REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form No. 1 PACADA _ NEVIN ABAQUITA
{Position Description Form) (Family Name) (Given Name) { Middie N: -~ )

2. .)EPARTMENT CORPORATION OR AGENCY/ 3. BUREAU OR OFFICE
| LOCAL GOVERNMENT
[ LEYTE STATE UNIVERSIT\':
4. DEPT./BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK

LSU«CEBU OFFICE UG
ga. PRES. APPRO. 6b. PREV. APPRO 7a. SALARY P.A.: . ¢

ACT/ ACT/ P 91,272.,00

BOARD RES/ BOARD RES/ 7b. OTHER COMPENSATION: PERA/ACA

ORD. NO. ITEM NO. ACA & PERA
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PRCPOSED TITLE

Buyer II
10. WAPCQO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(leave blank)
12. FOR LOCAL GOVERNMENT POSITION,CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] CiTY [v] PROVINCE [ ]
1st 2nd 3rd 4th 5th 6th

[] ] [ ] [1] [] []

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please
atach additional sheets,

Percent of
Working Time : DUTIES
B3 i y Jagel O
50% Supervises the overall procurement activities of LSU-CO in coordiantion
with LEU-PSO
20% Monitors and keeps tract of served POs and deliveries and follows up
the same for immediate delivery
5% Prepares and submits reports as called i;r bjﬂﬁlghér suthorities
15% Assists and facilitates requests of LSU staff with official transactions
with other government agencies and other private entities
10% Supervises the operation of LSU-Lodging House and detezmine- the need and

upgvading of physical facilities




A O 2%
14. POSITION TITLE OF IMMEDIATE SUPERVISOR 15. POSITION TITLE OF NEXT HIGHER
SUPERVISCR !
ADHINISTRATIVE OFFICLR 3I DIRECTOR GF FINAICE i
16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than ( 7 ) list |
only by their item nos. and titles)
Pa tricio Pino,Briver IIjLenitg Caintic,Caretaker,Mike Pausanos,Utility Worker
17. MACHINES. EQUIPMENT, TOOLS. etc. used regularly in performance of work.
Computer, print % el foxX racHine —Botorcycle
18. CONTACT 19. WORKING CONDITION
Occasional Frequent Normal Working Condition v
General Public n i Field work 3
Other Agencies ) i1 Field Trips [
Supervisors (1] %! Expesed to Varied Weather i
Management 4 (] Other's (Specify) : []
Others _(Specify) il []
20. | CERTIFY that the above answers are accurate and complete.
12/17/0k VALLY §
Date : Sign,{ture of Employee _{
21. Describe briefly the general function of the Unit or Section.
serves as an effective  nd effici it
22. Describe briefly the general function of the position.
oh aciivities df @bbu in coordineticon—ofLoU-RS0—]
23.a Indicate the required qualifications by years and kind of education considered in filiing 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: gompletion of two years studies in college,
Experience:
23b. Licenses or certificates required to do this work, if any.
CSC Sub-professional eldpibility.
24. | HEREBY CERTIFY that the above answers are accurate and complete. %
Ms. Ma. Cri sting U. Ramirez
Head, SO
Date Signature and Title of Immediate
Supervisor
25. APPROVED
| EQQE@Z‘E miand
{ Date Head of Agency
{




