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;r REPUBLIC OF THE PHILIPPINES 1 NAME OF EMPLOYEE : :
' BC-CSC Form No. 1 | VALENZONA _ ERLINDA  SANTIAGO
(Position Description Form) (Family Name) (Given Name) { Middie Name)
if" DFPARTMENT CORPORATION OR AGENCY/ - 3 .BURFAU OR CFFICE 3
CAL GOVERNMENT :
LEYTE STATE UNIVERSITY
4. DEPT /BRANCH/DIVISION 5 WORK STATION/PLACE OF WORK
OFFICE OF THE VICE PRES, FOR ACADEMIC AFFAmS BAYBAY, LEYTE
6a PRES APPRO. o ¢ 6h. PREV. APPRO" * 7a$SI¥LARY PAw9 91.372,;00 !
ACT! , oy : |
| BOARDRESE BOARD RES/ 7b. OQTHER CO"“PE;JSATION: ?ERA}AC], i
ORD. NO. : ITEM NO. vmscmons-&-gk?- !
'8 OFFIC 315 3 i : SE '
8..CF ~r ICIAL DESIGNATION OF POSITION CLERK IIT : 9. WORKING PROPQ.‘:ED THLE i
10. \NAPCC CLASSIFICATION OF THIS PCSITION : 11, OCCUPATION GROUP.TITLE :
: ’ (leave biank) Z
12 FC 'R LOCAL GOVERNMENT PO‘:ST"ION CHECK GOVERNMENTAL UN!"' AND UNITE CLASS %
MUMC?PALHY = CITY [ ] PROVINCE [ | 1
SRS L Ok Srd 4h  S5th  6h

Ao sl e {] L i

113, STATEMENT OF DUT!CS AND RESPONSIBILITIES. if more space is heeded, please
attach additionai sheets. =5 SRR : :

- from tine to time -

Percentof 5oy e D R S 5 i

Working Time : - - PpU T'l ES i 7 e
s " Reoe:.vo./Cheeks/Records/Countersi@a incening documents for Vico President's :

% : action i

1% ‘ Prepares/Types vouchers, travels, and other ¢laims for payment

? 15% e ijeparco/'ﬁpu requisitions of equipment, supplies and materials
15% . Answers telephone calls ' = ‘

? 0% Does other tasks lsai;ncd by the Viee President tor Academic Affairs




o T v

~

14. POSITION TITLE OF IMMEDIATE SUPERVISOR : 15. POSITION TITLE OF NEXT HIGHER

o A 53 SUPERVIS
VICE PRESIDENT FOR ACADEMIC AFFAIRS sy PRESIDENT

“i 5. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than ( 7 ) list
only by their item nos. and titles)

17. MACHINES, EQUIPMENT, TOCLS, etc. used regularly in performance of work.
Computer, Fax, Typewriter, Telephone, Caleculator, Ballpen/Pencil, etce

i18. CONTACT . SO 19, WORKING CONDITION
' : Cccasional Frequent . Normal Working Condmon (X
General Public [] X i Field work : E}
Cther Agencies X [1] Field Trips t:]
Supervisors El X Exposed to Varied Weather [ ]
! Management ; ] T Other's (Specify) - I
Others  (Spectiy) [] [ 1 -

20. | CERTIFY that the above answers are accurate and complete

= March 16, 2004 E
! Date’ Signature of Empioyee

21. Describe briefly the general function of the Unit or Section.
Coordinates the planning, implementation and evaluation of the instruction program and

o

Describe briefly the ganeral function of the position.

Performs adminibstrativé/elerical works

123 a indicate the required aualifications by years and kind of education considered in filling up 2
vacancy for this position. {Keep the position in mind rather than the qualifications of the present
incumnent. This item should be filled for all ppsctlons other than teacting)

' Educaiion:

S ( 2y TEnTSs 5 ~ey 0 1 ere
™wo (2) years in eollege
Experiance.

;_ 290 Lice nses of certficates required to do this work, if any.

2124. | HEREBY CERTIFY that the above answers are accurate and complete. MMML/
p K. PALOMAR

i ff
March 16, 200k Vice President for Academic Affairs

Date Signature and Title of Immadiate
Supervisor

25 APPROVED

i Date ; HeEd of Agency :




