REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form No. 1
(Position Description Form) BAUDALAN MARVIR ,bﬁ‘“‘lO
(Family Name) (Given Name) (Middle Name)
25 DEPARTMENT, CORPORATION OR AGENCY/LOCAL 3 BUREAU OR OFFICE
GOVERNMENT
Visayas State University, Baybay City, Leyte
4. DEPT./BRANCH/DIVISION 5 WORK STATION/PLACE OF WORK
6a. PRES. APPRO. 6b. PREV. APPRO 7a. SALARY P.A.: P 130,596,400
ACT/ ACT/
BOARD RES/ BOARD RES/
ORD. NO. ORD. NO. 7b. OTHER COMPENSATION: P 000
ITEM NO. ITEM NO. 2144000,00
Vi2CAR=ADA 3=192-2004
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE
Administrative Aide 111
10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(leave blank)

a2, FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] CIiTY [ ] PROVINCE [ 1]

1st 2nd 3rd 4th 5th 6th
[1] [1] [1 [1 [1] [1

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please attached
additional sheets.

Percent of
Working Time: DUTTIES

ISa/o TREPARES AWD Sepvex CTATENMERT (F Adouny TO  VvEW MARuET (oM CelIONAIRES -

10" oPREDARES  AND Lepves CTATEMERT  OF  Account Tor  \6P DORMITORY AND V(U <PRING WATER PRAIRLT .~

1<% RECEWES , RECORDS AMD DWSEMIMATEC  BLECTRICITY  BILL TO WO MARVET (OHCEL(IONAIRE S

w%mem/mw OFFICAL RECE\RT  TOR  (ouceCIONARES RENTAL, \GP DOVANTUP OccuPAWTS RENTAL ,
BlecT O\TY  AWD  AMBULANT  \ENDORS feRMIT

,O"/QW&YARﬂ Q0cNENTS RE: PR , Pempg g PAYROLL , COWTRACY OF \BACE
APRO \ T MENT

|00/0 PREPARES AND (ERVET  NOTCEY COMMUNICATIONE) T W MARVET CONCESCOIOMMRES

PROJECT WARAGERS

m%w(w_( AND  \RSPECTS VO WARYETY E&‘\?‘H\(HMEN’K.

(Y PREPARES AND \WWES  OROER OF PAYMEWT (0p) TOE \GY¢
§°/Q REPRECEMTS  “THE  \GP OFTICe  \R THE (OHDPUCT  0fF LEWM- ANPUAL  AND  ANRUAL
\WVENTORY  OF  REWLVIRG FUND CRF)  prodeci(

——

\OO’/ 0




v ©

14. POSITION TITLE OF IMMEDIATE SUPERVISOR 15.POSITION TITLE OF NEXT HIGHER
SUPERVISOR B
DIRECTIR, 6AS/16P VICE PRECIDENT ToR AANNING , RESOVR(E

GENERANON  AND EXTERNAL AFFA RS

16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than (7), list only by
their item nos. and titles)

17 MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.

COMPVTER, PRINTER , CALLWATDR

18. CONTRACT 19l WORKING CONDITION
Occasional Frequent Normal Working Condition [X ]
General Public [ X1 [ 1] Field Work [ 1
Other Agencies [ 1 [ 1 Field Trips [ 1]
Supervisors K 1 [ 1 Exposed to Varied Weather [ 1
Management i ] | A Others (Specify) [ 1
Other (Specify) [ 1] [ 1]
20. I CERTIFY that the above answers are accurate and complete.
Novewoow 22, 20\ ) C
Date Signature of Employee
21 Describe briefly the general function of the Unit o£ Section.

LnpPorT  CERVICK  For  NSW  NARKET | SPRING  WATER  AND \6GP DormITY P~/
PROECTS  AND  WONITRWG  OF The DIffEPET \6PE  f e Unep(T/

22, Describe briefly the general function of the position.

COWECT\OR 7 (L WARCE PE  TE AND OTHeR Govies F TRe PRaTECT
AND  CLER\CAL / 0Ff\CcE  WORXS .

23a. Indicate the required qualifications by years and kind of education considered in
filling up a vacancy for this position. (Keep the position in mind rather than the
qualifications of the present incumbent. This item should be filled for all
positions other than teaching).

Education: Completion of 2 years studies in college.

Experience:

23b. Licenses or certificates required to do this work, if any.

CECOPPRoFECIORAL BLG pln T/

24. I HEREBY CERTIFY that the above answers are accurate and complete.
N[22 J201L é GINA My POMIDA
Date Signature and Title of Immediate Supervisor

25, APPROVED:

ED E. TULIN
Date é'H of Agency

IPDEUF




