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VISAYAS STATE UNIVERSITY
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Supervisors
Non-Supervisors
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Office Work
Field Work O
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Other Agencies

oo
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O
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The office is entrusted to handle cash management which involves collection, safekeeping and disbursement of funds of the
university. It offers collection services, disbursement of funds and students services.
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In charge pf collecting and“depositing of all university funds. Assist in preparing deposit slips and take charge in the verification of
all deposited payments from students and clients.

ional)1ST Level

i Exemplifynri lhtegﬂty and Professionalism - dérﬁonstratés hlgh stanrds of professional behaviour, adhering to ethical

as well as moral principles, values, and standards of public office 2
2. Delivering Service Excellence - Complies with VSU’s established standards of service delivery for customer satisfaction 5
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers and

clients, and work well in a team to achieve results 2
5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking, behaviour and 2

style appropriately in dealing with change.

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-related

material and human, in order to fully achieve the set objectives and targets of the university in general and of the different
offices/colleges/departments/centers in particular

2. Documents and Records Management- Applies and adapts records management standards related to the cycle of 1
records in the university which are conducted to achieve adequate and proper documentation of government policies,
Jtransactions and effective management of the university operations.

3. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection, acquisition, 1
development, utilization, and protection of technologies. In accordance with the mandate of the unit, that will result to
efficient and effective delivery of services by ensuring responsiveness to the needs of stakeholder.

4. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate strategies 1
'and methodology to arrive at sound decisions in a learning environment.
5. ACCOUNTING MANAGEMENT- Manages the processing of financial transactions according to COA and DBM rules and 1

regulations, maintaining the books of accounts, analyzing accounts and timely preparation and submission of required
reports; manages the preparation of cheques and disbursements, replenishment, and liquidation of cash advances, petty
cash, and other personnel cash emoluments, and receives collectibles/ payments in accordance with relevant rules and

Percentage of Working (State the duties and responsibilities here:)
Time
30% Receives and receipts all income of the university (by fund) being
designated as the assistant collecting officer of the university. 1
30% Deposits daily collections intact to our depository bank (by fund) on the
following banking day. L
10% Monitors and prints transaction slips and deposit slips emailed/sent by
clients and students online through the cash office official email 1
accounts
10% Summarize and reconcile payment transactions through remittance
agencies like palawan pawnshop, etc. 1
5% Request Bank Statement to the depository bank for verification of fund
releases from other agencies and deposited payments from students 1
and clients.
5% Submit communications, various requests, ACIC, PACS & LDDAP-ADA
to the university's depository bank. 1
5% Priorities senior citizen/PWD and pregnant women in paying school fees
and other services. Does other related jobs as mandated by the 1
supervisor.
5% Maintain the back-up files of the office through the created university
server. 1
I 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/cgaduct expectations contained herein. g
[/
CELSQ ACRO ¢/, Q . ATUPAN O/// U
Employee's Na e and Signature Superviso W// ate and Signature

Page 2 of 2



