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=PUBLIC OF THE PHILIPPINES _~ [1. NAMEOFEMEFLOYEZ |
BC-CSC Form No. 1 DURAN GILDA  DRLECTOR T |
P (Position Description Form) (Family Name) (Ghven hawsy < (dlidleMams) |
2.7 -FARTMENT, CORPORATION OR AGENCY/ (3. BUREAU OR GFFICE :
..-CAL GOVERNME
) VISAYAS STATE UNIVERSITY VSU ¢
4. T ZPT /BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK
— ___ Bertisulture VSu _ P
6s :S.APPRO. 6b. PREV.APPRO [7a. SALARY PA.'Y) 4492w
FHENTS ACT/ '
HUARD RES/ BOARD RES/ 7b. OTHER COMPENSATIORERA/ACA '
ORD. NO. ~ ITEM NO.- ADA4-| 0-2.00% o, % :
8. OFFICIAL DESIGNATION OF POSITION 8. WORKIﬂG EROPOSED TITLE g
_ ___Administrative Adde INI = _Adminigtrative Aide IV i
1. WAPCO CLASSIFICATION OF THIS POSITION [11. OCCUPATION GROUP TITLE 1
Administrative “ide IV Yieave blank) ;
12. FCR LOCAL GOVERNMENT POSITION;CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS 1
MUNICIPALITY [ ] Y1) PROVINCE [ ] :
ist . 2nd ' 4th 5th 6th
s R [] {3 [1] bl []
13 . ~:EMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please
__ - =ch additional sheets.
Pecoiisof 2o . O
Wokir s Time DUTIES
'50$ . Bneede and precesses appeintments of centracimal, esaswals and Jeb Order
" persennel of the Depte SBAg, easuzls, and labererss
Make payment veuehirs, purehase requests, RIS, dffice cemmunieatiens,
s, Trip Tiekets, facultiang werklead, taching leads, %8st questions of
Do ft“lt’o 4
20% Records/keeps budget of the depariments [
10% Piles documents
10% . 4ngwer ¥elephone sallss
10% * Withdraws and isswes suppliess
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.. =iTION TITLE OF IMMEDIATE SUFPERVISCR15. POSITICON TITLE OF MEXT HICHER
SUPERVISOR
Depariment Head : Dean, Chllege of Agriculture

5 i : i
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|

|

l}

HIAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SURERMISE?7 ) list

only by their item nos. and titles) a2ene

|17. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
cemputer, typewirter, pens, chalk, etes _
| 2. CONTACT 18. WORKING CONDITION 1

Occasional Frequent Normal Working Condition X ,
General Public 8] A [1] Field work [] |
Other Agencies [ [1 Field Trips [1 !
Supervisors: 11 [4 Exposed to Varied Weather ;
Management 1 [1] Other's (Specify) £ i
Cthers _(Specify) [] [¥] studeabs j 2

T

'20. | CERTIFY that the above answers are accurate and complete ‘

¢ |
E
Date Sgiq&ture of Employee |

N |

*. Dsscribe briefly the general function of the Unit or Section. ;
Suppert serviees in the imstruetiemgresearch, exiensien and preduwctisn funetiens o#

< Dascribe briefly the general function of the position. 08 s p{
Suppert services im insgtructies, research, extensien and preductien functiens ef DOK ’

23 2 iadicate the required quallﬁcatlons by years and kind of educatxon considered in filling up a
vacancy for this position. (Keep the posvtnon in mind rather than the qualifications of the present
incumbent. This item should be filled for all positions other than teaching). '

zducation: Cempletien ef twe years studies in ecellege. £ |

Zxperience:

~a. iicenses or certificates required to do this work,
Q CSC Sub Pref, Eligibilisy.

;24. | HEREBY CERTIFY that the above answers are accurate and com " =3

, Date Slgnatur%.d’Tltle of Immediate

L : Supegiiisor
PPROVED

Josy/l. Bk |

~ Y |

j Date NG ead of Agen |




