. - 1. POSITION TlTLE(as approved by auﬂmorizod agency)k. o
Republic of the Philippines with parenthetical title ; o
POSITION DESCRIPTION FORM ' ‘
DBM-CSC Form No. 1 BROADCAST PRODUCTION SUPERVISOR
(Revised Version No. 1,s.2017)
g WENNOWBER . 0 0 T S ENAGGRDE.
BROPS-1-1998 19

4. FOR LOCAL GOVERNMENT POSITION, ENUMERATE GOVERNMENTAL UNIT AND CLASS

[I Province [] 1st Class [] 5th Class

/| City [l 2nd Class [ 6th Class

[J Municipality [ 3rd Class [] Special

L] 4th Class
5. DEPARTMENT conpomnon ORAGENCYI s Is aumu OR omcs
_ LOCAL GOVERNMENT o : e e
VISAYAS STATE UNIVERSITY DYDC FM
7. DEPARTMENT / BRANCH / DIVISION _ ~ |8, WORKSTATION/ PLACE OF WORK___
DEPARTMENT OF DEVELOPMENT COMMUNICATION VSU, BAYBAY CITY, LEYTE
9. PRESENT APPROP ACT [10. PREVIOUS APPROPACT _ [11. SALARY AUTHORIZED [12. OTHER COMPENSATION
N/A P51,357.00/month P2,000.00/month
13. POSITION TITLE OF IMMEDIATE SUPERVISOR  [14. POSITION TITLE OF NEXT HIGHER SUPERVISOR
STATION MANAGER PRESIDENT

'A (If more 'than seven ( 7)' llst’onlyrby 'the/r ltemwnumbers and t/tles)
POSITION TITLE [ ITEM NUMBER
16. MACHINE, EQUIPMENT, TOOLS, ETC., USED REGULARLY IN PERFORMANCE OF WORK
DESKTOP COMPUTER PRINTER RECORDER
17 C@NT'CTS I‘CLIEKTSISTAKEHOLDQS

General Publlc L]

Executlve / Managenal

Supervisors £l Other Agencies Ul
Non-Supervisors I:I Others (Please Specify):

Staff O

Office Work 'I:I Other/s (Please Specify)

Field Work O

Broadcast developmental news and'brorhote technologlés devélbped by VSU :
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- DESCRIPTION OF THE GENERAL FUNGTION OF THE POSITION (Job Summary)

Supewrse the broadcast production of DYDC-FM and produce broadcast matenals
21. QUALIFICATION STANDARDS e :

21 c. Tratnlng

21a. Education T 'néé..f -

m éng

Bachelor‘s degree relevant 2'years of relevant experrence 8 hours of relevant trarnung

to the job

CSC (Professronal) Second
Level Eligibility

21e. C Comp ncies o

Level

1 Exemphfymg lntegnty and Professronahsm demonstrates hrgh standards of professronal behawour adhenng
to ethical as well as moral principles, values, and standards of public office

2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer
satisfaction

3. Communication Savy - Effectively delivers messages that simply focus on facts or information;

4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
and clients, and work well in a team to achieve results

5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
|behaviour and style appropriately in dealing with change.

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

1 Admlmstrat]ve Serwces Management— Develops programs and prolects and moblllzes and manages
resources, both 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 records |n the unrversuty which are conducted to achieve adequate and proper documentation of

3. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applyrng appropriate
strategies and methodology to arrive at sound decisions in a learning environment

4. Use of Information and Communications Technology (ICT) - Implements the effective identification, selection,
acquisition, 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.

5. Quality Assurance - Controls and improves, as necessary, the quality of audit/assessment/accreditation
processes in accordance with prescribed quality control policies and procedures as mandated by the University
and in compliance with audit and accrediting bodies

6. Report Writing - Prepares and produces reports and other documents such as proposals, policies, guidelines
or procedures and manuals in a clear, concise and coherent manner and in accordance with VSU standards that
ensures proper documentation and presentation of information for an effective and efficient information utilization
and management.

7. Process Management - Develops, formulates and reviews for enhancement processes, policies and
procedures which govern the execution of tasks, activities, or projects, in order to ensure work is accomplished
and required results are delivered effectively and efficiently; adopt measures to drive compliance; be proactive in
responding to opportunities for improving/streamlining based on experience, feedback, emerging technologies
and new direction.

|8. Peer Mentoring - Develops and equips junior faculty for higher level position through learning by observing and
doing; collaborative teaching, research and extension activities; partnership in writing publications and

Ipartlcrpatron in conferences and technical fora, so that VSU's academic excellence will be sustained.
9. Waste Management - Implements and ensures the effective waste segregation, collection, disposal through
stakeholders' awareness and empowerment in accordance W|th Republrc Act 9003 that lead to cleaner and

(State the dutres and responsrbrlrtres here 5]

Percentage of Workrng‘ ‘
Time

35%
25%
20%
10%
5%
5%

Supervise the broadcast production of DYDC-FM
Produce broadcast materials

Host programs

Prepare reports

Coordinate with affiliate offices of DYDC-FM

Manage website and facebook page

-~ =~ NN N

23. ACKNOWLEDGMENT AND ACCEPTAN

e

the performance and behavior/conduct expectations contained herein.

me, Date and Signature

MIKAE
Employee's

| have recelved a copy of this position descrlptxon It has been drscussed with phe,and | have fre Iy chosen to comply with

/ M{.k’/@?@
ROTACIO S. GRAVOSO

Supervisor's Name, Date and Signature
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