PLEASE CIRCULATE / POST AT YOUR BULLETIN BOARD

University of the Philippines

Diliman, Quezon City

BULLETIN OF VACANT POSITIONS #7

MINIMUM QUALIFICATIONS

POSITION SGA;:SEY COLLEGE/UNIT ITEM NUMBER 25?3‘&':58:
EDUCATION TRAINING EXPERIENCE ELIGIBILITY

HOUSEHOLD 10-1 NATIONAL HHM-7-1998 BACHELOR'S DEGREE |NONE REQUIRED |NONE CAREER 17 January 2019
INSTITUTE FOR REQUIRED SERVICE

MANAGER SCIENCE AND PROFESSIONAL/
MATHEMATICS SECOND LEVEL

EDUCATION ELIGIBILITY

DEVELOPMENT

DUTIES & RESPONSIBILITIES:

* Supervise and evaluate the work of the Hostel staff and janitors; * Accept room reservation and implement Dormitory rules and regulations to all guests; * Prepare Hostels official communication and monthly
report of guests; * Make periodic inspection of Hostel building and premises, furniture and equipment, and determine requests/replacement/repair/needs Perform day and night duty in the Hostel; * Do
emergency tasks, prepare rooms for transients, and bring sick guests

Interested applicants must:
a) Download and fully accomplish the New RSS Form revised 2018 at hittp:/hrdo.upd.edu.ph/NEW_RSS_FORM_revised_15Aug2018.xIsx and send it to hrdorecruitment.upd@up.edu.ph

b) Submit on or before the set deadline to the Recruitment & Selection Section of UP HRDO located at the Mezzanine floor, Quezon Hall, UP Diliman the following documents:

1. Letter of application (stating the position, college/unit and that you certify all the attached documents are true and correct);
2. Fully accomplished PDS (http://hrdo.upd.edu.ph/PDS_2017a.xIsx) and Work Experience Sheet (http://hrdo.upd.edu.ph/PDS_2017_Work%20Experience%20Sheet.docx)

N o o b~ w

. Photocopy of Transcript of Records;

. Photocopy of employment certificates

. Performance rating in the last rating period (if applicable);
. Photocopy of certificate of eligibility/rating/license;

. Photocopy of relevant training certificates; and

NOTE: APPLICATION/S WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.

AUGUSTUS C. RESURRECCION, Ph.D.

7 January 2019

Deputy Director, HRDO




