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OFFICE OF THE VICE PRESIDENT FOR STUDENT AFFAIRS

VISAYAS STATE UNIVERSITY AND SERVICES

UNIVERSITY LEARNING COMMONS (LIBRARY) VSU, BAYBAY CITY, LEYTE

CHIEF LIBRARIAN VICE PRESIDENT FOR STUDENT AFFAIRS AND SERVICES

If more th (7) list on by elr em numbers and titles)

POSITION TITLE ITEM NUMBER

Executive / Managerial General Public L]

Supervisors O Other Agencies O
Non-Supervisors Others (Please Specify):

Staff

Office Work

J&d Other/s (Please Specify)
Field Work O O

VSU learning Commons is a Ilbry thtproes a i ang of sor, services and facilities to support the academic
ional and research avitiesf the ers'

Maintains a safe and secure environmt, uhols cleanliess a order, and upport library operations.
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College Level

SE e
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. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer
Jsatisfaction

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

4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
and clients, and work well in a team to achieve results

5. Change Adaptation - Works effectively with a variety of people and situations and adapts one's thinking,
behaviour and style appropriately in dealing with change.

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

1 Administrative Services Management- Develpsprograms and pje, and mobilizes and manages reurce,
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. Documents and Records Management- Applies and adapts records management standards related to the cycle
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. Procurement Management- Effectively undertakes procurement planning, programming, project management,
and requirement specifications to facilitate achievement of organisational or agency program of work, goals and
targets. Procurement should support plans, goals and targets such that acquisitions are undertaken within the
specific acceptable timetable, budget and to appropriate specifications. The approved Annual Procurement Plan
authorises and guides the procurement activities of the agency for the year.

4. Waste Management- Implements and ensures the effective waste segregation, collection, disposal through
|stakeholders’ awareness and empowerment in accordance with Republic Act 9003 that lead to cleaner and
greener University adherence to national and international sanitation and pollution level standards.

|5. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection,
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

Percentage of Working (State the duties and responsibilities here:)
Time
30% 1. Monitors library entrance and exit:
Supervises the library entrance and exit areas to ensure the safety of patrons and
staff.

Monitors for unauthorized access or suspicious activity.
Assists patrons entering or exiting the library.

25% 2. Maintains a clean and healthy library environment:
Opens and closes the library building as scheduled.

Trims grasses and plants in the library surroundings.

Waters plants regularly.

Polishes floors and maintains cleanliness of the library premises.

Sweeps and removes trash to ensure a clean and organized environment.

25% 3. Helps in bookbinding and Repairs of library books and other
library materials.

5% 4. Assists books shelving and shelf reading if the need arises

5% 5. Helps conduct annual library materials inventory

10% 6. Does other tasks assigned by the chief librarian and or

immediate head.
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