OFFICE

; N WRET
eyl N
— Z

AT T e T e
y"""‘ UL '{

bif
il gy r e
Bl / [

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 VI

(CLERK III)
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CASHIERING OFFICE
(BSUB-ADAG6-1-2012)

Minimum Qualification =~ T
Standards: -
ﬁ . . Experience: None required
& ! Education: Completion of two \%’/

years studies in college

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

Application Period  APPLY NOW!

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

Training: None required
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ADMINISTRATIVE AIDE VI (CLERK III)

DUTIES AND RESPONSIBILITIES [ __"""_'» "“\\\\“ “"\‘\'
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20% Serve as the main collection teller
15% Make visual checks on the genuineness of
money received, make the daily balances of all
collections, and are accountable for any shortage,
and assist in the preparation of deposit slips
20 % Preparation of Report of Collections and
Deposits
15% Review payments made thru bank-to-bank,
online, and other electronic means and ensure
that they are properly reported on
15% Updating of the cash collection and deposit
record
15% Serve as public relations contact in relation
to verification from the department on the deposit
of funds

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



