1]

Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1, s. 2017)

[1 1st Class [] 5th Class
[J2nd Class [ 6th Class
[J3rd Class [ Special
[ 4th Class

VSU, BAYBAY CITY, LEYTE

o

Executive / Managerial General Public

Supervisors Other Agencies O
Non-Supervisors Others (Please Specify):

Staff

Office ork
Field Work O

Provides instruction, research, and/or extension services
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1 Exemphfymg Integnty and Professionalism - Demonstrates high standards of professional behaviour as public
servants, adhering to ethical as well as moral principles, values, and standards of public office and promotes the
highest standards for individual and university performance by upholding university mandate, core values, policies
and guidelines taking into consideration impact of one's actions and decisions in ensuring that public interest is
upheld at all times.

2. Delivering Service Excellence - Complies with VSU's established standards of delivery or service level
agreements and delivers explicit requirements of customers; provides proactive, responsive, accessible, courteous
and effective public service to provide the highest level of customer satisfaction which exceeds customer's

3. Communication Savvy - Effectively delivers messages that simply focus on facts or information; receives and
conveys ideas, instructions, information by using appropriate language, method and manner to ensure the
audience understands the message and takes necessary action. Makes clear and convincing oral presentations to
individual or groups; listens effectively and clarifies information as needed.

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

5. Change Adaptation - Works effectively with a variety of people and situations and adapts one's thinking,

fbehaviour and style appropriately in dealing with change

6. Gender-responsive management - Promotes enabling environment for gender equality and women
empowerment by creatmg awareness of gender and development and formulates guidelines and strategies to

1 Thmklng Strateglcally and4 Creahvely“ bDreamsdand envisions what the futurelooks ||ke ‘for the‘unlversnyl thmks
dimensionally, crafts strategic goals and strategies to attain that future, identifies connections that are not obviously
connected and comes up with new and creative ideas to enhance organizational effectiveness and

2. Creating and Nurturing a High Performance Organization - Creates a high performing organizational culture that
is purpose driven, results-based, client focused and team-oriented.

3. Leading Change - Generates genuine enthusiasm and momentum for organizational development and change
by engaging and involving groups and stakeholders to understand, support, commit and own the change agenda
and to advance and sustain same for organizational effectiveness.

4. Building Collaborative and Inclusive Working Relationships - Builds a network of reciprocal, high trust and
synergistic working relationship among employees within the organization and across other government and non-
government organizations to leverage and maximize opportunities for strategic partnership with external

5. Managing Performance and Coaching for Results - Creates an enabling environment which will nurture and
sustains a performance based coaching culture for increased effectiveness of employees and a strong focus in
developing people for current and future needs thru an active and continuing staff development program for
organizational effactiveness

1 Consultatlon and Advising - Addresses lssues and concerns affectlng students’ academic performance by strictly
following the consultation time schedule, responds to queries and implements interventions which result to highly
satisfied clients.

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

|

3. Facilitating Learner-Centered Environment - Explores the fundamental principles, processes and practices
anchored on learner-centeredness.Applies educational theories and psychologies to facilitate various teaching-
learning delivery modes to enhance learning.

4. Filipino Values Restoration - Revitalizes desirable Filipino values that are pro-God, pro-people, and pro-nature.

5. Health and Wellness Management- Implements sustainable preventive health and wellness programs through
information dissemination, preventive health measures and provision of therapeutic services resulting to healthy
and productive employees.

e b

6. 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.

H

7. Innovative Instructional Materials Development- Designs and creates learning lessons, teaching-leaming
experiences that utilize appropriate traditional and innovative technologies in various learning environment.

8. Innovative Teaching Strategies - Adopts principles and develops teaching strategies by retooling faculty through

learning interventions and designing outcomes-based course syllabi to adapt to the changing educational
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9. Peer-Mentoring- Develops and equips junior faculty for higher level position through learning by observing and 2
doing; collaborative teaching, research and extension activities; partnership in writing publications and participation
in conferences and technical fora, so that VSU's academic excellence will be sustained.

10. Production and Entrepreneurship- Identifies issues, potentials and actual businesses by setting-up enterprises 3
for creating products from the resources of the university with the view of making profit from these products

11. Publication Writing- Develops and produces scientific article for peer-reviewed journals by utilizing research B
outputs resulting to wide dissemination of information and technology.

12. Quality Assurance- Controls and improves, as necessary, the quality of audit/assessment/accreditation 3

processes in accordance with prescribed quality control policies and procedures as mandated by the University
and in compliance with audit and accrediting bodies. Spearheads and coordinates with all units in the University
including the external campuses in the preparation and conduct of accreditation/certification/audit related activities
seeing to it that all academic programs and operations are in conformity and compliant with national and
international standards.Implements continuous and periodic audit/assessment quality monitoring to ensure that its
activities are carried out at acceptable audit/ accreditation standards and improves the agencies operations.

13. Report Writing - Prepares and produces reports and other documents such as proposals, policies, guidelines 3

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.

14. Research Management- dentifies issues and potentials for further studies and generation of new knowledge 3
and technologies for the betterment of mankind, mother earth and the universe and conceptualizes proposals for

funding and conducts studies to answer questions sought to be answered or maximizes technologies needed to

Jimprove the lives of mankind.

15. Extension Management- Identifies new knowledge and matured technologies due for adoption and 3

implementation of target beneficiaries and conceptualizes programs, activities and projects and implements

effective transfer mechanisms and strategies

16. Resource Mobilization Management- Allocates limited resources in an effective manner through efficient 3

Jutilization of funds, time, human and other resources to deliver respective tasks and generate solutions to

challenges in the workplace

17. Risk Management- Ensures implementation of effective identification of hazards in the workplace and develop 1

Iplans 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

18. Occupational Health and Safety Management- Ensures implementation of effective health and safety of 1
workers 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.

19. Sharing Expertise and Linkaging- Shares technical expertise and links with other institutions through the 3
conduct of trainings, seminar-workshops, lectures, conferences and consultancy services to increase knowledge,
skills and expertise of clients based on pre and post evaluations.

20. Waste Management- Implements and ensures the effective waste segregation, collection, disposal through 2
stakeholders’ awareness and empowerment in accordance with Republic Act 9003 that lead to cleaner and
greener University adherence to national and international sanitation and pollution level standards.

}'1* % o A 7% p ‘ Vs T R A S e 32
Percentage of Working Time . ~(State the duties and responsibilites here.)

25% 1. Prepares instructional materials, manage content of virtual classrooms 4

25% 2. Conduct classes and other instruction-related activities 4

25% 3. Conduct research and/or extension activities 4

15% 4. Prepare and submit scientific articles for publication 4

10% 5. Assist in quality assurance activities 3

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 behavior/conduct expectations contained herein.

ANGELISA P. BALDOS / Sept. 26, 2022

Employee's Name, Date and Signature

g NAR/ Sept. 26, 2022
or's Name, Date and Signature
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