Republic of the Philippines
POSITION DESCRIPTION FORM
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o

[] Province [] 1st Class [] 5th Class
City [J2nd Class [ 6th Class
[ Municipality [[] 3rd Class [ special

[ 4th Class

VISAYAS STATE UNIVERSITY

P 58,717.00 ACA/PERA- P 2,000.00

VICE PRESIDENT FOR INSTRUCTION SUC PRESIDENT IV
POSITION TITLE > ITEM NUMBER

|Registrar il VISCAB-R3-2-2000

Registrar Ii : VISCAB-R2-1-2001

School Credits Evaluator VISCAB-SCE-1-1998

Administrative Assistant Il VISCAB-ADAS2-42-2004

Administrative Aide VI VISCAB-ADAG- 86-2004

Administrative Aide IV VISCAB-ADA4-152-2004

Administrative Aide Il Casual (2) JO (2)

1

Casual (1), JOI

Executive/ Managerial 5 General Public
Supervisors Other Agencies
Non-Supervisors Others (Please Specify):
Staff

Office Work _
Field Work

P
Planning and supervision of admission and registration of students, evaluation of scholastic records and storage of student
records while ensuring the security, integrity and confidentiality of these records.

CAREER SERVICE (PROF.)
SECOND LEVEL ELIGIBILITY

3 YEARS OF RELEVANT 16 HOURS OF RELEVANT

MASTERAL DEGREE EXPERIENCE TRAINING
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Jethical as well as moral principles, values, and standards of public office

1. Exempllfymg Integnty and Professnonahsm demonstrates high standards of professwnal behawour adhering to‘

2. Delivering Service Excellence - Complies with VSU'’s established standards of service delivery for customer
Isatisfaction

3. Communication Savy - Effectively delivers messages that simply focus on facts or information;

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.

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

1 Thmkmg Strategically and Creanvely- Dreams and envisions what the future Iooks hke for the university, thmks
dimensionally, crafts strategic goals and strategies to attain that future, identifies connections that are not obviously
connected and comes up with new and creative ideas to enhance organizational effectiveness and responsiveness

2. Creating and Nurturing a High Performance Organization- Creates a high performing organizational culture that is
Ipurpose driven, results-based, client focused and team-oriented

3. Leading Change- Generates genuine enthusiasm and momentum for organizational development and change by
Iengaging and involving groups and stakeholders to understand, support, commit and own the change agenda and to
advance and sustain same for organizational effectiveness.

4. Building Collaborative and Inclusive Working Relationships- Builds a network of reciprocal, high trust and
synergistic working relationship among employees within the organization and across other government and non-
government organizations to leverage and maximize opportunities for strategic partnership with external
stakeholders

5. Managing Performance and Coaching for Results- Creates an enabling environment which will nurture and
sustains a performance based coaching culture for increased effectiveness of employees and a strong focus in
developing people for current and future needs thru an active and continuing staff development program for
organizational effectiveness.

Percentage of Working (State the duties and responSIblllt/es here:)

Time
30% 1. Maintains the academic record of all the students and plans

and implement an efficient registration processes, including the
evaluation of students credentials and scheduling and
coordination of class schedules to avoid conflicts.

20% 2. Keeps records of classes and curriculum prerequisites,
determines student's graduation eligibility and plans the
commencement activities including preparation of list of
graduating students, honors list and other related requirement

15% 3. Supervises over-all activities related to enroliment, evaluation
of student records & other related functions of the office

10% 4. Initiates policies on admission, accreditation, graduation &
other academic matter's needed to furthe enhance the efficient &
effective operation of the Registrar's Office

10% 5. Signs Transcript of records, certification and other related
documents.
10% 6. Submits reports required by other agency such as CHED,

DBM, PASUC & other units of the univesity.

5% 7. Performs other functions as directed by supervisor

|

the performance and behavior/conduct expectations contained herein.

/! ~/ lud e L _
MA. EP AMIA G. TUDTUD
Employee's Name, Date and Signature

| have received a copy of this position description. It has been discussed with me and | have freely chosen to comply with

Vice Pres, ent for Instruction
Supervisor's Name, Date and Signature
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