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[ REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE 2
| BC-CSC Form No. 1 GUMBA POLICARPO, JR, C,
(Position Description Form) ~{Family Name) (Given Name) ( Middie Na;ne)
2 DEPARTN'ENT CORPORATION OR AGENCY/ 3. BUREAU OR OFFICE
LOCAL GOVERNMENT
LEYTE STATE UNIVERSITY
4. DEPT./BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK
Department of gnimal Science, College of ggrioulture. Lﬁeygg’oeﬁ sgam‘t[ean[mIverxsi;ty ’
8a. PRES. APPRO. 6b. @EV APPRO 7a. SALARY P.A.: 5
ACT/ : ~ ACT/ 8522 P76, 116,00/ annum
BOARD RES! : BOARD RES/ 7b. OTHER COMPENSATION: PERA/ACA
ORD. NO. ITEMNO.ViSCAB~ADA3-214-04 #1,000,00/month
8. OFFICIAL DESIGNATION OF POSITION : 9. WORKING PROPOSED TITLE
Clerk I Administrative Aide III
10. WARPCO CLASS!FlCATION OF THIS POS!TION ; 11. OCCUPATION GROUP TITLE
(leave blank) :
12. FOR LOCAL GOVERNMENT POSIT!ON CHECK GOV:RNMENT AL UNIT AND UNIT'S CLASS . .
MUNICIPALHY = CITY [ ] PROVINCE []
1st . 2nd 3rd 4th Sth 6th

[ Sis A ; [] [] fd >3

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. if more space is heeded, please
attach additional sheets. ¢ ¢

'Percentof - ; : .
1Working Time : DUTIES ¥
30»;; 1¢ Types and computerizess a) recommendation for appoirltmenﬁs of temporary
: assistant professor, instructors, SRA, casuals; b) communications for
instructions, researoh, extension, and produc‘tlon- c) exams; and Faculty
i Workload,
3 304 2, Prepares, types or computerizes; a) CSRs; b) P.J'Rs/Job Orders/Payrolls
of MOOB laborers; c) Payrolls of casuals and Contractual employees of
DAS. .
207, 3. Types or compuberizess a) Travel Orders; b) Trip T:Lcke'bs- ¢) Pre-iravel
H Vouchers and Travel Reimbursemenis,
‘ 105 /u Receives and files; a) communications; b) payrolls; c) csas/pfms, d) 'ms/
Vouchers; and e) Faculty Workloads,

104 ‘5« Issues office supplies 1o faculty and staff,




v " P e

14 POSITION TITLE OF IMMEDIATE SUPERVISOR ; 15. POSITION TITLE OF NEXT HIGHER'
% s i : SUPERVISOR

| I)_ep‘azgtment Head: T peoeciment Esad . College 'Dean" =

16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than { 7 ) list

only by their item nos. and titles)

N/A

A7

MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.

Typewrl‘ber, Computer Machine, Mimeographing r,{acha.ne, stapler, pPuncher, Paper Cutter, eiCe

18. CONTACT s i1 19 WORKING CONDITION
Occasional  Frequent . Normal Working Condition X
General Public [] Ko op | Tl Field work [1]
Other Agencies kel e % | - Field Trips (]
Supervisors 1! = i) Exposed t& Varied Weather B
Management [] ] : Other's (Specify) []
Others (Specify) [1 [1

20. | CERTIFY that the above answers are ac.urate and complete.
(/o5 /0% , O
" 'Date : ' ggﬁatdfe of Employee
21. Descnbe briefly the general function of the Unit or Section.

Provides instruction, researoh, ex’tens:l.on, and production services in the field of
animal science,

22.

Describe briefly the general function of the position.
Assist in providing instruction, research, e.chens:.on, and, production services in the
field of animal science,

S

232 Indicate the required qualifications by years and kmd of educatlon consudered in fmmg up.a

vacancy for this position. (Keep the position in mind rather than the qualifications of the present
incumbent. This item should be filied for all positions other than teaching).

4

Education: - _ 2 years studies in-colleges = -

Experience:  nene required.- - “tppist
g.’-_’Sb. Licenses or certificates required to do this work, if any. *
civil service Bligible .; Sub-Professional. :
i | HERERY CERTIFY that the above answers are accurate and complete.

) 2 : / ' i
Y SERENA/L., SAJCHBZ - Dept. Head

Date Signatre and Title of Immediate
Supervisor

5

[\
ot

APPROVED

Date Head of Agency




