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ition D iption Form {Family Narne) Givan Naie) (it die Name:
(Position Description ) y { =% i ]

2 .FARTMENT, CORPORATION OR AGENCY/ |3. BURSRID e PRssrresiden
;. LCAL GOVERNME and Resource Genera’ltn

|
i

i

i e et

VISAYAS STATE UNIVERSITY VSU
OfTice of tie
4 Vich TIBRANGH/DIVISIOMing & Résource Gen |5. WORK STATION/PLACE OF WORK
VSU :
Bz - -S. APPRO. 6b. PREV. APPRO |7a. SALARY P.A.: P 175,692,00
TR ACT/ q
L0 ARD RES/ BOARD RES/ |7b. OTHER COMPENSATIORERA/ACA P 24,000
CRD. NO. ITEM NO. VISCAB=-ADOPi~-31-2004
8. GdriCiAL-DESIGNATION OF POSITION 9. WORKING PROPGSED TITLE

Admin. Offer. I (Reserds Offieert I)
106 W~~CQO CLASSIFICATION OF THIS POSITION {11. CCCUPATION GROUP TITLE

{leave blank}

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

WUNICIPALITY [ ] CitY [ ] PROVINCE [ ]
1st 2nd 4th Sth 6th
33 i3 [] : =) [ 1]

13 & "ATEMENT OF DUTIES AND RESPONSIEILITIES. If more snace is needed, please
= 'ach additional sheets.

Pe: e of
Woiiir; Time : DUTIE S ;

-~

20 - .. Receives/reviews/countersigns documents processed for notatfon/‘ 3
: recommendation/approval of the VP for Planning & Hesource Leneratlien;

20% : Prepares and precesses decuments related te the operation andwmanagegent
of the Office of the Vice President for Planning & Kesource Geuneratien;
15% : Coerdinates and facilitates meetings cenducted by the Vice President for
: Planngng and Reseurce eneration; . e R
15% Prepares (drafts)/replies of communications/referrals/memge/@inutes of
meetings/activities relative te the effice; minutes of VSU Housing Cem.;
15% ; Prepares preoject reports(menthly) of the preject managed {VSU Garden ?each
Resort)
10% : Monitors payments of electricity and other housing related bills/billing/

payments for use afAVPU_—Grﬂ/pa:,)gaer.ta for electricity and ether bills of
: V3U concessionnaires; '
5% Supervises administrative staff of OVYFRG and VoU Garden “each Hesort
and office related actiivities,
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o SITION TITLE OF IMMEDIATE SUPERVISCR 15, POSITION TITLE OF MEMT MitMrs =
i Vice President for Planning & Heseurce SUPERVISOR

' Generation University President

6. MAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SURDEALSE 7 ) list
anly by their item nos. and titles)

¥ MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
Computer, printer, fax machine, type writer, cellphone, etc.

115, CONTACT =" "V 19. WORKING CONDITION
: : Occasional Frequent Normal Werking Condition
¢ General Public [5 =31 Fieid work i1
Other Agencies [/ S=liql = Field Trips i1
Supervisors [1 [ Exposed to Varisd Weather : |
Management [-1 [ i Othar's (Specify) s b il ;
.. Dthers (Specify) [ [] ' e I
fo i : !
') | CERTIFY that the above answers are accurate and COW% o f . :
i Jon % o1 ' . “‘"]1" O |
.Upate ' \Sitnature of Employee

1. Lsscribe briefly the general function of the Unit or Section. ' ] ‘
Plans and undertakes activities related to the development programs of tne university.

Tiascribe briefly the general function of the position.

hssists/coordinates/facilitides activities related to plamning and resource !
generation

23.a indicate the required qualifications by years and kind of education considered in filling up a
acancy for this position. (Keep the position in mind rather than the qualifications of the present
incumbent. This item should be filled for all positicns other than teaching).

Education: = Bashelerts d‘l"l‘-'-

T oarience:

vicenses or cerlificates required to do this work,
Civil Service Prefessienal Eligibilisy,

4. THEREBY CERTIFY that the above answers are accurate and compiptg.

B, TULIN

Resouree Gereration

Viee President for Plamning

i Date Signature and Title of Immzdiate
' Supgrvisor

S APPROVED

Date




