a) ) =
TS T ———
REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form No. 1
(Position Description’ Form) m% '
(Family Name) (Given Name) (Middle Name)
2, DEPARTMENT, CORPORATION OR AGKNCY/IDCAL 3
e BUREAU OR OFFICE
Visayas State University, Baybay City, Leyte V[M"/’” 577, 76 UMl E‘ /,7
DEPT. /BRANCH/DIVISION S ON/ OF WORK
sy JoCORHENT Sfionerry I asEBr oy | > By O G
6a. PRES. APPRO.  6b. PREV. APPRO 7a. SALAKY P.A.:
ACT/ ACT/ A: R agaw
BOARD RES/ BOARD RES/ 0*)
ORD. NO. ORD. NO. 7b. QTHER COMPENSATION:
ITEM NO. ITEM NO. VIS CAR-ADAG- |93 5 003 g/
B. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE
N
Admivicdate  Ake L
10. WAPCO CLASSIFICAvTION OF THIS POSITION 11. OCCUPATION GROUP TITLE
(leave blank)
12, FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [ ] CITY { 1} PROVINCE [1]
ist 2nd 3rd 4th 5th 6th
t s [%1 £:3 [1] £ ) [1]
33. STATEMENT OF DUTIES AND RESPONSIBILITIES. If more ce is needed, please atta
I additional sheets. e - el
Barcent of
Working Time: DUTIES
30% Manages and supervises the over-all operation of SPPMO warehouse for Construction
Materials
10% Serves and attends to c!eints requests and inquiries.
15% Receives, checks, records and arrange systematically supplies and materials in the
warehouse .
15% Maintains/updates/monitors stocks through the stockcards
10% :Maintains/updates/monitors stocks through the bin cards
10% Serves, issues and records approved RIS and withdrawal slip
5% Conducts Physical inventory of supplies and materials
5% ~Prepares and submits Physical Inventory Report to the office head
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14. POSITION TITLE OF IMMEDIATE SUPERVISOR 15. POSITION TITLE OF NEXT HIGHER
k32 ¢ SUPERVISOR
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16. ms, TITLBSANDIT!M!OS OFM!WDMCTL!&MRVISE (um&mﬂ) list only by
and titles)
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17. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
Compiter, Yonii), loalljon, Wlor, pliprs % gl Cavt.
18. CONTRACT ‘a4 19. WORKING CONDITION e
_Wﬂﬁ W Normal Working Condition
General Public Field Work 3
> Other Aq.nmn O | - Field Trips =3
Supervisors §:13 =3 Exposed to Varied Weather t 92
Management i :3 } -3 Others (Specify) 1
Other (Specify) i .3
20. I CERTIFY that tho above answers are accurate and oulploto.-
F‘ﬁb 'u, wu. W
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21. Describe briefly the general function of the Unit or Section.
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23a. Indicate the required qualifications 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 all
positions other than teaching) .
Education: Completion of two years studies in College.
Experience:
23b. Licenses or certificates required to do this work, if any.
CSC Sub-Profecsiongl Exam,
24. I HEREBY CERTIFY th_nt the above answers are accurate complete.
ALIOA /W Plorgs
- “Date Signature and Title of Immecdiate Supervisor
25.  APPROVED: X .
E. TULIN
~Date Head of Agency
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