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REPUBLIC OF THE PHILIFPIRES 1. HNaME OF EMPLOYEE
BC-CSC Form No. 1 CERNA MIZAPL B,
{Position Description Form}

(Family Hame) (Given Hame) (Middle Name)

2. DEPARTMENT, CORPORATION OR AGENCY /LOCAL a, BUREAU OB OFFICE
GOVERFHENT veu

VISAYAS STATE UWIIVERSITY

4. DEPT. /BRANCH/DIVISIOR 5. WORK STATION/PLACE OF WORXK
fa. PRES. APPRO. 6b. PREV. APPRO 7a. SAIARY P.A.:
ACT/ acT/
BOARD RES/ BOARD RES/
ORD, NO, ORD. NO. 7-. OTHER COMPENSATION:
ITEM HO. ITEHM HO.
8. OFFICIAL DESIGHATIOR OF POSITIOR 3., WORKIRG PROPOSED TITLE
ADMINISTRATIVE AIDE IITY ADHINISTRTIVE AIDE III
10, WAPCO CLASSIFICATION OF THIS POSITION 11, OCCUPATION GROUP TITLE

{isave blank}

12 FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CIASS
HMUNICIPALITY { 1} Lo ol PROVIRCE i 4

ist Z2nd 3rd 4th 5th 5th
H 1 {1 {1 {1 {1

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. If more spacs is needed, please attachsd
additicnal sheets.

Parcent of

Working Time: DUTIES
30% Makes streamers, banners, backdrops, posters
30% Performs messengerial sservices
20% Designs and lay-outs t-shirts, displays, exhibits & paintings
10% Blnds reports, reference materials, training modules

i0% Prepares cover designs for reports
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¢ e

14. POSITION TITLE OF IMMEDIATE SUPERVISOR 15. POSITION TITLE OF NEXT HIGHER
SUPERVISOR
IRECTOR, ISRDS
. DERN, QFE
18. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if mere tham (7); list only
by their item nes. and bitlss)
HONE
1. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
Pencil, rulexr, ete.
is. CONTRACT 18. WORKING CONDITIOH
Occasional Freguent Normal Working Condition [ 1
General Public x 1 [ 1 Field Work [ 1
Other Agencies i 13 { 1 Field Trips [ 1
Supervisors i 1] f 1 Exposed to Varied Weather {x ]
Hanagement [ 1 [ 1 Others ({Specify) [ 1
Other (Specify) [ 1 L1 Pa¥ i
20, I CERTIFY that the above answers ars accurats and/c lete.
s /27 [is— % ol <
r Date Sigl\atu&q(\of Employee
21. Describe briefly the general function of the Um¥ or S@on
To facilitate in the inplementation of the programs of the Institute for Stratsgic
Research & Development Studies
22. Describe briefly the general function of the position.
To perform illustrator & messsngerial job
23a. Indicate the required qualifications by years and kind of education considered in
filling up a vacancy for this position. (Keep the position in mind rather than the
qualifications of the present incumbent. This item should be filled for all
positions other than teaching).
Education: completion of two years studies in college
Experience: Hone
23b. Licenses or certificates reguired to do this work, if any.
Nene
24. I BERERY CERTIFY that the above answers are accurate and lete.
MARTA A RA T. W. TARADA
Dats Signature and Title of !Immediate Supervisor
25.  APPROVED: '

r

SE L.

Date W of Agené&

N\




