Nicvember 13
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M a%.  Republic of the Philippines
CATANDUANES STATE UNIVERSITY
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NOTICE OFPVACé\[;ﬂ;zQSITION/S

as of & e
Salary/ Monthly Qualification Standards
No.| Positi i Plantilla item No. Job/Pa T i t
o] Position Title Gra dey Salary Education Training Experience Eligibility Others Placerof Assignmen
1 |Administrative |CATSCB-ADA1-5-2021 1 P12,517.00({Must be able to read |None required None required None required Motor Pool Services
Aide | and write (CSC MC 10, 5. 2013 - Cat. Ill)

Job Description:
1. Take charge of the recording, routing and releasing of incoming and outgoing communications and other reports to the Office concerned
2. Receive and file communications, office instructions, memoranda, circular, evaluation forms etc.

3. Prepare and keep office forms, control office supplies and materials

4. Perform clerical and messengerial tasks

5. Perform other duties that may be assigned by the immediate supervisor from time to time

Required Competencies:

Core: Organizational: 4. Planning and delivering Technical

1. Exemplifying integrity 1. Speaking effectively 5. Managing information 1. Records management

2. Delivering service excellence 2. Writing effectively 6. Collaboration and networking 2. Computer skills

3. Solving problems and making decisions 3. Championing and applying innovations

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than o o

1. Application Letter; 5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);

2. Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may |6. Certified true copy of Certificates of Trainings/Seminars Attended;

be secured at the HRM Services or CatSU Website); 7. Certified true copy of Certificate of Eligibility/Rating/License ID;

3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work 8. Certified true copy of Performance Rating in the last two rating periods (if applicable);

Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph; 9. Photocopy of Latest Appointment (if applicable);

4, Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post- 10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS are advised to hand in or send through courier their application to: The Catanduanes State University is an Equal Opportunity Employer and all qualfified

applicants will receive consideration for employment and does not unlawfully disciminate

rcﬁ-n i?1ligt1'ati a Ycer \?T—llﬁr:':noResouce Karagement Sarices applican{ on fhe aqcpunt of person 's_ age, sex, sexu_al o_r{'entation and gender identity, g:iv_il
Catantianbstrs Uni\'/ersity status, disability, religion, ghtmc:ty, political aﬁi/layon, disability status or any other chara_ctenst:c
Virae, Catandaanes protected by law. Physically-challenged applicants may contact the HRM Services for

assistance at +639290041494.

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

SSU-F-HPM-T5 Rev 1
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5}'-‘ ’7% Republic of the Fhilippines
z z CATANDUANES STATE UNIVERSITY
% ;f Virac, Catanduanes
N
NOTICE OF VACANT POSITION/S
asof ___ [L'n Q2o
Ll : Salary/ Monthly Qualification Standards
o.| Position Title Plantilla Item No. Job/Pa i
b Y|  salary Education Training Experience Eligibility Others | F13ce of Assignment
1 |Administrative |CATSCB-ADA1-6-2021 1 £12,517.00|Must be able to read |None required None required None required Building and Grounds

Aide |

and write

(CSC MC 10, s. 2013 - Cat. Ili)

Services

Job Description:

on matters requiring urgent action

3. Perform basic repair works; notify supervisor on deficiencies or needs for repair etc.
4. Perform other related functions/duties as may be assigned by the immediate supervisor from time to time

1. Maintain cleanliness and orderliness of the offices, classrooms, toilets and other areas of the building and surroundings including lawns, hedges, canals and gutters
2. Perform reproduction works of documents; deliver and follow-up correspondence, communication and other documents to/from various offices/units; run errands for the office

Required Competencies:

Core:

1. Exemplifying integrity

2. Delivering service excellence

3. Solving problems and making decisions

Organizational:

1. Speaking effectively
2. Wiriting effectively
3. Championing and applying innovations

4. Planning and delivering

5. Managing information
6. Collaboration and networking

Technical

1. Extensive knowledge of cleaning and landscaping

2. Manual dexterity
3. Housekeeping and disposal

Interested and qualified applicants should signify their interest in writing, attach the following documents and send to the address below not later than

1. Application Letter;

2 Letter of Intent and Statement of Authenticity & Veracity of Documents Submitted (a copy may
be secured at the HRM Services or CatSU Website);
3. Fully accomplished & notarized Personal Data Sheet (PDS) with recent ID picture & Work
Experience Sheet (CS Form No. 212, Rev. 2017) downloadable at www.csc.gov.ph;

4. Certified true copy of Transcript of Records (High School Diploma, Baccalaureate, Post-

5. Certified true copy of Updated Service Record or Certificate of Employment (if applicable);
6. Certified true copy of Certificates of Trainings/Seminars Attended;
7. Certified true copy of Certificate of Eligibility/Rating/License ID;

8. Certified true copy of Performance Rating in the last two rating periods (if applicable);
9. Photocopy of Latest Appointment (if applicable);

10. Other documents relevant to the position applied for.

QUALIFIED APPLICANTS arg advised to hand in or send through courier their application to:

Y T. CRISPINO

Administratiye Officer V, Human Resouce Management Services

Catanduanes State University
Virac, Catanduanes

APPLICATION WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.
LATE SUBMISSION OF APPLICATION SHALL NOT BE ACCEPTED.

The Catanduanes State University is an Equal Opportunity Employer and all qualfified
applicants will receive consideration for employment and does not unlawfully discriminate
applicant on the account of person’s age, sex, sexual orientation and gender identity, civil
status, disability, religion, ehtnicity, political affiliation, disability status or any other characteristic
protected by law. Physically-challenged applicants may contact the HRM Services for

assistance at +639290041494.
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