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- 2 OF ORGANIZATION NCLUS!VE DATES
Wiite in £l {mmiddyyy) MUMEED OF HOURS POSITION / NATURE OF WORK
Fram To
FCIC Alumni Association 8/8/1905 present na Afumni Member
CYMWA 8ray. Sto. Rosario Baybay City Leyte 6/6/1984 present wa Member
Sto. Padre Pio refigious group (Baybay Chapter). Sept. 23, 2013 |present n/a Member/Facilitator/Coordinatro
Communiy Service/ Oufreach Program { Brgy. Sto. RosarioiZone 8) SHIZO0T present nia MemberFacilifaiorCoordinatro
BEC Cell #1 Sto, Padre Pio Group, San Isidro Chapel Baybay City Leyte Sept. 1,2018  Ipresent n/a Group Leader/Facilitator
San. Isidro Chape! {Zone &; Baybay City Ley'e) 511512023 present nfa Chape! Secretary/Coordinator/Facilitater
BEC Baybay Parish 0ct 28,2023 present nia Clusfer Coordinaior

TITLE OF LEARNING

(Continue on separate sheet If necessary)
.VII LEARNING AND DE VELOPMENT (L&D) INTERVENTIONS/T RAINING PROGRAMS ATTENDED :
(Start from the most recent L&D/tralnlng program and mclude only the mlevant L&D/minmg taken lor the last ﬂva (5) yem for Dlvrslon ChmlExecuﬂve/Managaml posmons)

Typeofid
0. AND A‘ITENDANCE sz e s | (Manageral CONDUCTED! SPONSORED BY
DEVELOPMENT {mmd ST T Bupenvisory Write in full)
INTERVENTIONSTTR| From To Technica/ete)
Seminar on Creafing a Positive Workplace @ RDE Hali Sept. 27, 2024 Technical HRMO
16thCycle 1SO Mesting @ RDE Hall Sept. 16, 2024 Technical QAC
Reawaieness 15O Seminar @ VSU Gymuatorium Sept. §, 2024 Technical QAC
Attendance to the L & D activity entified * in House Seminar .
Workshop in Basic Records & Archives Managament (BRAM) July 30, 202 Tochnical  {oocords Offce
Seminar on “Sparkiing Spaces Mastery the Art of T FES
Bookeeping’ @ ROE Hai tday 22, 2024 Technical OVeAF
Wornen's ingpire Women's Forum March 22, 204 Technical GAD
Financial Forum @ CCE Bldg. 1st Floor March 20, 2024 Technical OVPAF/Accounting/Budget Offic
[ATETUaTICE U ONEMETOr CUENTES & T TUCEUUTES Ol
Processes/Services of the Offices under Administrative Feb. 23, 2024 Technical OVPAF
§1SO Audit Opening & Closing Program Feb. 12, 2024 Technical QAC
Abaca Summit Oct, 26,2023 |Oct. 27,2023 2days  [Technical Ormoc City Superdome
Quality Policy Statement 5th Infernal Quality Audit opening : =
meeting Overview Q Audt Plan Sept. 13,2023  |Sept. 13,2023 1 hour Technical RDE Hall: OVPRE}
Attendance o the Activity entitied *"Mavigating GSIS Phitheaith T
‘schnical
& PAG-BIG Senvices and s updates st B e ot WD o RSSPRO
Seminar on Working Towards Persenal Effectiveness (POAP = !
inc.) Aug. 22,2023 |Aug, 25, 2023 ddays Technical Eurofe, Boracay Station 2 Boracay
1SO Audit Opening February 27.2023}February 27.2023 Technical QAC
I e samuary 12,2023 [sanvary 12,2023 Techical  |OVPRE)
Re-Orientation onn the Documentary Requirements for s
Financial Administrative Tra P Dec. 5, 2022 Dec. 5, 2023 4 hrs. Technical
1150 Audit 4ih Cycie Sept 20,2022 [Sept 20.2022|  3ws  [Technical  {RDE Hal: OVPRE!
CSC Culmination Program Sept. 27,2022 {Sept. 27, 2022 dhrs Technical ROE Haii; OVPRES
Opening of the 4th 15O 9001-2015 Internal Quality Audit Sepy. 19,2022  {Sepy. 19, 2022 4hrs. Technical B0E Halt QUPREL
Orientation/Re-Orlentation of Dutlas and Responsibiliies as dDRC & adDRC & :
Records Control Document Information Sept. 7, 2022 Sept. 7, 2022 sars. Technical CCE Bldg
(Continue on separate sheet if necessary)
Vill, OTHER INFORMATION s : ,
- i
ISPECIAL SKILLS AND HOBBIES o B g{aﬁ:‘gms /REBOCGNITION ASSOCIATiON/ORGAN!ZAﬂON
; (Wiite in full]
computer literate, bockeeping, records management na FCIC Alumni Assaciation
icooking, driving motorcycle, playing valleybali lable ey PR N M VSU Personnel Assaciation
tennis, gardening landscaping communify services 3 ',. %) ;,‘ Rt
organizing events faciliteinr nooriinator, ferilitpting
meetings workshop, conferences seminars
{Evaiuation Facifiaior of the VSU Faculty Teaching
Perfarmance and Extension Coardinatar/Facilitatae
(Continue on te sheet if y)
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SIGNATURE

DATE
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Attachment to CS Form No. 212

 WORK EXPERIENCE SHEET

Instructions: : 1 Include onlythe work exenences relevant to the DOSltIOI‘l bemg applled to.

2. Theduration should inciude start and finish dates, if known, month in abbreviated form, if
known, and year in full. For the current position, use the word Present, e.g., 1998-Present.
Work experience should be iisted from most recent first.
Sampile: If applying to Supervising Administrative Officer

Duration: January 1, 1985 — Present

Position: Administrative Aide il

Name of Office/Unit: National Abaca Research Center

immediate Supervisor: Romel B. Armecin

Name of Agency/Organization and Location: Visayas State Universiy

% & © o o

s List of Accomplishments and Contributions (if any)
¢ Summary of Actual Duties

o Prepares Government Standard Forms - Trip Tickets, RIS, Travel Orders, Itinerary of travel, Certificate of
travel completed, Cash Advances, Liquidation reports, DTR, Application for leave, Purchase Request,
Obligation Bequest/Budget Utilization Request, Disbursement Voucher, Inspection and Acceptance Report,
claims/reimbursements, Job Order, Job Request,Liquidation Report PDS | etc.

o Records incoming/outgoing documents communications, consolidates/binds NARC documents/ files

o Customer Assistance Services — assists/entertains NARC walk-in visitors in the exhibit areas and in-charge in
monitoring product displays at NARC Display Area and prepares products for exhibits outside VSU.

o Secretariat Work — Encodes office documents and prints copies as requested by NARC staff. Assist NARC
Center Director and dDRC in conducting center activities process office documents.

MARIA ZAIDA A. FLORES
(Signature over Printed Name
of Employee/Applicant)

Date: I sl




