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1. Exemplifying Integrity and Professionalism - demonstrates high standards of professional behaviour, adhering (o

ethical as well as moral principles, values, and standards of public office 2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer

Jsatisfaction 2
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers >

and clients, and work well in a team to achieve results




5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
behaviour and style appropriately in dealing with change. 2

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-
related problems ¢

D

1. Administrative Services Management- Develops programs and projects, and mobilizes and manages resources, 2
both material and human, in order to fully achieve the set objectives and targets of the university in general and of
the different offices/colleges/departments/centers in particular

2. Documents and Records Management- Applies and adapts records management standards related to the cycle 3

of records in the university which are conducted to achieve adequate and proper documentation of government
|policies, transactions and effective management of the university operations.

3. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection, 2
acquisition, development, utilization, and protection of technologies. In accordance with the mandate of the unit,
that will result to efficient and effective delivery of services by ensuring responsiveness to the needs of stakeholder.

4. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate 3
|strategies and methodology to arrive at sound decisions in a learning environment.
5. Facilitation - Guides the exchange of information and ideas in an interactive session designed to meet defined 2
objectives.
16. Resource Mobilization Management- Allocates limited resources in an effective manner through efficient 2

utilization of funds, time, human and other resources to deliver respective tasks and generate solutions to
challenges in the workplace.

7. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures 3
which govern the execution of tasks, activities, or projects, in order to ensure work is accomplished and required
results are delivered effectively and efficiently; adopt measures to drive compliance; be proactive in responding to
opportunities for improving/streamlining based on experience, feedback, emerging technologies and new direction.

8. ACCOUNTING MANAGEMENT- Manages the processing of financial transactions according to COA and DBM 2
rules and regulations, maintaining the books of accounts, analyzing accounts and timely preparation and
submission of required reports; manages the preparation of cheques and disbursements, replenishment, and
liquidation of cash advances, petty cash, and other personnel cash emoluments, and receives collectibles/
payments in accordance with relevant rules and regulations.

8. Waste Management- Implements and ensures the effective waste segregation, collection, disposal through 2
stakeholders’ awareness and empowerment in accordance with Republic Act 9003 that lead to cleaner and
greener University adherence to national and intemational sanitation and pollution level standards.

22, STATEMENT OF DUTIES AN NSIBILITIES (Technical Comp Level
Percentage of Working (State the duties and responsibilities here:)
Time
25% Supervise the Trust Section of the Accounting Office. 1
20% Facilitate in the timely processing, obligation, and liquidation.of 1
t .
6 Monitors liquidation of fund transfer and ensures that unutilized
15% : g 1
fund are returned to funding agencies.
15% Assists in the preparation of financial Statements and Financial
and Accountability Reports. i
20% Acts as the Free Higher Education (FHE) and TES/TDP Focal 1
Person
5% Performs other related tasks as may be assigned from time to s
. time by supervisor.
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