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REPUB%&QCQE ;ﬁ};mP@IgPINES 1. NAME OY‘Q/[PLOYEE

(Position Description Form) LARROSA JOSEFINA  MANDRAS
(Family Hame) (Givea Rame) (Middle RMame)

2. DEPARTMENT, CORPORATION OR AGENCY/IDCAL < 7 BUREAU OR OFFICE
GOVERNMENT

Visayas State College of Agriculture

4, DEPT. /BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK
Office of the President
6a. PRES. APPRO. 6b. PREV. APPRO 7a. SALARY P.A.:
ACT/ ACT/
BOARD RES/ BOARD RES/
ORD. NO. ORD. NO. 7b. OTHER COMPENSATION:
ITEM NO. ITEM NO.
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE
Clerk III

10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
r (leave blank)

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

MUNICIPALITY [ ] CiTy | PROVINCE I~
1st 2nd 3rd 4th 5th 6th
&8 4 [1 [1 P [1

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. 1If more space is needed, please
attached additional sheets.

Percent of o
Working Time : DUTILES
20% . le Assists in the review, classification & prioritization of financial |
: papers, office communications & other documents before submitting to:
: the President for signature/actions |
20% ‘ 2 Assists the Executive Officer in setting & monitoring the President's
. appointments & in screening visitors seeking audience with the f
: President. |
20% . 3, Assists the Executive Officer in facilitating & coordinating §
. schedules of college guests/visitors. f
20% * L4, Types drafts of office communications, President's issuances,
% referrals and other official documents.
10% : 5e Takes charge of all communications and other pertinent documents

: in the office for safekeeping/filing.
f 6e Prepares travel papers, vouchers, PJR/job requests of the office.

5
5% : 7« Performs other tasks assigned by the supervisor from time to time,
100%




Executive Officer

é

by H—53 iLq :

Collegé President

16.

NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if mere thaa (7), list oaly

by their item nos. and titles)

17,

MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
computer, typewriter, calculater, scissors, paper copier, paper cutter, etc.

18.

- Management 3}

CONTRACT

Occasional Freguent
General Public E/:) o
Other Agencies /1 t 1
Supervisors {. ] /1
(/1
Other (Specify) [ -]

19.

WORKING CONDITION

Normal Working Condition
Field Work

Field Trips

Exposed to Varied Weather
Others (Specify)

20.

I CERTIFY that the above answers are accurate and complete.

3=15=99
Date

JOSEFINA M. LARROSA

Signature of Employee

2%

Describe briefly the general function of the Unit or Section.
Administration of the College

22.

Describe briefly the general function of the position.

Provides general support services to the President.

2%,

Indicate the required qualifications by years and kind of education considered in
(Keep the position in mind rather than

filling up a vacancy for this pesition.

the qualifications of the present incumbent.

positions other than teaching).
Education: Completion of 2 years

Experience: One year in éle;ical jobe.

studies in College.

This item should be fjlled for all

23b,

Licenises or certificates required to do this wark, if any.

Civil Service Eligibility

Rlia

I HEREBY CERTIFY that the above answers are accurate and complete. §

3=15=99
Date

.

SIXTO P. SANDOVAL

Sipnature and Title of Immediate i

Supervisor

25.

APP ROVED:

3=15=99
Date

GO
Head of Agency




