REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Fau e. 3 Sl s e,
{Position Description Form) : v
2 DEPARTMENT, CORPORATION OR AGENCY/ 5 BUREAl } OR QFFIC
LOCAL GOVERNMENT g {
4 DEST./BRANCH/DIVISION ' 5. WORK STATION/PLACE OF WCORK
8a. FRES. APPRO. 6b. PREV. APPRO 7a. SAEA&? PA: p 91,272.00 :
ACT/ ACT/
BOARD RES/ BOARD RES/ 7. OTHER COMPENSATION: PERA/ACA
ORD  NO. ITEM NOV4SCAB=ADA 6=88+4200L
& QFFICIAL DESIGNAT'QN OF POSITION 9. WORKING PRCPOSED TITLE
'210, WAPCQO c&ggif—“eﬂ “8“ SE TA@ BO&ITIO_N 11. QCCUPATION GRCUP TITLE
( { : i ¥ (leave hiank)
@12, FOR LOCAL GOVERNMENT POSITION CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] CHY I i PROVINCE [ ]
1st 2nd 3rd 4th Sth 6th

{ ] P = [ ] [ ] [ ]

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

Parcent of

Working Time : DUIIES
15% : ut fi
192 mm/conp u;:ning ’ coding of’ :pgg::czﬁ:ngi::, reports, data, etce
15% raouit.tmg olients of the Dean of Students
15% Takes charge in receiving and releasing communications, nonoranda, report, etc,
1% Takes charge in monitoring office supplies, budget and attethnce of staff
10% Interviews and recommends students for I.D. replacement,
10% Taking minutes of investigations and meetlngs of the office disciplinary oom;ttee.
5, Anewering telephone calla.




l” % k . ‘ “ 0 (’/;7

|

only by their item nos. and tities;

14. POSITION TITLE OF IMMEDIATE SUPERVISOR 15. POSITION TITLE OF NEXT HIGHER §
e i aei SUPERVISOR

bt oo I . Vice President for Academic Affairs |

16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than 7 ) ist |

7
if

. MACHINES, EQUIPMENT, TOOLS. efc. used regularly in performance of work.

Computer, typewriter, calculator, ballpen, ruler, telephone, étc,

18. CONTACT . . 19. WORKING CONDITION
Occasional Frequent Normal Working Condition X
Generai Public ] =x Field work =l
Other Agencies [B 1 o = ] Field Trips {]
Supervisors £ =] Expesed to Varied Weather g
Management % [] Other's {Specify) (1 ‘
Others  {Specify) ek [
20. | CERTIFY that the above answers are accuraie and complete. ;
Jon.3, 2rms , MIRIAW M, DELA TORRE
Date Signature of Employee ‘{
21.. Describe briefly the general function of the Unit or Section.

Providing various services 1o students

r‘\)
ha

Describe briefly the general function of the position.

General administrgtive in nature

Z3.a Indicate the required qualifications by vears and kind of education considered in filiing up a

vacancy for this position. (Keep the position in mind rather than the qualifications of the present
incumbent. This item shouid be filled for all positions other than teaching).

Education: Completion of two years studies in college,

Experience:;

.-Qb

Licenses or certificates required to do this work, if any.
CSC Eligibility sub-prof.

| HERERY CERTIFY that the above answers are accurate and complete. -

AURORA S, INO
2-7-p5 . Dean of Students
Date = Signature and Title of Immediate
Supervisor
25, APPROVED
Date Head of Agerlcy

h ORI




