Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1, s. 2017)

[ Province [ 1stClass [ sth Class

City 2nd Class [ 6th Class

O Municipality [J3rd Class [ Special
[J 4th Class

Administrative Officer V Finance Management Director
F TH
(if more than seven (7) list only by their item numbers and titles)
POSITION TITLE ITEM NUMBER
N/A N/A

General Public

écutive / Managerial ]
Other Agencies

Supervisors O
Non-Supervisors O Others (Please Specify): Admin. Offices
Staff O

Office Work [T Otherls (Please Specify)

Field Work O O

Drafts guidelines for budget preparation. Prepares and submits work and financial plan & other budgetary requests and
physical and financial date reports. Controls appropriation and allotment per project/program/activity.
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Completion of 2 years None Réquired None Required
studies in college

21e. Core Competen
1. Exemplifying Integrity an

L|qU|dates obligation under General Fund, Special Trust Fund and Income Generatmg Projects. Prepares Obligation and
Request Status and Vouchers for Campus Satelliate Institutes. Assists the immediate supervisor in preparing financial reports
and facilitate in encoding datas in the Unified Reporting System of Department and Business Managément.

: Profonahsm demonstrates hbgh standards of professional behaviour, adhering to

Career SeNice(Sub
professional)
First Level EI||b|I|

/1. Admlnlsﬁa Services Manement evelops programs and projects, and mobilizes and maﬁéges fésources,
both material and human, in order to fully achieve the set objectives and targets of the university in general and of
the different offices/colleges/departments/centers in particular

ethical as well as moral principles, values, and standards of public office 2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer

satisfaction 2
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers

and clients, and work well in a team to achieve results 2
5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,

behaviour and style appropriately in dealing with change. 2
6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-

related problems 1

2. Documents and Records Management- Applies and adapts records management standards related to the cycle
of records in the university which are conducted to achieve adequate and proper documentation of government
policies, transactions and effective management of the university operations.

3. Budget Management - Packages and submits responsive budgetary proposal to finance programmed projects
and activities for the following year and applies the protocols required for effective budgetary utilization by ensuring

regulations.

decisions and operations are implemented in compliance with applicable laws, policies, procedures, standards, and

4, Fiscal Management - Applies the protocols required to safeguard and effectively utilize financial resources to
attain university mandate and use said resources economically by ensuring decisions and operations are
implemented in compliance with applicable laws, policies, procedures, standards, and regulations

5. Use of Information and Communications Technology (ICT)- 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.

Percentage of Working (State the dutls and responsibilities here:) (Indicate the required
Time Competency Level here)
50% Liquidates funds under GF, STF and IGP.

1
15% Functions as deputy Document Records Controller of the Office 1
10% Prepares ORS and voucher for CSI's Fund Transfer. 1
10% Assist in preparing financial reports. 1
5% Assist in encoding datas to URS and OSBP. 1
Assist in receiving/ releasing/obligating documents in the
5% . 1
absence of in-charge.
5% Perform other duties assigned from time to time. 1
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of

I have received a copy of'this position description. It has been discussed with me and | have freely chosen to comply with
the performance and hehavior/conduct expectations contained herein.

- *M'/
MONA NENA B. GERALDO MYRNA S.'PANCITO
Admin. Aide Admin. Officer V
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