4 ~
J =
> -

/27
i REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE -
BC-CSC Form No. 1 PIAMONTE  EDITO  GLORTA _ o
(Position Description Form) : (Family Name) (Given Name) ( Middie Name)

2. DEPARTMENT, CORPORATION OR AGENCY/ 3. BUREAU OR OFFICE

LOCAL GOVERNMENT

LEYTE STATE UNIVERSITY
4. DEPT./BRANCH/DIVISION b el : ~15. WORK STATION/PLACE OF WORK
Records Divisien = fe - : " Leyts S#ase  Univewsity, Baybay, Leytd

Ba. PRES. APPRO. 6b. PREV. APPRO 7a. SALARYPA |

ACT/ ACT/ ¥ 73 é

BOARD RES/ BOARD RES/ 7b. OTHE R COM ENSATION PERA/ACA

ORD. NO. ITEM NO. ;
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE

Utility Werker II " Administrative Aide ITI
10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(teave blank)
12. FOR LOCAL GOVERNMENT. POSIT!ON CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] CITY T ] PROVINCE [ ]
1st 2nd : 3rd 4th Sth 6th
[] e ] [] [] []

13. STATEMENT OF DUTIES ANDRESPONSIBILTIES:. -if morespace’is needed, please- 7.+ rr-
[ attach additional sheets.
Percentof
Working Time : DUTIES

50% Receives, sexts and reeerds cemmunieatiens and mails frem the LSU President,
VMO and ether offices and delivers te different unit/persen cencerned, :

40%  Delivers/receives efficial mails te and frem the pestal effice and delivers
mails weceixt te pcrlm/nits eencerned,

e+ e et et s e

5% Renders »eferenece servieces te LSU sté.tf and empleyees,

5%  Awranges and files DTR and CSR, Disbursement Veuchers and ether cellege
recerds at the Reecexds Centex, 3




- .
. .

'14. POSITION TITLE OF IMMEDIATE SUPERVISOR 15. POSITION TITLE OF NEXT H|GHER‘ ‘
| SUPERVISOR i
| Rebewxds Officer IV Diveeter for Administratien : ;

16. NAMES, TITLES AND ITEM 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.
: Notorcyele,ﬁegord,mok. Pen, Staplew lechu, Peneil, éte,

18. CONTACT 19. WORKING CONDITION * -
Occasional . _Frequent Normal Working Condition ™
General Public ekt Field work [1
Other Agencies Bl 28 Field Trips [1]
Supervisors [1 b Exposed tg Varied Weather
Management F ] A sa Other's (SpeCIfy) []
Others (Specify)* “"F] &~ 1 ] iri

20. | CERTIFY that the above answers are accurate and complete.

W — \R— 2. ;
Date Sig‘gture of Employee

121. Describe briefly the general function of the Unit or Section.

Keep custedy ef all cellege recerds and previde mailing and messengerial services,

22. Describe briefly the general function of the position.

Te previde messengerial serviees,

23.a Indicate the requtred quahfrcatlons by years and klnd of educatton conSIdered in filling up a

‘ncumbent This'item should be filled for all p05|t|ons other than t‘eachmg)

Ed_ucation-: Cempletien of secerdary scheel ceurse, = - ' -7 I i9i’

Experience: Neme required

~ ~ - .
Aaswa [ma A 4 - - —— .
22 i ) § arY o

.3b. Licerses or certificates required to do this work, if any.

| Nene T

| O
1

‘24 | HEREBY CERTIFY that the above answers are accurate and complete.

Date H of Agency

il ey
; Y S x IV
i o Date Signature and Title of Immediate
== ‘ : Supervisor
25,  APPROVED




