1. POSITION TITLE (as aj
Republic of the Philippines with parenthetical title
POSITION DESCRIPTION FORM
DBM-CSC Form No. 1
{Revised Version No: 1, 5. 20173

ADMINISTRATIVE ASSISTANT ii

2. ITEM NUMBER

V|SCA® - Ma 29 - lcuf 8
4. FOR LOCAL GOVERNMENT POSITION, ENUMERATE GOVERNMENTAL UNIT AND CLASS

J Province [J 1st Class ] 5th Class

O City U 2nd Class L 6th Class

I Municipality L 3rd Class L special

L 4th Class
:5. DEPARTHENT CORPORATIONORAGENCYI _ |6. BUREAUOROFFICE
STATE UNIVERSITY & COLLEGES VISAYAS STATE UNIVERSITY
7. DEPARTMENT/BRANCH/DIVISION =~ |8. WORKSTATION/PLACEOFWORK =
ADMISSIONS GFFICE VSU, BAYBAY CITY, LEYTE

9. PRESENT APPROP ACT |10. PREVIOUS APPROPACT _ |11. SALARY AUTHORIZED |12. OTHER COMPENSATION

13. POSITION TITLE OF BSMFDIATE SUPFRVISOR 145 POSITION TITIE OF NEXT HIGHFR SUPERVISOR

UNIVERSITY ADMISSIONS OFFICER VICE PRESIDENT FOR STUDENT AFFAIRS AND SERVICES |
15. POSITION E,AND ITEM OF THOSEDIRECTLYSUPERVISED ;
(if more than seven (7) list only by their item numbers and trlles)
POSITION TITLE | ITEM NUMBER

16. MACHINE, EQUIPMENT, TOOLS, ETC., USED REGULARLY IN PERFORMANCE OF WORK
LAPTCP COMPUTER PRINTER LCD PROJECTOR

Executrve I Managenal

Supervisors -« O Other Agencies
Non-Supervisors = ] Others (Please Specify):
Staff ] a

" Office Work i“ a0 Otheris (Piease Specify)
Field Work O O

19. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THEUNITORSECTION =
Provides support services to the VP for Student Affairs and Services.
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Handle organizational and clerical support tasks;

21 _QUALIFICATION STANDARDS
. 2%a. Education z

Completion of 2 years
studies in oohege

1 year of relevant trammg 4 hours of relevant training

21e. Core

V Exemp::fmgmgmympmmm mmmamm amemgm

ethical as well as moral principles, values, and standards of public office 3
2. Defivering Service Excellence - Complies with- VSU's established standards of service defivery: for customer 3
satisfaction
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 3
4. Interpersonal relationship management - Effectively communicates and inferacts with colleagues, cusfomers 3
jand ciients, and work weil in a eam io achieve resuifs
5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking, 3
behaviour and style appropriately in dealing with change:
6. Gender-responsive management - Promoies gender equality and women empowerment fo address gender- 4
re\atedprob!ems

1 Funch c = i == T P S )
1. Mmmmmmmsmm%mmmmmwm 1

both matenial and human, in order fo fully achieve the set objectives and targets of the universily in general and of
the different offices/colleges/departments/centers in pariicular

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, fransactions and effective management of the university operations.

|3. Fagilitation - Guides the exchange of information and ideas in an inferaciive session designed fo mest defined
objectives

which govemn the execution of tasks, activities, or projects, in order to ensure work is accomplished and required
{results are delivered effectively and efficiently; adopt measures to drive compliance; be proactive in responding to
opportunities for improving/streamiining based on expesience, feedback. emerging technologies and new direction.

4. Pracess Management - Develops, formulates and reviews for enhancement processes, policies and procedures |

5. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its
ongoing activities are sl afigned with the intended direction of achieving the set goals and chjectives.

22. STATEMENT OF DUTIES A
Percentage of Warking (State the duties and respoasibilities here:)

Time

25% 1. Ensure the efficient and smooth day-to-day operation of the
office;

25% 2. Assist in the preparation of regulariy scheduled reports;

25% 3. Develop and maintain a filing system;

10% 4. Write and distribute email, correspondence memos, letters;

10% 5. Handling other administrative requests and queries from
immediate supervisors;

5% 6. Act as the point of contact for intemal and extemal dlient;

F23;»lA(:KNOWLEI'.K?MENTA'NDA(:(:El'f"l'AN(:E:Tl‘”‘f::' L

Employee's Date and Signature

JAN 08 2005
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