N

REPUBLIC OF THE PHILIPPINES
BC-CSCFormNo. 1
‘ (Position Description Form)

1. NAME OF EMPLOYEE
MAZO, CRISALTD _ABABAT

(Family Name) (Given Name) ( Middie Name)

2. DEPARTMENT, CORPORATION OR AGENCY/ 3. BUREAU OR OFFICE
LOCAL GOVERNMENT ; ¥
LEYTE STATE UNIVERSITY vk e e
4. DEPT./BRANCH/DIVISION ‘ 5. WORK STATION/PLACE OF WORK
L PR 2ARY CoyTROL SEGerT /0t
8a. PRES, APPRO. Bb. PREV. APPRO 7a. SALARY PA. P rraed. ob
ACT/ ACT/ :
BOARD RES/ BOARD RES/ 7b. OTHER COMPENSATION: PERA/ACA
ORD. NO. ITEM NO.v3 SCAB-ADA1-1 68-04
8. OFFICIAL DESIGNATION OF POSITION 8. WORKING PROPOSED TITLE
ADMIMIsTRATIVE  AtDe = Utility Worker I Administrative Aide I

10. WAPCO CLASSIFICATION OF THIS POSITION

11. OCCUPATION GROUP TITLE

(leave blank)

MUNICIPALITY [ ] cITY

3rd
Ll

1st
=

2nd
£l

12. FOR LOCAL GOVERNMENT POSITION,CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS

PROVINCE [ ]

5th 6th
['] [ ]

[1]

4th
[ ]

attach additional sheets. - <

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. if more space is heeded, please

Percent of
Working Time : DUTIES
> X ; .
70k | WATCH THE QONTROL AREA OF THE UNIVERSITY LIBRARY
Sl | TAKE STAFISTICS OF CLIENTELE ADMITTED
<l | Crarat 4 piscornce s :
la-;mer Books AT THE. V'SQA-IA\-NA SCeTIoON DURING S PECIAL
<k
7 &
.aw.ov UP  LETEFER RERUAT
«( : r Do.
HOUSEKEE PING Dury T0 assirw. ARLA
: N S S
Ch | B8 InvenToRY suUmIME  StispER VACATCON
g /’ Do erHrn (o8 T
0 {'/fﬁ' MAY B  asslisHN




g

il

“POSITION TITLE OF IMMEDIATE SUPERVISOR

Golle gé oy ‘Librarian.. IV

75, POSITION TITLE OF NEXT HIGHER
SUPERVISOR
Vice ‘Pres. for Adm. & Finance

. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than ( 7 ) list

only by their item nos. and titles)

. MACHINES, ‘EQUIPMENT, TOOLS, etc. used regularly in performance of work.

COUMTEN.  PLACH11ie ; V=N 4 LOCodk. OF LIGRARY STAFA & U cTDRS

. CONTACT _
Occasional Frequent

19. WORKING CONDITION
Normal Working Condition

General Public [] [1] * Field work [1]
Other Agencies 1 SN Field Trips s
Supervisors [Bhas, IL.E. Exposed tg Varied Weather
Management ' GE (1] Other's {Specify) 51 7
Others (Specify) [} £ AEXPOsE~LD  VARIcD _CUENTE

| CERTIFY that the above answers are accurate and complete.

Jobg ey

Date

CRISANTE A, MAZO
Signature of Employee

Describe briefly the general function of the Unit or Section.

TO CNSURE THAT THE RCOKS G OTHEIL JATEIUALS ARE NOT TAKEN OUT BY MISTALS

LOITHOUT  PROPER  RLCERDS .

Describe briefly the general function of the position.

Utilityworke

e
(93]

a Indicate the required qualifications by years and kind of educétion»considered in filling up a
vacancy for this position. '(Keep the position in mind rather than the quaiifications of the present
incumbent. This item should be filled for ali positions other than teaching).

Educatibn: Must be able to read and-write. .

Experience: None

Licenses or cettificates required to do this work, if any.

| HERERY CERTIFY that the above answers are accurate and complete.

—

- PACITA Rs ESCALANTE

- Signature and Title of Immediate

. /// ?/0'4
; Date
APPROVED
Date

Supervisor

Hegd of Agency

AD
N

A




