[1 POSITION TITLE (as approved by authonzed agency)
thlin Af ¢ha Dhilinninas e -

Rvyuwuv VI UIC L I NpPPIneS ‘W‘FW

POSITION DESCRIPTION FORM

I'\Qll_l‘ct‘ Enrm N~ 1

S e BW T N N B NI 1w, 3

(Revised Version No. 1,'s. 2017) ADMINISTRATIVE AIDE VI

L Proviiice L] 1stCiass L 5th Class
City [J2nd Class [] 6th Class
[ Municipality [ 2rd Class M Special
[ 4th Class
5. DEPA RT“ENT, CORPORATION OR AGENCY/ _______|6. BUREAU OR OFFICE
Lo ERNMENT G
VISAYAS STATE UNIVERSITY HELVMLI/GSD
7. DEPARTMENT/BRANCH/DIVISION 8 WORKSTATION/PLACE OF WORK
HELVMU VSU, BAYBAY CITY, LEYTE

9. PRESENT APPROP ACT |10. PREVIOUS APPROP ACT 11. SALARY AUTHORIZED [12. OTHER COMPENSATION

P14,847.00 ACA/PERA P2,000.00
13. POSITION TITLE OF IMMEDIATE SUPERVISOR _ [14. POSITION TITLE OF NEXT HIGHER SUPERVISOR
HEAD, HELVMLI DIRECTOR, GSD
5. POSITION TIiTLE, AND iTEM OF THOSE DIREGTLY SUPERVISED

(if more than seven (7) list only by their item numbers and tltles)

POSITION TIiTLE l iTEM NUMBER
16. MACHINE, EQUIPMENT, TOOLS, ETC., USED REGULARLY IN PERFORMANCE OF WORK
TOOLS
17. CONTACTS I CLlENTS / STAKEHOLDERS
_17a. Internal | Occ _| Frequent |  17b. External | Occasional | Frequent
Executive / Managerial ] General Public L]
Supervisors O 4 Other Agencies O
Non-Supervisors O O Others (Please Specify):
Staff O O
18. WORKING CONDITION .
Office Work 1] O Other/s (Please Specify)
Field Work O

Repalr & Mamtenance of GSD Vehicles mcludlng Tractors
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CRIF 110N UF THE GENERAL FUNCTION OF THE POSITION (Job Summaryj
Repair & Maintenance of all VSLI Vehicles
- 21a. Education | = 21b. Experience 21d. Elig
Hiah schanl araduate or complation of None Required None Reauired NCII IN AUTOMOTIVF M 4 .A'\ﬂ m‘C
relevant vocational/trade course SERVICING LICENSE #
, : : : ——— — — —— 21 2080800004300
R P Io o Fo S A a e AR [ v T~ e B
1. Exemplifying Integrity and Professionalism - 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 -
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- .
Jreiaied probiers
21f. Functional Competencies ; Competency Level
1. Risk Management- Ensures implementation of effective identification of hazards in the workplace and develop 1
lplans on mitigation, prevention, risk preparedness and responding by conducting a periodic safety inspection,
hazard analysis and emergency drills in accordance with RA 10121 to ensure safety of residents, faculty and staff
of any risk.
2. Maintenance and Management Develops maintenance planning and operation monitoring to effectively and 1
afficiently deliver renairfmaintenance servicas for huildings, facilities, eauinment, machineries and vehicles.
Percentage of Working (State the duties and responsibilities here:)
Time
40% 1. Engine servicing, repair and maintenance 1
40% 2. Under chassis servicing, repair and maintenance 1
18% 2, Driving i
5% 4. Workshop cleaning 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 behavigr/condu ectations contained herein.

N s

Employee's Name, Date and Signature
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