Republic of the Philippines
POSITION DESCRIPTION FORM

- F No. 1
(I:eri's\:d c\:lfrgon?::.': i s.‘;ow) EDUCATION RESEARCH ASSISTANT

o Province o 1st Class o 5th Class
@ City o 2nd Class o 6th Class
o Municipality o 3rd Class o Special

o 4th Class

GRADUATE SCHOOL VSU, BAYBAY CITY, LEYTE

DEAN,GS/UNIVERSITY PROFESSOR VP FOR ACADEMIC AFFAIRS

(if more than seven (7) list only by their item numbers and titles)
POSITION TITLE ITEM NUMBER

PRINTER, COPIER,DESKTOP, SCANNER

Executive / Managerial @ o General Public
Supervisors @ o Other Agencies 2 o
Non-Supervisors @ o Others (Please Specify):

o =]

Staff

g

Office Work o Other/s (Please Specify)
Field Work o -

Offers a unique opportunity for advanced study through highly innovative and relevant graduate programs covering a wide
range of disciplines relating to agricultural and rural development.

Page 1 of 2




course selection or
registration for new courses as well as maintaining student records, scheduling meetings, coordinating and processing requests
of both students and faculty

Completion of 2 years v None ReqLuired None Required
studies in college

npet

1. EXéping ntegty and ro

L &

sl

feéuonahsm - demonstrates high standards 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
Jsatisfaction 2
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,
Ibehaviour and style appropriately in dealing with change. 2

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-
related problems 1

1. Administrative Services Management- Develops programs and projects, and mobilizes 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 2
of records in the university which are conducted to achieve adequate and proper documentation of government
Jpolicies, transactions and effective management of the university operations.

3. Occupational Health and Safety Management- Ensures implementation of effective health and safety of workers 2
in the workplace through creating VSU Safety Committee and conducting seminar workshops such that all faculty
and staff will be made aware of the importance of the health and safety in the workplace to avoid job-related
sickness/accidents.

Percentage of Working (State the duties and responsibilities here:)

Time

20% Updating and storing academic files to ensure they are accurate 2
and accessible

20% Answering queries and making arrangements thru telephone calls
and emails 2

20% Providing assistance and facilitating the graduate students and
faculty 2

20% Coordinating with both graduate students and faculty with regards 2
to activities and meetings

20% Processing student documents and fees such as registration, 5
tuition and application fees

I have received a copy of this position description. It has been discussed with me and | have freely chosen to comply withj

the performance and behavior/conduct expectations contained herein.

\." - ﬁ\u )
UARIEAR®. POSAS 8:#@3 BELLA Tu‘éﬁg‘?@&{u
Employee's Name, Date and Signature Supervisor's Name, Date and Signature
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