Republic of the Philippines

POSITION DESCRIPTION FORM
DBM-CSC Form No. 1
(Revised Version No. 1, 5. 2017) ADMINISTRATIVE AIDE VI
12 ITEM NUMBER o S i3. SALARYGRADE

] Province [ 1st Class [ sth Class
City [J 2nd Class [ &th Class
O Municipality (J 3rd Class {J speciat
{J 4th Class
[5. DEPARTMENT, CORPORATION OR AGENCY/  [6. BUREAU OR OFFICE _

VISAYAS STATE UNIVERSITY Office of the Director for Instruction and Evaluation

Office of the Director for instruction and Evaluation VSU, BAYBAY CITY, LEYTE

9. PRESENT APPROP ACT [10. PREVIOUS APPROP ACT |11, SALARY AUTHORIZED [12. OTHER COMPENSATION

3. POSITION TITLE OF IMMEDIATE SUPERVISOR |14, POSITION TITLE OF NEXT HIGHER SUPERVISOR
Director Vice President for Academic Affairs

{limore than seven (7) list onlyby ok lem numbers aad iies}
POSITION TITLE L TTEM NUMBE.R

Executive / Managerial m : Genérnu m
Supervisors & Other Agencies O J
Non-Supervisors O Others (Please Specify):
Staff |
Office Work | Other/s {Please Specify)
Field Work ) a
Pravides tupport services to the Dmctof for Instruction and Eva!uation. e
(
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e CSC Eligibility
studies m college ’(Srub Prpf‘e‘sﬁopgt)r

1. Exmpﬁymlntogmyandl‘rofmam wmnmmghmdsdgmmm adnrmgh |

to ethical as well as moral principles, values, and standards of public office 2
2. Delivering Service Excellence - Complies with VSU's established standands of service delivery for customer 2'
sfac
3. Communication Savy - Effectively defivers messages that simply focus on facts or information; 2
{and clients, and work well n a team to achieve resuits -
5. Change Adaptation - Works effectively with a variety of people and situations and adapts one's thinking,
and style appropriately In dealing with change. 2
. Gender-responsive managemant - Promotss gender squatity and women empowerment to address gender-
istedprtims 1

1 AdmmtmmSmmMmmMopspmgmmsmdm mnnbﬂtmmmumm
both material and human, in order to fully achieve the set objectives and targets of the university in general and of
the different offices/colieges/departments/centers in particular

45

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

4. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures
which govem the execution of tasks, activities, or projects, in order 1o ensure work is accomplished and required
jresuits are delivered effectively and efficiently; adopt measures fo drive compliance; be proactive in responding to
opportunities for improving/streamiining 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 activiies are stilf aligned with the intended direction of achieving the set goals and objectives.

' (Stalame duhs and mponsrbms hom)

25%, 1. Asssist the Director for instruction and Evaluation in the
instruction function of the university.

259 2. Asssist the Head of Instructional Materials and Development
in the instruction function of the university.
3. Prepares and facilitates financial reports and personnel
documents (e.g reimbursements, liquidations, cash advances,

15% payrolls, documents for travel, etc.) for Director and Head's
signature.

15% 4. Prepares records/ releasing of documents.

10% 5. Provides messengerial services and maintaining cleanliness
of the offices.

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

| have freely chosen to comply withj

L. AURE
and Signature
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