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i REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form MNo. 1 URDANETA PANELA ~ He
(Position Descriztion Form) {Farmily Name) (Given Name} { Middie N2~ )
2. DEPARTMENT, CORPORATION CR AGENCY/ -13. BUREAU CR OFFICE
LOCAL GOVERNMENT NCRC-V
LEVTE STATE UNIVERSITY
4. DEPT./BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK
National Coconut Research Center-Visayas Baybay, Leyte
5z, FRES. APPRO. 6b. PREV. APPRO 7a. SALARYPA: p 78 264.00
ACT/ ACT/ : g
BOARD RES/ BOARD RES/ 7o0. OTHER COMPENSATION: PERA/ACA
ORD. NO. ITEM NO. ViSCAB=ADA 4=152=2004
8. QFFICIAL DESIGNATION OF POSITION S. WORKtN%ﬂF}’ROPOSED TITLE
e s Administrative Aide IV Administrative Aide IV
[10. WAPCC CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
i ‘ {leave biank) :
112. FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] - OHY:- £ PROVINCE [ 1
1st 2nd 3rd 4th St~ Gih

[ ] $ de 55 £ Ll [}

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. - If more space is needed, please
attach additional sheets.

Percent of
Vorking Time : : DUTIES
20% Prepares all papers, iees ROA, T0, Trip ticket, PR, Itinerary of Travel,
RIS, CSR, leaves, payrolls, vouchers, accomplishment report of MOCE Laborerse
20% Prepares staff monthly accomplishment report and targets
| 20% Prepares supporting documents for the remewal of appointment of
i casual and contractual employeese
20% Prepares the quarterly documents of NCRC-MOOE job contract laboPers
10% Monitors supplies and materials
5% Assists in entertaining and serving snacks to visitors

5% Answer telephone calls
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14 FOSITION TITLE dF IMMEDIATE SUPERVISOR : 18. POSITION TITLE OF NEXT HIGHER
SUPERVISCR
Center Director Vice Pres. for Resegroh & Extension

1€ NAMES, TITLES AND ITEM NCS. OF THOSE YOU DIRECTLY SUPERVISE (if more than ¢ 7 ) list

oniy by their item nos. and tities} N. A

17. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
Computer, typewriter, calculator and etce

18. CONTACT 19. WORKING CONDITION
: Occasional Frequent Normai Working Condition
Generai Public { E] Field work =
Other Agencies [ i Field Trips =}
Supervisors i f} Expesed to Varied Weather
Management i1 * Other's (Specify) ]
Others  (Specify) it I
20. | CERTIFY that the above answers are accurate and complete. c,,k/
o] WI o - PAMELA H. URDANETA
Date Signature of Employee

21. Describe brseﬂv th <i;enerai function of the Unit or Section.

uct research & extension activities on C
for the benef:.t of Visayan farmers of the regione o ackgripp coconut

22. Describe briefly the general function of the position.
To do typing and filing

23.a Indicate'the required guaiifications by years and kind of education considered in filiing up a
vacancy for this position. (Keep the position in mind rather than the qualifications of the Dresent
incumbent. This item should be fiiled for all positions other than teaching).

Education: Completion of two years studies in college,

23b. Licenses or certificates required to do this worlg, if any.
Passed the civil service eligibility examinatiom

124, ! HEREEY CERTIFY that the above answers are accurate and complete.
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Date Signature and Title of Immediate
Supenvisor

25. APPROVED

Date Head of Agancy
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