Republic of the Philippines
POSITION DESCRIPTION FORM

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

VISAYAS STATE UNIVERSITY

OFFICE OF THE DIRECTOR FOR QUALITY ASSURANCE

DIRECTOR, ODQA

0 Province O 1stClass O 5th Class
M City L 2nd Class Ll eth Class
Municipality 3rd Class Special
4th Class

‘ (if more tha seve 7 Iistnl by thir item numbers and titles)

ADMINISTRATIVE AIDE I

VSU, BAYBAY CITY, LEYTE

P642.05/ day ACA/PERA P2,000.00

VSU President

POSITION TITLE

Executive / Managerial
Supervisors
Non-Supervisors

Staff

Office Work
Field Work

ol (crr O]

To facilitate the quality assurance activities of the university, su

General Pu B

" Other/s (Please Specify)

ITEM NUMBER

0a
0o

Other Agencies
Others (Please Specify):

ch as ISO, Internal Audit and AACCUP Accreditation
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departments, colleges and offices involved during the preparation of the accreditation. Assisting in the coordination at the AACCUP main office to make follow up of
request and related concems.

None Ruired '

1. Exemplifying Integrity and Professionalism - demonstrates high standards of professional behaviour, adhering to

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 2
satisfaction

3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 5

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, 2
behaviour and style appropriately in dealing with change.

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-

related problems !

oA prae s Sesasien,

1. Administrative Servnc Managent- Develops program and projects, énd mobilizes and manages resources, 1
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

G

2. Documents and Records Management- Applies and adapts records management standards related to the cycle 1
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. Occupational Health and Safety Management- Ensures implementation of effective health and safety of workers 1
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.

SIATE i1 OF DUTIES ON : hni
Percentage of Working (State the duties and responsibilities here:)

Time

35% Acted as dDRC of the AACCUP Accreditation. Maintained 1
systematic filing of all documents pertaining to AACCUP
Accreditation. Assisting and coordinated the departments,
colleges and offices involved during the preparation of the
accreditation.

35% Assisting the implementation of quality assurance activities in the 1
university

20% Assisting in the coordination at the AACCUP main offices related
program request of changes in nomenclature and other related 1
concermns.

10% Performs other function as assigned by superiors and other office 1
staff.

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

& NoV: MRy
MARIA LILINP. VEGA EDITHA G. CAGASAN
Employee's Name, Date and Signature Supervisor's Name, Date and Signature
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