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|Delivering Service Excellence - Delivers service with added value to the great satisfaction of clients and provides
feedback to improve the process.

ICommunication Savvy - Effectively delivers messages that simply focus on facts or information.

Interpersonal Relationship Management - Effectively communicates and interacts with colleagues, customers and
|clients, and work well in a team to achieve results.

Change Adaptation - Works effectively with a variety of people and situations and adapts one's thinking, behaviour
and style appropriately in dealing with change.

Gender Responsive Management Demonstrates basic awareness and knowledge of GAD.

Consunan and Advising - Addresses issues and concerns affecting students' academic performance by strictly
following the consultation time schedule, responds to queries and implements interventions which result to highly
satisfied clients.

Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate
strategies and methodology to arrive at sound decisions in a leaming environment.

Facilitating Learner-Centered Environment - Explores the fundamental principles, processes and practices
anchored on leamer-centeredness. Applies educational theories and psychologies to facilitate various teaching-
learning delivery modes to enhance leaming.

lFilipino Values Restoration - Revitalizes desirable Filipino values that are pro-God, pro-people, and pro-nature.

Health and Wellness Management - Implements sustainable preventive health and wellness programs through
information dissemination, preventive heaith measures and provision of therapeutic services resulting to healthy
and productive employees.

Information and Communications Technology (ICT) Management - Implements the effective identification,
selection, acquisition, development, utilization, and protection of technologies. In accordance with the mandate of
the unit, that will result to efficient and effective delivery of services by ensuring responsiveness to the needs of
stakeholder.

Innovative Instructional Materials Development - Designs and creates learning lessons, teaching-learning
|expenences that utilize appropriate traditional and innovative technologies in various leaming environment.

Innovative Teaching Strategies - Adopts principles and develops teaching strategies by retooling faculty through
learning interventions and designing outcomes-based course syllabi to adapt to the changing educational
landscape.

Peer Mentoring - Develops and equips junior faculty for higher level position through learning by observing and
doing; collaborative teaching, research and extension activities; partnership in writing publications and participation
in conferences and technical fora, so that VSU's academic excellence will be sustained.

Production and Entrepreneurship - Identifies issues, potentials and actual businesses by setting-up enterprises for
creating products from the resources of the university with the view of making profit from these products.

Publication Writing - Develops and produces scientific article for peer-reviewed journals by utilizing research
outputs resulting to wide dissemination of information and technology.

Quality Assurance - Implements continuous and periodic audit/assessment quality monitoring to ensure that its
activities are carried out at acceptable audit/accreditation standards and improves the agencies operations.

Report Writing - Prepares and produces reports and other documents such as proposals, policies, guidefines or
procedures and manuals in a clear, concise and coherent manner and in accordance with VSU standards that

nsures proper documentation and presentation of information for an effective and efficient information utilization
and management.

Research Management - Identifies issues and potentials for further studies and generation of new knowledge and
technologies for the betterment of mankind, mother earth and the universe and conceptualizes proposals for
funding and conducts studies to answer questions sought to be answered or maximizes technologies needed to
improve the lives of mankind.

Resource Mobilization Management - Allocates limited resources in an effective manner through efficient utilization
of funds, time, human and other resources to deliver respective tasks and generate solutions to challenges in the
workplace.

Risk Management - Ensures implementation of effective identification of hazards in the workplace and develop
plans on mitigation, prevention, risk preparedness and responding by conducting a periodic safety inspection,
hazard analysis and emergency drills in accordance with RA 10121 to ensure safety of residents, faculty and staff
of any risk.

Occupational Health and Safety Management - Ensures implementation of effective health and safety of workers in
the workplace through creating VSU Safety Committee and conducting seminar workshops such that all faculty and
staff will be made aware of the importance of the health and safety in the workplace to avoid job-related
sickness/accidents.
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of trainings, seminar-workshops, lectures, conferences and consultancy services to increase knowledge, skills and

[Shan’ng Expertise and Linkaging - Shares technical expertise and links with other institutions through the conduct
expertise of clients based on pre and post evaluations.

Waste Management - Implements and ensures the effective waste segregation, collection, disposal through
stakeholders' awareness and empowerment in accordance with Republic Act 9003 that lead to cleaner and greener
Umversnty adherence to national and international sanltat;on and poliution level standards

22. STATEMENT OF DUTIES AND RESPONSIBILITIES (Tech

Percentage of Working (State the duties and respons:b:lme here )
Time
80% 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 returns to students one week after
examination

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

e. Turns 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

10% 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 conferences/for a
of legitimate professional organizations

e. Submits output for possible publication/patenting

5% 3. Performs administrative functions (if applicable)

5% 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

ANDR

Employee's Nathe, Date and Signature

A.
Supervisor's Name, Date and Signature

| have received a copy of this position description. It has been discussed with me and | have freely chosen to comply withr
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