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Vice President for Planning, Resource Generation and
Auxiliary Services

(if more than seven (7) list only

[ Province 1st Class [ 5th Class

City [J 2nd Class [ 6th Class

[ Municipality [ 3rd Class [ special
[ 4th Class

Office of the Vice President for Planning, Resource
Generation and Auxiliary Services

University President

by their item numbers and titles)

POSITION TITLE

ITEM NUMBER

Executive / Managerial [ |
Supervisors O
Non-Supervisors O
Staff O
Office Work ]
Field Work O O

g )
Bachelor of Science in
Statistics with 30
masteral units

General Public
Other Agencies
Others (Please Specify):

Administrative Offices

Other/s (Please Specify)

st p
Career Service Professional
Eligibility
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1. Exempllfymg Integnty
Acknowledges and respects authority and demonstrates readiness in accepting
andcomplying with rules

2. Delivering Service Excellence

Complies with CSC'’s established standards of delivery or service level agreements and
delivers explicit requirements of customers.

3. Solving Problems and Making Decisions

Provides timely solutions to problems and decision dilemmas that have clear cut options
and/or choices and whose solutions are available and can be accessed from a database or
gleaned from an existing policy or process.

1. Demonstrating Personal Effectiveness — Responds effectively to guidelines &
feedback on one’s performance, well being and learning discipline.

2. Speaking Effectively — Effectively delivers messages that simply focus on data, facts or
information & requires minimal preparation or can be supported by available communication
maternials

3. Writing Effectively — Refers to and/or uses existing communication materials or
templates to produce own written work

4. Championing & applying innovation — Demonstrates an awareness of basic principles
of innovation.

5. Planning & Delivering — Designs & implements plans; focuses on one’s functional group
or area of focus & involving team members from the same group.

Collects, organlzes & maintain data

6. Managmg information -

(State te dut/es and respons:bllltles he/e )

Pementage of Workmg

Time
22a. Records Management
Demonstrates basic skills and knowledge in Records
Management
3% 1. Receives, records, and releases documents of
7% 2. Maintains all pertinent documents, records, and forms of
OVPPRGAS.
2% 3. Prevents access of documents to unauthorized personnel.
3% 4. Monitors access of records.
15% 5. Performs the function of the Document and Records
Controller.
22b. Information Technology.
Demonstrates basic skills and knowledge in Information
Technology
14% 1. Collects and consolidates university physical targets and
quarterly accomplishments.
14% 2. Prepares and submits data required regularly by DBM, and
other line agencies.
14% 3. Collects data and updates the VSU transparency seal.
5% 4. Collects documents for accreditation purposes and for
planning activities.
10% 6. Prepares pertinent documents for administrative/financial
matters.
5% 7. Records and acts as secretary for office/university
meetings/activities.
4% 22c. Perform other related tasks as may be assigned from
time to time
4% 22d Customer—friendly f ontline service

the performance and behavior/conduct expectations contained herein.

JANSEL JOI @. VILLAS, 12/15/2020

Employee's Nathe and Signature

| have received a copy of thls posmon description. It has been dlscussed w:th me and I have freely chosen to comply wuthi

DILBERTO O. FERRAREN, 12/15/2020

Supervisor's Name, Designation, Date and Signature
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