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FOR ONLINE APPLICATION PLEASE SCAN THE QR
CODE ORVISIT THE LINK BELOW FOR FUTURE
JOB OPPORTUNITIES
https://bsu.edu.ph/job-opportunities/

Application Period APPLY NOW!

MAY 21 to JUNE 02, 2025
Until 5 PM Only!




ADMINISTRATIVE AIDE IV
(11:14])]

STATUS: PERMANENT ' S L L

PHP 16,833/MONTH

COLLEGE OF SOCIAL SCIENCES
(BSUB-ADA4-61-2004)

Minimum Qualification a
Standards: .

ﬂ Experience: None required
& ! Education: Completion of two \%’/ P :

years studies in college

@\% Eligibility: Career Service
(Subprofessional) First Level
Eligibility

Application Period  APPLY NOW!

MAY 21to JUNE 02, 2025
Until 5 PM Only!

Training: None required
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eServes as the frontline personnel of the College [Attends to clients,
receives/releases/routes documents]

| -Serves as document/record custodian; prepares and monitors the
masterlist of records; updates and maintains a systematic filing system;
*Prepares the PPMP and assists in the procurement of supplies,
materials, and equipment; Prepares or assists in the preparation of
travel documents and payment vouchers;

eAssists during enrollment; prepares the workload summary and
compiles the individual workloads and schedules;

*Assists in the coordination, facilitation, and documentation of college
programs and/or activities such as trainings and seminars,
accreditation and evaluation, examinations, thesis defense, etc.
eAssists in the preparation of reports; data management (encoding,
updating, and making the data available as the need arises); Assists in
the preparation and monitoring of Internal Operating Budget (I0B) and
College Plans;

10%

*Perform other related functions as assigned by the Supervisors.

Apply Now! APPLY NOW!




POSITION APPLIED FOR AND ITS ITEM NUMBER IF
# APPLICABLE, AND DATE OF PUBLICATION)

2. FULLY ACCOMPLISHED PERSONAL DATA SHEET (PDS), 558

INCLUDING THE WORK EXPERIENCE SHEET (CS FORM " Aﬁﬁcmou DOCUI ENTS AS TO
{NO. 212 ATTACHMENT FORM) WITH RECENT PASSPORT- THE CHECKLIST LISTED

SIZED PICTURE WITH NAME AND SIGNATURE (CS FORM A 4

NO. 212, SERIES OF 2017) WHICH CAN BE DOWNLOADED

AT WWW.CSC.GOV.PH

3. PHOTOCOPY OF OTR OR CERTIFICATION OF GRADES

WITH THE TOTAL UNITS REQUIRED FOR THE DEGREE - Wil NCO mpw

(BASIS IN THE DETERMINATION OF UNITS EARNED) oftherequnred documents wiill
not be considered for

4. PHOTOCOPY OF EMPLOYMENT CERTIFICATE /SERVICE assessment. Only qualified

Sl applicants will be notified for

5. PHOTOCOPY OF REQUIRED ELIGIBILITY OR interview.

PROFESSIONAL LICENSE

6. PHOTOCOPY OF TRAINING CERTIFICATES AFTER The implementation of "NO

GRADUATION, WITHIN THE LAST FIVE (5) YEARS DOCUMENTS, NO POINTS"

7. CERTIFIED PHOTOCOPY OF PERFORMANCE policy is applied.

EVALUATION RATING IN THE LAST RATING PERIOD (IF

APPLICABLE) For information of all

concerned.

8. PHOTOCOPY OF COMMENDATION OR AWARD
CERTIFICATES



