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Republic of the Philippines
POSITION DESCRIPTION FORM
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[ Province [ 1st Class [ 5th Class

City [ 2nd Class 6th Class

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

1C &
NCH /|

DEPARTMENT HEAD COLLEGE DEAN

if more than seven ) list only b their item numbers and iltles)
POSITION TITLE ITEM NUMBER

BAALSL

R TOOL KIT, SOFTWARE INSTALLER

Executive / Managerial O O General Public O O
Supervisors O O Other Agencies O O
Non-Supervisors O Others (Please Specify):

Staff O

Office Work
Field Work

Provides support services to the Instruction, Research and extension.
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Provides support services to the Instruction, Research and extension functions of the unit.

Completion of 2 years
studies in college

None Required

None Required

1. Exemplifying Integrity and &Pfofe‘ssionalism - demonstrates high standards of professional behaviour, adhering to
ethical as well as moral principles, values, and standards of public office

TESDA Certificate NC I

2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer
|satisfaction

3. Communication Savy - Effectively delivers messages that simply focus on facts or information;

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.

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-

1. 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.

2. Risk Management- Ensures implementation of effective identification of hazards in the workplace and develop
plans on mitigation, prevention, risk preparedness and responding by conducting a periodic safety inspection,
hazard analysis and emergency drills in accordance with RA 10121 to ensure safety of residents, faculty and staff
of any risk.

3. Occupational Health and Safety Management- Ensures implementation of effective health and safety of workers
fin the workplace through creating VSU Safety Committee and conducting seminar workshops such that all faculty
and staff will be made aware of the importance of the health and safety in the workplace to avoid job-related
sickness/accidents.

| have received a copy of this position description. It has been discussed with
the performance and behavior/conduct expectations contained herein.

oA

DIONESIO I. ESTUPA
Employee's Name, Date and Signature

Percentage of Working (Sta

Time

25% 1. Responsible for the maintenance and repair of all laboratory 1
equipments at the DCST computer laboratory

25% 2. Assist the instructors and students during the laboratory 1
classes.

15% 3. Assist the needs of the students at the department during the
laboratory classes. 1

15% 4. Assist the participants during schedule ICT training and 1
seminars.

10% 5. Repair IT equipments at the department. 1

10% 6. Performs other related tasks as maybe assigned from time to 1

CEPTAN(

Page 2 of 2



