THE D N \ME OF EMPL
REPUBLIC OF e G.O_!_:!PPL.ES 1. NANG C W EMR %&ﬁ TABARANZA
{Posit] escristion " Form) {Famiy Name)  (Given Name) (Middie"’j“,:“
2 DEPARTMENT, CORPORATICN O AGENCY/ 3. BUREAU OR COFFICE
LOV AL GOVERNMENT OFFICE OF THE DIRECTOR OF FINANCE
% LEYTE STATE UNIVERSITY
4. DEST./BRANCH/DIVISICON : 5 WORK IAT!ONI’PLACE OF WORK
sca, Baybay, Leyte
52 FPES. APPRO. 8b. PREV. APPRO 72. SALARY P A P16,204,00
ACT/ ACT/

ORD. NO.

BUARD RES/

BOARD REV&SCKB—ADR&- 7p. OTHER COMPENSATION: PERA/ACA
ITEM NO. 127-04

8. OFFW%%WWEF’%ITION

O VipR SRR R 1Y

10. WAPCO CLASSIFICATION OF THIS POSITIONM 11. OCCUPATION GROUR TITLE

(leave hiank)

{

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

CTY [ ] PROVINCE [ |

1st 2nd 3rd 4th 5th 6th
[ ] £ 1 {1 [ ] t &

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. I more space is needed, please
afiach additional sheets.

Percent of

Working Time :

DUTIES

65%

Te.

2e

3.

Se

Receives, stamps facsilime, records & releases all documents
in the Finance Office and secure copy of ACIC list of checks
signed by the Director of Finance.

Files records, communications & other documents & monitors
charging out of same 1nolud1ng books & other equipment of
the offices

Assists in the preparation of reports (reproduction) sorting
and binding & prepares voucher for the payment of bills &
otheroffice expenses,

- Photocopies, sorta/reoords & distributes SAROs, NCA.B,
ieiroulars and other issuances to concerned offices..

Follows-up the submission of reports/required documents of
other offices,




@ , o

14, POSITION TITLE OF IMMEDIATE SUPERVISOR 15, POSITION TITLE OF NEXT HIGHER
- : , SUPERVISOR
CHIEF ADMINISTRATIVE OFFICER VP=for Administration and Finance

15. NAMES, TITLES AND [TEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than 7 ) list

only by their item nos. and titles)

17. MACHINES, EQUIPMENT, TOOLS. etc. used regularly in performance of work.
TIPEWRITER, COMPUTER, CALCULATOR, BALLPEN, LOGBOOK

18. CONTACT i 19. WORKING CONDITION
- Cccasional Frequent Normal Working Condition X

General Public ] = o & Field work ]

QOther Agencies ] Pk a | 5 Field Trips []

Supervisors {1 &l Expecsed tc Varied Weather

Management F} Iy Qther's {Specify) bl

Others {Specify) i1 []
120. | CERTIFY that the above answers are accurate and complete. ’gw
| JOCELYN T, |
' Date ~ Signature of Empioyee 4

21 Descnbe bne{!v the general function of the Unit or Section. Assists the administration in all phases of |
udgeting (preparation, execution and accountability) in coordination and consultation '
with different operating units and sees to it that all b '

22. Describa briefly the general function of the position. are complies witho

CLERICAL FUNCTION

23.a Indicate the required quaiifications by years and kind of education considered in filiing 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: Completion of 2 years college course,

Cxperience:

~y

22b. Licenses or certificates required to do this worl, if any. I
0SC Sub=profeeligibility '

24, | HEREBY CERTIFY that the above answers are accurate and complete. —T g n y

|
| i
1 NORMA V. CALA ‘
i

Date Signature and Title of Immediate

Supervisor \

125 APPROVED [ {
{ ] ",” 1
! |
| mémgMLAﬂ g
| Date Head of Agency i
' |

e




