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[ Province
City
[ Municipality

[ 1st Class [ 5th Class
[J2nd Class [] 6th Class
[ 3rd Class [ Special
[J 4th Class

Executive / Managerial
Supervisors
Non-Supervisors

HEEO

Office Work
Field Work O

General Public
Other Agencies |

O
S Others (Please Specify):
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Copletioﬁ‘ of 2 ears None Ruird None unired

studies in college

1. Exemphfymglntegrlty and Profess:onallsm demonstrates high standards of professmna| behawour adhenng to

C S (Subprofessional)1ST Level

1 Admlmstratlve Serwces 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

ethical as well as moral principles, values, and standards of public office 2
2. Deiivering Service Exceiience - Compiies with VSU's esiabiished standards of service deiivery for cusiomer o
satisfaction
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 9
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers 9
and clients, and work well in a team to achieve results
E Nhanan Adantatian W arka affantiiials uith A viariahs Af na f\n‘ AanAd aibiatiana and adanta Aanala thinkins

J\J i IOI luﬁ F\UGPLGUUII YYVINO OlIUUuVUl’ wiuia vai IUL] vi P 'J al v olcauvi o v G\JC"JLO VIIG O uiing Is, 2
behaviour and style appropriately in dealing with change.
6. Gender-responsive management - Promotes gender equality and women empowerment to address gender- ’

2. Documents and Records Management- Applies and adapts records management standards related to the cycle
of records in the university which are conducted to achieve adequate and proper documentation of government
policies, transactions and effective management of the university operations.

3. Use of Information and Communications |echnology (IC1)- Implements the eftective identification, selection,
acquisition, development, utilization, and protection of technologies. In accordance with the mandate of the unit,

Ithat will result to efficient and effective delivery of services by ensuring responsiveness to the needs of stakeholder.

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

5. ACCOUNTING MANAGEMENT- Manages the processing of financial transactions according to COA and DBM
Jrules and regulations, maintaining the books of accounts, analyzing accounts and timely preparation and
submission of required reports; manages the preparation of cheques and disbursements, replenishment, and
liquidation of cash advances, petty cash, and other personnel cash emoluments, and receives collectibles/
Ipayments in accordance with relevant rules and regulations.

| have received a copy of this position description. It has been discussed wi

the performance

Percentage of Work/ng (State the duties and responsibilities here:)
Time
25% 1. Post entries to BAOM and generates report of disbursements 1
under Fund: 07- Trust Receipts.
20% 2. Prepares Collection and Income Reports (All Funds). 1
20% 3. Prepares Financial Statements and Reports for Fund: 07- 1
Trust Receipts.
20% 4. Post entries to General Ledgers and special journals. 1
. 5. Prepares schedules of Accounts Receivables, Cash
10% Advances and Other Receivables. 1
©. Prepares other reports needed by the Office Head for DBM 1
reports.

me and | have freely chosen to comply with

DA & E3GUERRA

Dec /€, 2020

Wum expectations contained herein. L/Q,,
WILMA NINARIERE, Dec. [L, 20 ER U

Employee's Name, Date and Signature

Supervi?Of"s Name, Date and Signature
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