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Instructor I nemueoe |
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13 STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please

attached additional sheets.

Percent of
Working Time: DUTIES

85%

5%
5%
5%
100%

1. Teaches assigned subject and performs other teaching related functions,
among others the following:
a) Prepared teaching materials/guides and submit to department head.
b) Conducts examination (mid/final/long hours/quizzes).
c) Checks test papers and return 1 week after exam.
d) Submits grade sheet and turn over class records to department head
two weeks after final examination.

2. Member in different committees.
3 Participate in the co-curricular activities.
4. Perform other functions assigned by the Department Head.




14 POSITION TITLE OF IMMEDIATE SUPERVISOR 15.POSITION TITLE OF NEXT HIGHER - —
D SUPERVISOR
CELLo  GWMAC ROBELAD C CUALTE
#eAD , De Dot , 0p&
16. NAMES, TITLES AND ITEM NOS. OF THOSE YCOU DIRECTLY SUPERVISE (if more than (7), list
only by their item nos. and titles)
b 7 I MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
\
Bocks, Omputen | frunden FRosgegp, Microfione | PeN< , CHads
18 CONTRACT 19 WORKING CONDITION
Occasional Frequent Normal Working Condition X 1
General Public [ X] | Field Work [ 1
Other Agencies [ 1 -3 Field Trips [ 1
Supervisors [ 1 [ 1 Exposed to Varied Weather [ 1
Management I 1 [ 1 Others (Specify) [ 1
Other (Specify) £ ol [ 1
200 I CERTIFY that the above answers are accurate and complet
WA 29 20VB
Date Siggftur! of Employee
21. Describe briefly the general function of the Unit or/Section.
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22. Describe briefly the general functioen of the position.
T Teacl MO AP cammDuet ELerett
23a., Indicate the required qualifications by years and kind of education considered in
filling up a vacancy for this pesition. (Keep the position in mind rather than
the qualifications of the present incumbent. This item should be filled for all
positions other than teaching}.
sducation: M Ot My Ui puli ° %;\ﬂmtl.ﬁ\%:—\ﬂm
Experience:
23b. Licenses or certificates required to do this work, if any.
24, I HEREBY CERTIFY that the above answers arn te and complete.
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25 APPROVED:

Date




