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REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form No. 1 . ' A
(Position Description Fotrm) D°H1LING KAsvel HEX 1S
(Family Name) (Given Name) (Middle Name)
2% DEPARTMENT, CORPORATION OR AGENCY/LOCAL 3. BUREAU OR OFFICE
GOVERNMENT

ACLOUNTING DV |S1oN = VSU MAIN ¢Ampys

Visayas State University, Baybay City, Leyte

4. DEPT. /BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK
ACLOWNTING BAYBAY CITY, LBYTY
6a. PRES. APPRO. 6b. PREV. APPRO 7a. SALARY P.A.: p 19 00
ACT/ ACT/ 515364
BOARD RES/ BOARD RES/
ORD. NO. ORD. NO. 7b. OTHER COMPENSATION: P 24,000.00
ITEM NO. ITEM No‘ViSCAl-ABA}-191-ZOOh
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE

ADMNISTRATIVE ALDE T

1.0 WAPCO CLASSIFICATION OF THIS POSITION b 1§ 3 OCCUPATION GROUP TITLE
: (leave blank)

12, FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] BITY 3 PROVINCE B
S Cist 2nd 3rd 4th 5th 6th
I} L] ) -l [1] =
d3. STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please

attached additional sheets.

Percent of .

Working Time: DU T I E 8
58% Prepares menthly and special payrell,
104 ‘Prepares payrell payment slip,
26 Prepares payrell register and database repert feor /TH Jandbark,
5% Prepares distribution of salaries per fumetion cede,
ITRs
1% Ghesks, Peviews, 2om ° temiand prepares payrell ef part-time
instrustera, :
5% @ther ditiec a.ﬂ'ftncd by the immediate superviser,
100%

Pl
FURNAAN
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