REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC~-CSC Form No, 1 £ 2 e
(Position D.l'cziption Form) CAPRICHQ - JOSEROSE BAUDALAL
(Family Name) {Given Name) 1 {(Middle Name)
2. DEPARTMENT, CORPORATION OR AGENCY/LOCAL 3. BUREAU OR OFFICE
GOVERNMENT TS0
Visayas State University, Baybay City, Leyte
4. DEPT. /BRANCH/DIVISION Bt WORK STATION/PLACE OF WORK
6a. PRES. APPRO.  6b. PREV. APPRO 7a. SALARY P.A.: ‘ %
ACT/ ACT/ LAREEG]
BOARD RES/ BOARD RES/
ORD. NO. ORD. NO. 7b. OTHER COMPENSATION: P 24,000.00
ITEM NO. ITEM No.v.Soﬁb-MnA(-w;_”oL'
B. OFFICIAL DE_SIGNATION OF POSITION ‘ 9. WORKING PROPOSED TITLE
\dm, Aide IV
10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(leave blank)
5 i1 4 FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ 1 CITY <19 PROVINCE =1
ist 2nd 3rd 4th S5th 6th
I+ {1 {:] k] [1 [-3
13. STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please

attached additional sheets.

Percent of :
Working Time: DUTIES

4q$ types documents, communications, requests, depariment forms,
appointments, depte reports, payrolls with supporting documents,
project reports,

306 Enéodes laborabory cxercises,; syllebus and test questionse
20% Files and keeps depariment recordse.

S Answer phone callse

5% Assist the depte head in doing other activitiese —

\

4.

* 3\




.‘:t[':
R

14. POSITION TITLE OF IMMEDIATE SUPERVISOR | = 15.POSITION TITLE OF NEXT HIGHER: iy
: 5 SUPERVISO! : e
Depariment Head Directop for Administraiion
16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPMBE {(if more than (7), list
only by their item nos. and titles) : :
Laborers, Stuccnt Assistants 3
|
|
17. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in p.rfofnanco of work.
Gompwtery typewriter, ballpen, stapler, telephone, calculaior, ctce.
18.  CONTRACT 19. WORKING CONDITION
Occasional 2%255223 Normal Working Condition X1
General Public X Field Weor T )
Other Agencies [x} [ Field Trips F
Supervisors [-x} Exposed to Varied Weather g
Management R [ xl Others (Specify) { <
Other (Specify) [ 1 L3 ¥
20. I CERTIFY that the above answers are accurate and ccmpque.' '
o (=2 -
~ Date Signature [of Employee
21. Describe briefly the general function of the Unit oxr SQQtion.

To provide instruction, research ancd exiension services in

) o2 - o

4 : 1 the field of Agronomy and
Soil Sciences | st o
|

22, Describe briefly the general function of thn'positio?.

t3,; etce Kocps ceple

7iles anc otier tasks assignedchy the depte heade

23a.

To type communications, excme, handouts, requests, re ol
\

Indicate the required qualifications by years and kind of education considexed in
£illing up a vacancy for this position. (Keep the pcsi;ion in mind rather than
the qpalifications of the present incumbent. This item should be filled for all
positions other than teaching}.

|
1 )
Education: College Level Cempletien of twe years studres‘in‘college.

Experience: -~ t

23b.

Licenses or certificates required to do this work, if any.

+ CSC Subprof carcer exam: pastCle

24.

|
|
[
|

I HEREBY CERTIFY that the above answers are accutgte

~Date Signature and Tijle of Imﬁthilte
ox

25.

APPROVED:

Date




