Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1,s. 2017)

[J Province [ 1st Class [ 5th Class

City [J 2nd Class [ 6th Class

O Municipality [ 3rd Class [ special
[ 4th Class

OFFICE OF THE PRESIDENT

VSU, BAYBAY CITY, LEYTE

P1085.32/ day

ENGINEER Il VP FOR ADMIN AND FINANCE

Mg e

Executive / Managerial [ | General Public

Supervisors Other Agencies O O
Non-Supervisors Others (Please Specify):

Staff

Office ork
Field Work O

Other/s (Please Specify)

Provides support to VSU by developing an Information Systems and databases, planning and implementation of network
infrastructure.
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Manage the MIS Unrt plannrng, development and deployment of Information Systems plannrng and rmpelmentatron of
network infrastructure.

None Requrred k

Completron of 2 years ‘None Required None Reqo‘ired
studies in college

17Exempltfy|ng Integnty and Professronallsm demonstrates lgh standar s of professronal behavrour ad ering o

ethical as well as moral principles, values, and standards of public office 2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer

oy~ 2
satisfaction
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
and clients, and work well in a team to achieve results -
5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
behaviour and style appropriately in dealing with change. 2
6. Gender-responsive management - Promotes gender equality and women empowerment to address gender- ’

related problems

1 Admmlstratrve Services Management- Develops programs and projects, and mobilizes and manages resources,
Jboth material and human, in order to fully achieve the set objectives and targets of the university in general and of
the different offices/colleges/departments/centers in particular

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
Jpolicies, transactions and effective management of the university operations.

3. Facilitation - Guides the exchange of information and ideas in an interactive session designed to meet defined
objectives

4. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures
which govern the execution of tasks, activities, or projects, in order to ensure work is accomplished and required
Jresults are delivered effectively and efficiently; adopt measures to drive compliance; be proactive in responding to
opportunities for improving/streamlining based on experience, feedback, emerging technologies and new direction.

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

j Percentage of Working | (State the duties and responsibilities here:)

Time
25% 1. Planning, development, deployment and management of
VSU's Information System
25% 2. Manage Servers that house the Information systems and
databases.
25% 3. Assist report preparation for the office
10% 4. Submits proposals for ICT
10% 5. Assist in the preparation of enroliment, Online College
Admissions Exam and other comittees assigned
5% 6. Assrsts onICT related issues

with the performan avior/conduct expectations contained herein.

Xl Uil eyeey) 2%

Employee's Name, Date and Sig'nature

Page 2 of 2



