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REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form No. 1 VALENZONA ERLINDA SANTIAGO
(Position Description Form) {Family Name) (Given Name) ( Middle Name)
2. DEPARTMENT, CORPORATION OR AGENCY/ 3. BUREAU DR OFFICE
LOCAL GOVERNMENT
LEYTE STATE UNIVERSITY
4. DEPT./BRANCH/DIVISION : 5. WORK STATION/PLACE OF WORK
Office of the Vice President fer Aeadenie Affairs : Baybay, Leyte
6a. PRES. APPRO. 6b. PREV. APPRO 7a. SALARYP.A: P 91, 272.00
ACT/ ACT/
BOARD RES/ BOARD RES/ 7b. OTHER COMPENSATION: PERA/ACA
~ORD. NO. ITEM NO. ADA6=98=2004
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE
ADMINISTRATIVE AIDE VI
10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
{leave blank)
12. FOR LOCAL GOVERNMENT POSITION,CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ '] _ CirY 171 - PROVINCE [ ]
1st 2nd " 3rd 4th 5th ~ 6th

[1] o [] = [] []

13. STATEMENT OF DUTIES AND RESPONSIB!UT!ES lf more space is needed, please
attach additional sheets. -

Percent of =

Working Time : DUTIES . |
; Loy Receives/Examines/Recerds/Countersigas inceming decuments for actiem by the
: Viece President for Academic Affadrs
20% Serts/Files decuments which are memitered by the OVPAA amd/or for immediate
reference
15% Types/Repreduces memeranda, communicatiens, €OD/Minmuted) and difféereat types
| of adwimistrative ferms
’ 15% Prepares/Types veuchers, payrells, amd other forms for claims omd/er payments;
‘ and different forms fer requisitiems ef equipment, supplies/materials amd
services
1% Answers telepheme calls amd perferms ether tasks assigmed by the Viee President/

immediate superviser frem time te time




-E-’w/ “
=

4. POSITION TITLE OF IMMEDIATE SUPERVISOR ~ |15. POSITION TITLE OF NEXT HIGHER

VICE PRESIDENT FOR ACADEMIC AFFAIRS ke PRESIDENT
15. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than ( 7 ) list
only by their itern nos. and titles)
17. MACHINES, EQUIPMENT, TOOLS, efc. used regularly in performance of work.
COMPUTER, FAX, TELEPHONE, CALCVLATOR, TYPWRITER, BALLM/PMCIL, etce
18. CONTACT e ey : 19. WORKING CONDITION
: Occasional Frequent ~ Normal Working Condition ¥
General Public [ x : , Field work [1
Other Agencies [1 X1 ' - Field Trips [1
Supervisors S xi Exposed i Varied Weather
Management I | e Other's (Specify) [1]
Others {Specify) [] &
20. | CERTIFY that the above answers are accurate and complete. EW
~ October 15, 200k S. VALENZONA
Date ; Signature of Employee
21. Describe briefly the general function of the Unit or Section. :
Coordinates the plamning, implementatien amd evaluatien of the imstruetien pregram, faculty

[22. Describe brieﬂ the gral Function of the psitid.

Performs admimistrative/clerical tasks/werks

extermal campusess

- ¥

23.a Indicate the required quaiifications by years and kind of education considered in filling up a
vacancy for this position. (Keep the position in mind rather than the qualifications of the present
incumbent. This item should be filled for ali positions otherthan teaching).

E;}ucation: Completion of two years studies in college,

Experience:

123b. Licenses or certificates required to do this work, if any.
CSC sub=-professional eligibility

)
Fo

| HEREBY CERTIFY that the above answers are accurate and complete.

e tober 15, 2004 MAR@E\'KL_H&OW

Date Signature and Title of Immediate
' ’ Supervisor
Z5.  AFPPROVED ‘

Date Heag of Agency

’




