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REPUB%&QCQE %Ig];:mPﬁéI:I?PINES 1. NAME OF EMPLOYEE
(Position Description Form) ; GRAVADOR MERLE NARIO
(Family Rame) (Givea Bame) (Niddle Name)
2. DEPARTMENT, CORPORATION OR AGENCY/LOCAL % BUREAU .OR OII’FICE
GOVERNMENT -
HRMDO
Visayas State College of Agriculture
4. DEPT. /BRANCH/DIVISION 5. - WORK STATION/PLACE OF WORK
; : ViSCA, b Leyte
6a. PRES. APPRO.  6b. PREV. APPRO 7a. SALARY P.A.:
ACT/ -~ ACT/ -
BOARD RES/ BOARD RES/ . .o ¥200.00/day
ORD. NO. “E ORI INODS = : : 7b. OTHER COMPENSATION:
ITEM NO. ITEM NO.
ACA & PERA
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE
' Utility Werker I Utility Werker I
10. WAPCO CLASSIFICATION OF ’}TIIS POSITION 1L OCCUPA;I‘ION GROUP TITLE
SR ITLLS B LECL ALY LOTTEEd L MRS R TN e -

12.  FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT’S CLASS
st 7 5 a8 SRl Lkl T STy PROVINCE  © [}

1st 2nd 3rd 4th 5th 6th
-] [1 {43 (1 L t]

-

¥

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

Percent of :

Working Time : DBTIES
15% : Repreduces office forms.
25% Recefves all inceming documents and releases all eutgeing documents/
: communicatiens,
25% Return all leave applicatiens te their respective departments for

© attachments 4n thefr CSRs and .DTRsa

25% : Maintains a systematfc filing and indexing of efffce files and binding
* of velumineus recerds,
10% ‘ Perfprms ether functiens that may be assigned frem time te time,
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