Republic of the Philippines
POSITION DESCRIPTION FORM

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

INST1-6-2017

|_|Province 1st Class

City nd Class

| _|Municipality rd Class
th Class

Visayas State University

Department of Tourism and Hospitality Management

Department Head

(if more than Iistirnumbersandtiﬂes)

Instructor |

£ - 1-39%’

Sth Class
6th Class

Special

Department of Tourism and Hospitality Management

VSU, Baybay City, Leyte

ACA PERA P2000

Dean, College of Management and Economics

POSITION TITLE

ITEM NUMBER

Laptop, LCD Projector, Printer, Photocopier

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

Office Work
Field Work

To teach, conduct research/extension and other related services

Other/s (Please Specify)
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Exemplifying Integrity and Professionalism
Delivering Service Excellence

Interpersonal Skills
Flexibility

Record Management
Computer Skills

2

Attention to Detail
Achievement Orientation
Communication Skill

Percentage of Working
Time

(State the duties and responsibilities here:)

N/A

~(Indicate the required
Competency Level here)

60%

10%

20%

5%

1. Teaches assigned subjects and performs other teaching
related functions, among others, the following:

a. Prepares and revised teaching materials/guides and submit to
department head

b. Prepares and gives examinations (mid/final/long/quizzes)

c. Checks test papers and retums to studentts one week after
examination

d. Submits grade sheets within prescribed period to the Registrar
through the department

e. Tumns over class records to department heads within two
weeks after final examination

f. Makes himself available for consultation by his/her students
during scheduled consultation hours

2. Performs research and/or extension functions, among others
the following:

a. Prepares research/extension proposals

b. Implements duly approved research/extension projects within
time frame
c. Prepares reports within the prescribed period

d. Presents research/extension outputs during conference/for a
of legitimate professional organizations
€. Submits output for possible publication/patenting

3. Performs administrative functions (if applicble)
4. Performs other functions, among others:

a. Performs functions relative to committee memberships and
other ad hoc

assignments including related to quality assurance and other
accreditation functions

b. Performs other functions assigned by the department head,
College

Dean, Vice Presidents and the University President

Supervisor's Name, Date and Signature

2
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