; oEL 1. POSITION TITLE (as approved by authonzed agency)
Republic of the Philippines with parenthetical title

POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1,5s.2017)

REGISTRAR IV

2. ITEM NUMBER , 3. SALARY GRADE

VISCAB-R4-1-2001 22

4. FOR LOCAL GOVERNMENT POSITION, ENUMERATE GOVERNMENTAL UNIT AND CLASS

O Province O 1st Class O 5th Class
City O 2nd Class O eth Class
O Municipality O 3rd Class O Special
O 4th Class
5. DEPARTMENT, CORPORATION OR AGENCYI 6. BUREAU OR OFFICE
LOCAL GOVERNMENT e
STATE UNIVERSITIES & COLLEGES VISAYAS STATE UNIVERSITY
7. DEPARTMENT / BRANCH / DIVISION LG __|8. WORKSTATION / PLACE OF WORK
OFFICE OF THE UNIVERSITY REGISTRAR VSU, BAYBAY CITY, LEYTE

9. PRESENT APPROP ACT |10. PREVIOUS APPROP ACT 11. SALARY AUTHORIZED |12. OTHER COMPENSATION

P 74,836.00 ACA/PERA - P 2000.00
13. POSITION TITLE OF IMMEDIATE SUPERVISOR 14. POSITION TITLE OF NEXT HIGHER SUPERVISOR
VICE PRESIDENT FOR ACADEMIC AFFAIRS PRESIDENT

15. POSITION TITLE, AND ITEM OF THOSE DIRECTLY SUPERVISED

(if more than seven (7) list only by their item numbers and titles)

POSITION TITLE ITEM NUMBER
REGISTRAR Il R3-2-2000
REGISTRAR |l R2-1-2001

SCHOOL CREDITS EVALUATOR SCE-1-1998

ADMINISTRATIVE ASSISTANT Il ADAS2-42-2004

ADMINISTRATIVE AIDE VI ADAG-86-2004
ADMINISTRATIVE AIDE IV ADA4-152-2004
ADMINISTRATIVE AIDE 1l ADA-3-209-2004
ADMINISTRATIVE AIDE Il CASUAL (1)
ADMINISTRATIVE AIDE 1l JO (15)

16. MACHINE, EQUIPMENT, TOOLS, ETC., USED REGULARLY IN PERFORMANCE OF WORK

DESKTOP COMPUTER, PRINTER, CAMERA, LCD PROJECTOR PENCIL, PEN TELEPHONE SCANNER

17. CONTACTS / CLIENTS ! STAKEHOLDERS

17a. Internal _ ‘Occasional | Frequent |  17b. External | Occasional | Frequent

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

Staff O

18. WORKING CONDITION i
Office Work O Other/s (Please Specify)
Field Work a

- SECTI .
Prowdmg an efﬂment and effectlve student support serwces among others from student registration until graduation,
student records evaluation, data recording and storage of permanent student records. Page 1 of 3




20. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary)

Leading, planning and management of admisson and registration of students, evaluation of scholastic records and storage of
student records while ensuring the security, integrity, and confldentlahty of these records.

1. QUALIFICATION STANDARDS

21a. Education - 21b. Experience ___24c. Training 21d. Eligibility
MASTERAL DEGREE 3 YEARS OF RELEVANT 40 HOURS OF RELEVANT CAREER SERVICE
EXPERIENCE TRAINING ELIGIBILITY (PROF), LPT

21e. Core Competencies

Competency Level

2 Exempllfylng Integrity and Professionalism - demonstrates high standards of professional behaviour, adhering to
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
satisfaction

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.

2

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

2

21f. Functional Competencies

Competency Level

1. Administrative Services Management- Develops programs and projects, and mobilizes and manages resources,
Iboth 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

2. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate
strategies and methodologies to arrive at sound decisions in alearning environment.

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

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

5. Project Management - Facilitates smooth implementation of projects, work or activities through information
collection from and provision to concerened parties, departments or individuals. In keen and quick in understanding
and dealing with a project situation in 2 manner that is likely to leadto a good outcome. conceptualizes, develops,
implements and evaluates programs and projects whether routine, non-routine, ad hoc or task force assignments.

6. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures
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.

7. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its
ongoing activities are still aligned with the intended direction of achieving the set goals and objectives.

8. Sharing Expertise and Linkaging - Shares technical expertise and links with other institutions through the
conduct of trainings, seminars-workshops, lectures, conferences and consultancy services to increase knowledge,
skills and expertise of clients based on pre and post evaluations.

9. Resource Mobilization Management - Allocates limited resources in an effective manner through efficient
utilization of funds, time, human, and other resources to deliver respective tasks and generate solutions to
challenges in the workplace.

10. Procurement Management - Effectively undertakes procurement planning, programming, project management,
and requirement specifications to facilitate achievement of organizational or agency program of work, goals, and
targets. Procurement should support plans, goals, and targets such that acquisituions are undertaken within the
specific acceptable timetable, budget and to appropriate specifications. The approved annual procurement plan
authorizes and guides the procurement activities of the agency for the year.

~219. Leadership Competencies \ : :

__Competency Level
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1. Thinking Strategically and Creatively - Dreams and envisions what the future looks like for the university, thinks
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

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

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

4. Building Collaborative and Inclusive Working Relationships - Builds a network of resciprocal, 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 strong focus in
developing people for current and future needs thru an active and continuing staff development program for
organizational effectiveness.

22. STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies)

Percentage of Working (State the duties and responsibilities here:)
Time

_ Competency Level ,

1. Provides leadership and management for an efficient and
effective student support services from the registration
processes, including the evaluation of students credentials and
scheduling and coordination of class schedules to avoid
conflicts and assessment of recods of probable candidates for
graduation.

30%

2. Ensures that policies, processes and procedures to keep
records of classes, curriculum prerequisites, students graduation
20% eligibility and commencement activities including preparation of
list of graduating students, honors list and other related
requiremnet are in place.

3. Studies the mandates of the Office for possible distribution or
redistribution of new functions for improved efficiency and
effectiveness for the services and improved employee

15% performance and ensure that over-all activities related to
enroliment, evaluation of student records and other related
functions of the office are taken cared of.

4. Introduces Innovations that may result to best practice by
10% initiating innovative policies on admissions, accreditation,
graduation and other academic matters.

5. Signs Transcript of Records, certification and other related

10% documents.

. 6. Submits reports required by other agency such as CHED,
10% DBM, PASUC and other units of the university.

5% 7. Performs other functions as dlrected by the superwsor

23. ACKNOWLEDGMENT AND ACCEPTANCE:

| have received a copy of this position description. It has been disgussed wnth me a d Ih
the performance an havior/conducjexpectations contained herein f)s
Ul [og 14
YMUND M. YGCASAMA i
Employéee's Name, Date and Signature Supervisor'sI Na

reely chosen to comply with]
Wy
. GRAVOSO

, Date and Signature
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