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REPUBLIC OF THE PHILIPPINES 7 £ \AV[E OF EMPLOYEE
BC-CSC Form No. 1 : - = ;
{ Position_ Description Form) - i Tan . __Anigeto ufandan -

(Family Name) (Given Name) {(Middic Ham: .
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10

1 O/'

10;

teaching materials,
Types commnioation & facilita‘bes corrumicatioh within the depts

Conducts mventory, prepares prooure"xen-t of supplies consumnables/
naterials

Receives and dorts paper for distributions

Performs other tasks assigned by the lead & staff members,

;e .DEPAR'I'MENT CORPORATION OR AGENCY/IDCAL : 3 BUREAU OR OFFICE
OOVERNMENF P
Visayas State College ;1(’ Agricuiture s ..‘ "Am e =
4. DEPT./BRANCH/DIVISION = 5.7 WORK bTA’I‘xON/PLACF OF WORK
. 6a, PRES. APPRO.  6b. PREV. APPRO % s SMANY P AL
ACT/ - ACT/ A : b
BOARD RES/ ~ BOARD RES/ P
ORD. 'NO, . ORD. NO. . 7Tb. OTHER COMPENSATION:
ITEM NO. ITEM NO. s
8. OFFICIAL DESIGNATION OF POSITION . 9. WORKING PROPOSED TITLE
@lenie T : £ ks
10, WAPCO CLASSIFICATION OF THIS POSITION | 11. OCCUPATION GROUP TITLE
: : : {leave blank)
5 12 FOR LOCAL GOVERNMENT POSITION CHECK GOVERNMENTAL UNIT AND UNIT’S CLASS *
: MUNICIPALITY [ ] CITY o ‘PROVINCE £}
Ist 2nd 3rd 4th- Sth 6th
X3 3% £l [1 i 1 £ A
t 43 STATEMENT OF DUTIES AND RESPONSIBILITIES If more space is needed, please
_.Aattached additional sheets : i
‘Percent of s '
. . Working Time :° S DUTIES 2 =
505 ‘. Types & cuts stencils for instruttiona) fateriild] exams,




v dds t3’0‘SITIOJ\A Pl -OF I\leEDATE SUPERVISOR S 58 POSITION TITLE OF NEXT HIGHER
: Foo SUPERVISOR ,
Bte--Head.. ; Seo¥ion Head . ...
16; NAMES . "RITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than (7), list
only by their item nos. and titles) - i
17 MACHINEF, EQUIPMENT, TOOLS, etc. used regularly in-performance of work.
f ~typeuriter,..computer.......
38 CONTRAC 19 WORKINZ CONDITION
| Occasional Frequent . Normal ‘Working Condition %, 1
General Public (0F e : Field Work ]
ther Agencies el ] 3. Field Trips L
rvigors {= 1 o i Exposed to Varied Weather L
L dnt (e SR Others {Specify) - do
b OthiET (Specify) - [*] i e il e w Wi
L 20 I CERTIFY that t'he above answers are accurate an
x ‘r\ ! &
G ate
L3 Describe bnefly the general function of the Umt\or sectlion.
22. Describe briefly the general function of the position.
? _clerical : .
i 23a. Indicate the required quahflcatmns by years and kind of education considered in
; filling upta vacancy for this position. (Keep the position i1 mind rather than
i the qualifications of the present incumbent. This item should be filled for all
positions other than teaching). : :
{ : e i
: Fducation:twe years studies in.cellege: -
Experience: . nene required .1,
;_23b. Li'censT: or certificates required to do this work, if any.
] : ‘
L 24, 1 HE CERTIFY that the abovs answers aie accurate and complete.
' S mat . ROGELIO AL. JAIME . DEPT. HUAD
Date _ __Signatire And Title of Immediats Supervisor
. 25.  APPROVED: ; s :
&"‘.'1:“ M AN
Date \Head of Agency




