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REPUBLIC OF THE PHILIPPINES 1. NAME OF EM@LOYEE‘ ' !
BC~-CSC Form No., 1
(Position Description Form) TULIK ALEX POSAS
(Family Name) (Given Name) (Middle Name)
2 DEPARTMENT, CORPORATION OR AGENCY/LOCAL 3 BUREAU OR OFFICE
GOVERNMENT il Procurement Serviee Management Offiee
Visayas State University, Baybay City, Leyte Supply, Preeurement & Prep. Mgmt., Offie
4. DEPT. /BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK
VISAYAS 'STATE UNIVERSITY
6a. PRES. APPRO. 6b. PREV. APPRO T7a. SALARY P.A.:
ACT/ ACT/ P 922,536,00
BOARD RES/ BOARD RES/
ORD. NO. ORD. NO. 7b. OTHER COMPENSATION: P 24,000.00
ITEM NO. ITEM NO. ViSCAB=EPS2=-1k2702
8. OFFIC "4 . \“ S_'?N‘TION OF POSITION 9. WORKING PROPOSED TITLE
Administrative Offieer III Administrative Offieer IV
30, WAPCO CLASSIFICATION OF THIS POSITION 1%. OCCUPATION GROUP TITLE

(leave blank)

12, FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS

MUNICIPALITY [ ] eIty [ 1] PROVINCE [1
ist 2nd 3zd - "T4th S5th 6th
[] (] [] [] [1 L2

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

Percent of
Working Time:

DUTIES

30

15
10

10

n

\

In-eharge of the management and eperatien, prevides direetien,
e¢eordinatien and supervisien ef SPFMO personnel/PSMO persennel fer the
presurement of supplies, materials and equipment needed for the
different colleges/dept./centers/offices/units of the pniversity.

Plans and intreduees innevatiens fer an impreved eperatiens eof the

Supply, Preeurement and Prepexty Management Offiee.

Cheek, review and sign preeurement deeuments sueh as:; Purehase Request,
Request For Quetatien, Abastraet ef Prepesal and Purehase Order.

Review and sign reperts and ether deeuments: fer; submissien te effiees
requiring said reperts relative te asquisitien, management and dispesal
of university properties.

let as an alternate buyer/eanvasser em immediate needs/speeial eases.

Beviews and signs finaneial and administrative documents ef STPMO,
VSU Cebu Offiee and L dging Heuse Persennel,
~

Prepares Annual Aecomplichment Reperts and other Reperts required 1

the Administratien
o 3 ot } \dvanea iy (T I g 1 3 faor O 17 ) « and at+th
Plepargs Fetty Cash Advanees/Iwprest Fund fgr CUU purecheses ana her

N
i

comxunieatidvus. .

i various University Comwittees as 2 member when n ed
Bids and Award Committee, Dispesal Cemr»ittee, Marketing and
Prometiens Comxittee, Safety Committee and Texie Waste Mgmt., Committee.

Do other duties assigned by the iwmediate superviser.




14. POSITION TITLE OF Itg;nm SUPERVISOR 15.1>osrn’. TITLE OF NEXT HIGHER =

_— » r - = SUPERVISOR
Viee President fer Adwin, and Finanee Direetion fer Administratien and Human

Beseuree Developmeant

16 NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than (7), list
only by their item nos. and titles) »
Lueena L. Peliguit, Resela T. Bandalan, Esther G. Palisaysay, Clara P. Mereadeo,

Flereneie B. Maeariela, Alniel B, Cinee, Marle L. Managbanag, Eduarde R. Abanera

17 MACHINES, EQUIPMENT, TOOLS, etc. qsed reiﬁlarly in performance of work. ]
1 unit Cemputer System, 1 unit Printer, aset, 1 unit Caleulater, 1 unit Typewritter

18. CONTRACT 19. WORKING CONDITION
Occasional Frequent Normal Working Condition X 1]
General Public [ X] [ 1] Field Work [ 1
Other Agencies [ 1] Field Trips [ 1
Supervisors [ 1 [ 1 Exposed to Varied Weather [ 1
Management {1 Others (Specify) [ 1
Other (Specify) [ 1 [ 1
20 I CERTIFY that the above answers are accurate and complete. q *
™
N
. February 11, 2013 AL . TUL
Date Signature of Employee
21.. Describe briefly the general function of the Unit or Section.

Proecurement of supplies, materials and equipment fer the different eolleges, departments,
eenters, offiees and units of the University.

22, Describe briefly the general function of the position.
In-eharge of the management and eperatien, prevides direetien, eeerdinatien and
supervisien ef SPPMO/PSMO persennel.

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: B«S. degree relevant te the jeb,

Experience: 1 tear eof felevagt experience; 4 hrs., ef relevant training,

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

CSC Pref. Eligibility A /X

24. I HEREBY CERTIFY that the above answers are a d complete.

Date

25. APPROVED:




