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Republic of the Philippines



Department of Education Region VII, Central Visayas Sudlon, Lahug, Cebu City



JOB VACANCY Division/Unit



Finance Division



Position Profile Title



Administrative Assistant I



Salary Grade



SG-7



Item No.



OSEC-DECSB-ADAS1-510146-2015



Monthly Salary ₱15,254.00



Reports to



Administrative Officer V



Core Comptencies • Self-management • Professionalism and ethics • Result focus • Teamwork • Service orientation • Innovation Qualification Education



Completion of 2 years studies in college or High School Graduate with relevant vocational/trade course



Experience



1 year relevant experience



Training



4 Hours Relevant Training



Eligibility



Relevant MC 11, s. 1996 Career Service (Sub-professional) First Level Eligibility



Requirements: 1. Letter of Intent (addressed to the Regional Director) 2. Accomplished CSC Form 212 Revised with recent passport-sized picture Performance Rating for the last 3 rating periods (should be at least Very Satisfactory and with numerical 3. equivalents) * Service Record (experience related to the duties and functions of the position filled ) and Designation 4. Order/s 5. Certificates/Evidences of Awards/Outstanding /Meritorious Accomplishments * 6. Educational Records (Transcript of Records, including supporting certifications) * Certificates of Training/Seminars (at least 3-Day duration) attended, including Scholarship Programs, Short 7. Courses, Study Grants, and Chairmanship/Co-Chairmanship in a Technical/Planning Committee * Applications should be submitted to the Administrative Services Division-Personnel Section.



* Machine Copy
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