"'- ) . , Q Al
REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE

-

BC-CSC Form No. 1
(Position Description Form) GUMBA POLIGARPO, JRe @ASTRO
(Family Name) (Given Name) (Middle Name)
2, DEPARTMENT, CORPORATION OR AGENCY/LOCAL 3 BUREAU OR OFFICE
GOVERNMENT
Visayas state University, Baybay Cify, Leyte \

4. DEPT. /BRANCH/DIVISION Gellegé of Agridultur#ORK STATION/PLACE OF WORK Visca,

partment of Animal Science, and Foed Seienge Visayas State University, Baybay
6a. PRES. APPRO.  _ 6b. PREV. APPRO *"7a. SALARY P.A.: F121,596,00 = LeVUe

ACT/ ACT/ 8522

BOARD RES/ . BOARD RES/

ORD. NO. ORD. NO. 7b. OTHER COMPENSATION: P 24,000.00

ITEM NO. : ITEM NO. ViSCAB=ABA3~2)/ =L
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE

Adninistsative Aidg IV
10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(leave blank)
o] 12. FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
: MUNICIPALITY [ ] CIT:[ ] PROVINCE [ ]7
1st 2nd 3rd =~ 4th  5th 6th
[1 {1 £3 4 [0 [1 [1

13 STATEMENT OF DUTIES AND RESPONSIBILITIES. 'If more space is needed, please

attached additional sheets.

Percent of

<

Working Time: DUTIES*

30% 1. Types and computerizess 1) recemmendation for appeintménts ef

témporary instructers, part-timers, SRA, easuilsj 2) eemmnicatiens

for ifistructiens, reSear$h, extension, and preductien; 3) examsj
hand=guts, tuulgy wgrkload, etc.

~

30% 2, Prepires, types or eémpf.oriun 1) 68Rs, 2) PJRs/Jeb ¢rders/
Payrolls of MOUE Laborersy 3) Payrells of easuals/student assistants
of DASe : '

20% 3¢ Types er somputerizess 1) Travel Urde¥s, 2) Trip Tickets, 3) Pree
travel Vouchers, and 4) Twavel Redsidr nentse

10% Le Reeeives and filess 4) eommuniéatidns, 2) payrolls, 3) GSREDTRs}

4) T08/Voushers, and Fagulty Workloadse
182 5. Ismues effice supplies te faeulty and staff.
1087




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

]

14.
SUPERVISOR
Department Head ~ @ollege Dean
16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than (7), list
only by their item nos. and titles)
N/A
‘17. . MACHINES, EQUIWT, TOOLS, etc. used regulix;ly in performance of work.
Semputer lgqchi{xo, typewriter, Mimeographing Machine, Stapler, Puncher, Paper Guiter
ote.
18. CONTRACT 19 WORKING CONDITION
Occasional Frequent Normal Working Condition [X ]
General Public W4 [ SIS | Field Work [ 1
Other Agencies [x] i | Field Trips i
Supervisors | [x ] Exposed to Varied Weather [ 1
Management | i | Rl | Others (Specify) [ 1
Other (Specify) [ 1 (%] )
20. I CERTIFY that the above answers are accurate and comple ;
12/s /1 GMBA, JR.
*  Date ' Sigph’turf of Employee
21 Describe briefly the general function of the Unit or Section. %
Provides instruction, researeh, extensi~n, and preduction services in the field of
animal seience,
22, Describe briefly the general function of the pasition. X S
Assist in previding instructien, researeh, extensien, and productien services
in the field »f animal seienca,
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). : i
Education: 2 yng, studies i college.
Experience: \l UL S 4 :
e required,
23b. Licenses or certificates required to _do this work, if a.ﬁy.
~ @vil Serviee Eligikle, Sub=Professional,
24, I HEREBY CERTIFY 'fhaé the above answers are accurate and complete.
e —
s DAS=GAFS
Date - Signature an itle of Immediate -
Supervisor
25. APPROVED:

Date




