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REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form No. 1
(Position Description Form) FLORENTINO, Nieclasa ¥o
(Family Name) (Given Name) oudxrc Name)
o DEPARTMENT, CORPORATION OR AGENCY/LOCAL - BUREAU OR OFFICE
GOVERNMENT g
Open Uniwersity/Omlime Prograns OffLLv
Visayas State University, Baybay City, Leyte
4. DEPT./BRANC}!/DIVISION S. WORK STATION/PLACE OF WORK
Open Umiversity YSU, Visea, Baybay City
6a. PRES. APPRO. 6b. PREV. APPRO 7a. SALARY P.A.: CF,—IQQ. le(d .o
ACT/ ACT/
BOARD RES/ - BOARD RES/
ORD. NO. ORD. NO. 7b. OTHER COMPENSATION: P 24,000.00
ITEM NO. ITEM NO. \SCAb- EDRA|P-(949¢
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE
Tdueation Researew Assistant Tdueatiom Researeh Assistant
10 WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(leave blank)

12. FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] CITY £ PROVINCE [1

ist 2nd 3rd 4th Sth° 6th
L d 1] £ £ixd [] [1]

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

Percent of

Working Time: DUTIES
25 Monitors compliance of course requirements and attends to academic related
needs/queries of OU students
25 . - Liaises between registrar, cash division, professors and distance learners
20 Provides assistance to extramural professors in the development/ revision of
* instructional materials intended for distance learning (surfing and
downloading, encoding, etc.)
15 Provides information/data to extramural professors inquiring matters or
updates of OU students
5 Disseminates the VSU’s curricular offerings
5 .é%ts as guarantor of OU students borrowing books from the University
ibrary

5 Prepares/drafts some communication of the Head




] P

14. POSITION TITLE OF IMMEDIATE SUPERVISOR | 15-POSITION TITLE OF NEXT HIGHER _
o :

Head Yiee Preifﬁjt for Aeademie Affairs

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

37 MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
Computer, facksimile mackine, motoreyele, tape recorder, ¢ellphowe, imtermet

18. CONTRACT 19. WORKING C ITION
Occasional F nt Normal Working Condition x 1
General Public [ X1 i i Field Wor! I
Other Agencies E 3 =6 Field Trips i .3
Supervisors | F &3 Exposed to Varied Weather [.~3
Management ol S | Others (S?Qcify) =l il |
Other (Specify) g Fea) LT

20. I CERTIFY that the above answers are accurate and oenple#e

Jume 10, 2013 NIQOL4SA N. PLDRENTINO
~Date Signpture o7 Emjloves

21. Describe briefly the general function of the Unit or séh&i:}.

Spearwead the offering of diatanee edueation and onlime programs af tae university.
i

22, Describe briefly the general function of thn‘politioﬁ.

Ld
Assists the Nead of the 6nlime Programs Offiee im tie in*pIel#!nhtta of distanee
edusatiom program of the umiwersity. i :

i

23a. Indicate the required qualifications by years and kind $£ education considered in
£illing up a vacancy for this pesition. (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: CsIhletian of twe years studies in Cellege.

Experience: 1 yr. ef relevani experience; 4 hrs. ef relevant training.

23b. Licenses or ceztificaggg_requirod to do this work, if any.
Career Serwviee Professiomal Eligibility. i

24. 1 HEREBY CERTIFY that the above answers are accur [ complete.
|

EDITHA G. CAGASAN
Head, Cnlime Programs Offiee

Date Signature and Title of Immediate
Supervisor

29 APPROVED:




