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. Republic of the Philippines
POSITION DESCRIPTION FORM
DBM-CSC Form No. 1 ADMINISTRATIVE ASSISTANT Il (Electronics &
(Revised Version No. 1, s. 2017) Communication Equipment Technician Il)

e ———

ADAS2-51-2004 Viil

[] Province [] 1st Class [] 5th Class
[ City []2nd Class L] 6th Class
O Municipality []3rd Class O Special

] 4th Class

STATE UNIVERSITIES & COLLEGES VISAYAS STATE UNIVERSITY

DYDC VSU, BAYBAY CITY, LEYTE

P19,774.00
/Month

ON TITLE OF NEXT HIGHER SUPERVISOR

ACA/PERA P 2000.00

STATION MANAGER PRESIDENT

15. POSITION TITLE, AND ITEM

" General Public
Other Agencies O
Others (Please Specify):

Executive / anagerial
Supervisors
Non-Supervisors

|DORE

ORKING C
Office Work
Field Work

tatlon DYD serves as an mtegral unlt the technology trans er programs 0 V U and a mass medlum compllment for the overall
agriculture extension programs in the regions

Page 1 of 2



Perform boardwork on specific hours at the master control and transmitter area of the radio statlon provnde techmcal support dunng
recordmg, mé&intain broadcast equupment

None required
(MC 10's. 2013 Cat. II)*

Completion of 2 years 1 year relevant training 4 hours of relevant training
studies in college or High
School Graduate with
relevant vocational/trade

course

1. Exérﬁplifyin ntsgrity an Profeioﬁa‘lism b-idemonvs’trste:s hlgh sfahdargs 6f profés5|onal bexha\'/io'l..lr, adherlng to<

ethical as well as moral principles, values, and standards of public office 1
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer

satisfaction b
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 P
and style appropriately in dealing with change.

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

1 Admlnlstratwe Sennces Management- Develops programs and projects, and mobilizes and manages resources,
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

2. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate 1
strategies and methodology to arrive at sound decisions in a learning environment

3. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its 1
ongoing activities are still aligned with the intended direction of achieving the set goals and objectives
4. Use of Information and Communications Technology (ICT) - Implements the effective identification, selection, 1

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.

5. Documents and Records Management - Applies and adapts records management standards related to the cycle of 1
records in the university which are conducted to achieve adequate and proper documentation of government policies,
transactions and effective management of the university operations

6. Facilitation - Guides the exchange of information and ideas in an interactive session designed to meet defined 1
objectives
7. Report Writing - Prepares and produces reports and other documents such as proposals, policies, guidelines or 1

procedures and manuals in a clear, concise and coherent manner and in accordance with VSU standards that

ensures proper documentation and presentation of information for an effective and efficient information utilization and
management.

Pementage of Working (State the duties and 'responsmlllt/es here: ) '

Time

50% Operates the internet radio and web page of DYDC-FM ;

30% Assists in troubleshooting and repair of live streaming facilities of 1
DYDC-FM

10% Provides technical assistance during program production, actual ’
broadcast activities and special remote coverage

10% Perform other tasks aSS|gned by the Statton Manager 1

| have received a copy of this posmon description. It has been discussed with me and | have freely chosen to comply with the

performance and beh"” copgludt expecta contamed herein.
A CHRISTIN a ABR&O\

/
Employee's Ndmeé ahd Signature Supervisor's Name, Date and Signature
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