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- “HARTMENT, CORPORATION CR AGENCY/ |3. BUREAU GR OFEICE i
. JAL GOVERNME !
s VISAYAS STATE UNIVERSITY vsy e
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3 Time : DUTIES

‘Supergises the staff under OVPAF

! 10 %

i .
10 % ‘Prepares official communications of VP for Admin. & Finance. j
20 % Checks and countersbgns documents, Administrative, Financial and other

: related documents for signature of VPAF. !
10 % Records and monitors the status and financial transactions of infrastructure i
projects under OVPAF, ; x

15% . Keeps, maintains records and monitors daily operation of VSV administered

: Income Generating Projects.

5% Records and monitors the MRs of VPAF. f
5 % : Prepares Memoranda and circulars issued by the OVPAF ' 5
5 % : Prepares and monitors.the working appointment of VPAF ;
5% Attends important meeting of VPAF f
5% - Entertains official visitors and answer queries., f
5 % - Mgintaine orderly filing system of OVPAF :
5% ; Does other joks that may Be assigned by VPAF from'time to time.. I
l
100 % I
U e
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f.f?ACHlNES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.

Computer, typewriter, calculator & fax ‘machine

i1, CONTACT : 19. WORKING CONDITION

; Gcceasional Frequent %3 Normal Working Condition

| "Gerieral Public [1 [1 s Field work [1

"')th-( Agencies i [:de s ‘ Fizld Trips [1

Cpervisors & £ Exposed to Varied Weather

| wemnizgement [1 [1 Cther's (Specify) I3 i
L. LS {Specify) = [1] el __‘i

UL DERTIFY that the ehove answers are accurate and complets. :
{ > |
3-25-10 M |
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- woeribe briefly the genera! function of the Unit or Section.

Adn 1nlhtratlon and managment of hu:tar;/non-hal an and financial resources of the Lmj_veruj.ty°

sroe biiefly the general funct»on of the position.

Checks, maintains records and attends adminis tr“tl """" activities and other related na Lter\(
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