REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form No. 1 , i i
(Position Description Form) co JOCELYN TATARANZA
s (Family Name) (Given Name) (Middle Name)
2. DEPARTMENT, CORPORATION OR AGENC!/LOCAL a. BUREAU OR OFFICE
GOVERNMENT :
Visayas State University, Baybay City, Leyte OFFICE OF TFE DIFECTCR OF FIFAFCE
4. DEPT./BRANCH/DIVISION g 5. WORK STATION/PLACE OF WORK
6a. PRES. APPRO. 6b. PREV. APPRO | 7a. SALARY P.A.:'#JSK‘OSQ,/
ACT/ ACT/ =
BOARD RES/ BOARD RES/ Js
ORD. NO. ORD. NO. 7b. OTHER COMPENSATION: ?aﬁ.ﬁfo
ITEM NO. ITEM NO, Wéam kr)/w -44 - 3004
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE
ADMIN, AIDE VI bl ADNIH, AIDE VI
10.  WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(leave blank)

12, FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS

MUNICIPALITY [ ] SEECTITY T PROVINCE [ ]
1sk ~ 2nd 3rd 4th ‘Sth 6th
[ (] [1 (1] 5 4 kA
13, STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please

attached additicnal sheets.

Percent of
Working Time: D-UTTIES

o

70% 1. Receives, stanvs faesimile, recerds A~ releases all
*Ageurents i» the Finanee Offiee and seeure egpv £f
ACIC list ef ekeels sismed hv the Direeter ef Firavee.

15% 2. Files reecerds. comruniegtions % ether deeunents %
rmeniters ehargine ev# of sgme hooks & ether egqnipment
af the effice,

5% 3., Asgists in the rreveratie= ef reverts (repredvetien
scrtl‘r A Hlﬂdint\ L prepares veueker for the
nav"cnt of bills ° other effiece expemses.

5% 4. Photecevis. serts/reeerds % distrihutes SAROs. NCAs -
eireulsrs g»d ether issuamees te eomeer—ed effiees.

5% 5. Perferms ether fumetiews that mavhe sssismed from
time te time.

100%




c :

14. POSITION TITLE OF IMMEDIATE SUPERﬁBDR . ..15,POSITION TI":LE OF NEXT HIGHER
: SUPERVISOR
DIRZECTOR OF FINANCE FRESIDENRT
16. NAMES, TITLEL AU 1Tl 3108, OF THOSE YOU DIRECTLY SUFERVISE (if more than (7), list
only by their item nos and titles)
L MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
| COMPUTER . TYPEWRITER , CALCULATOR | FAX MACHINE | TELEPHONE , RALL BEN
7 J
‘r18 CONTRACT 19, WORKING CONDITION
Occasional Frequent Normal Working Condition [X ]
General DPuliic i .73 [&] Field Work £ 1
. Other Aga~ciae I xl [ 1 Field Trips (1
Supervisors [ | Exposed to Varied Weather [ 1
Management [ X1 | Others (Specify) [ 1
Other (Specify) [ 1 I |
20, I CERTIFY that the above answers are accurate and complete. -
TOCEL Te €O
e e Eicnature of Employee
21 Deganii = nuiedls ¥ Jowarad function of the Unit ox f=ction.
| Assists the administratie im all phases of budgetizs (preparatien,
‘= exeeutiom snd aeeountahility) iw eeerdimatiem and eews ltatiew Witk different
! eperating weits awd sees te it that all bwdgetary lawe - rules and regulatiems are
ies with,
| 22 Describe briefiv che general function of the position.
| CLERICAL FUNCTION
23a. Indicate th=2 reguixed cualifications by years and kind of education considered in
filling uvp 2 vacancy for this position. (Keep the position in mind rather than
the quatificaticons ¢f the present incumbent. This item should be filled for all
positinmz cthrr thirn teaching).
= &
Education: Genpletien of 2 vears cellege eourse.
Experience: Ne» required
23b. Licste.e oo mestil. abes vequized to do this weoxi, if any.
¢t Sub - Py Ehaghi bty -
24. I HToROT 2ITTIEE shod tha above answers are accurate and complete.
b\
: D/oﬁmwﬂr’ao
LOUELLA €. ANPAC
o ; 0IC=Pireetor of Fi=
vt Signature an litle o? I%%e fgge
Supervisor
25 APPROVED:
| ;
| J— JOSE BACUSMO
Date Head ¥f Agency

Ba




