Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1, s. 2017)

ADAS2-45-2004

[ Province
City
O Municipality

ADMINISTRATIVE ASSISTANT Il

SG-8

[ 1stClass [ 5th Class
- gn: c<:3|I-'=1ss 6th Class

rd Liass ecial
E 4th Class - mpes

VISAYAS STATE UNIVERSITY

ACRO HEAD

ALUMNI AND COMMUNITY RELATIONS OFFICE (ACRO)

VSU, BAYBAY CITY, LEYTE

VP for Planning Resource Generation and Auxillary Services

Executive / Managerial
Supervisors

Non-Supervisors |
Staff

Office Work D
Field Work

| Other Agencies O Jad

Others (Please Specify): ALUMNI AND STUDENTS

O

Community Work
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Ckompletlonof yrs
studies in college

o -

ol st o hudisatios

14 EXempIifylng Integrity and meessioriahsm

‘4 6 of
relevant training

R E T A
1 year of relevant
experience

Basic
2. Delivering Service Excellence Basic
3. Interpersonal Skills Basic
4. Flexibility Basic
5. Records Management Basic
6. Computer Skills Basic

3. Communication Skills

1. Attention to Detail Basic
2. Achievement Orientation Basic
Basic

(Stat the dutlnd respns:bllltles here:A)' J

Time

5% Facilitates and helps execute the planned community
outreach activity

15% Gives administrative support to Alumni Homecoming
Activities by facilitating meetings and documenting minutes of
meetings

10% Oversees student assistants and J.Os at ACRO and tracking
their progress and office attendance

2% Collects Articles for Alumni Notes from Alumni
Communicators

10% Prepares payrolls, liquidation of petty cash purchases, OPCR
and IPCR and other reports

10% Act s as document controller of ACRO

10% Assists with budget administration including inventory of
supplies and list for replenishment

10% Serves as frontline staff for general alumni and graduating
students inquiries and feedback

15% Act as primary administrative support person for daily
activities and major projects and events

5% Type drafts and final copies of office communication

3% Attend meetings in behalf of the Head in case of conflict
schedules

5%

th iol WU

Types draft and final copy of office report

S iad . &

o et

Jorn2 10, 2670

| have received a copy of this position description. It has been discussed with me and | have freely chosen to]
comply with the performance and behavior/conduct expectations contained herein.

e
ANICETA M. LUMACAD

Employee's Name, Date and Signature Supervisor's Name, Date and Signature
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