REPUBLIC OF THE PHILIPPINES
e BC-QSC Form No. 1
" (Position Description Form)’

1. NAME OF EMPLOYEE
ASILOM EDUARDO B.

(Family Name) (Given Name) ( Middie Name)

2. DEPARTMENT, CORPORATION OR AGENCY/
LOCAL GOVERNMENT
LEYTE STATE UNIVERSITY

3. BUREAU OR OFFICE
LSU

4. DEPT./BRANCH/DIVISION
Ingtitute of Human Kinetics

5. WORK STATION/PLACE OF WORK

6a. PRES. APPRO. 8b. PREV. APPRO

ACT/ ACT/
BOARD RES/ BOARD RES/
ORD. NO.

172 SALARY PA. b3 62;508,00

7b. OTHER COMPENSATION PERA/ACA

ITEM NOVisCAB=-ADA1-172~-2004

8. OFFICIAL DESIGNATION OF POSITION
% r 1

9. WORKING PROPOSED TITLE
Administrative Aide I

| Ugility Worke
10. WAPCO CLASSIFICATION OF THIS POSITION

11. OCCUPATION GROUP TITLE
(leave blank)

MUNICIPALITY [ ] Eo N

1st 2nd
£ e

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

CITY [ ] PROVINCE [ 1.

3rd 4th 5th 6th
[] [] [ ] 2]

attach additional sheets.

13. STATEMENT-OF/DUTIES AND RESPONSIBILITIES. If more space is needed, please

Percent of

DUTIES

Working Time :
{ A -
1o 50% 1.
25% 2.
15% 3.
5% 4. Doing messengerial workse
i

100%

In-charge of the cleaning of the Instidmte building and its surroundings.
As-ist in putting-up viswal aids during laboratory instructionse

Processes & follow-up pertinent papers in the Institute.

Other tasks that maybe assigned by the immediate superiore




e C A o

2b
14, POSITION TITLE OF IMMEDIATE SUPERVISOR 15. POSITION TITLE OF NEXT HIGHER <
: it SR SUPERVISCR
Institute Birector e VicewPres. for Mministration
16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than ( 7 ) list i
only by their item nos. and titles)
none
17. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work. x|
Floor polisher, bolo and athietic ewipment "7 = T o0 O |
18. CONTACT i 19. WORKING CONDITION
Occasional Frequent . Normal Working Condition
General Public [d [1 Field work ]
Qther Agencies £ [-] Field Trips []
Supsarvisors 2 3 (2 Exposed t& Varied Weather
Management [=} [ Other's (Specify) 1 = [}
Others (Specify) L] [1
20. | CERTIFY that the above answers are accurate and complete. .
) |
fa=lroy | _ J x |
Date Signature of Employee B
i
21. Describe briefly the general function of the Unit or Section. 1‘
To provide instruction in Serv:.oe P8 and Diploma in Physical Fducation courses ,~
|
22. Describe briefly the general function of the position. ]i
Janitorial werks ‘{
; |

Indicate the required qualifications by years and Kind of é'ddcatibn'cvoﬁ‘s'idered infilingupa
vacancy for thig position. (Keep the position. in mind ratherthan the qualifications. of the present
incumbent. This item should be filled for all positions other than tearhmg)

“-duvatlon Must bé able 6 read and write

Experience: none req wired P e cendeaden aniol WA

IS
W
o2

Licenses or certificate’s required to do this work, if any.

N
Y

| HERERY CERTIFY that the above answers are accuraté and complete. M
WL e G -oi : ALELI A./ VILLOCING =CIC

Date Signature and Title of Immediate
Supervisor

AFPROVED

Date Heed of Agency




