attached O,Rs to the corresponding vouchers.

- L9 S.X )
A1 W

S o 6 o A ol
] REPUBLIC OF THE PHILIPPINES 1. NAME OF EMPLOYEE
BC-CSC Form Mo. 1 Flandez Arlin Bravo
(Position Descrintion Form) {Family Name) (Given Name) { Middie N2,
2. DEPARTMENT, CORPORATION OR AGENCY/ 3. BUREAU CR QFFICE
LOCAL GOVERNMENT suc
LEYTE STATE UNIVERSITY : >
4. DEPT./BRANCH/D!VIS!ON : : 5. WORK STATION/PLACE OF WORK
Uash Division LSU, VISCA, Baybay, Leyte
da. PRES. APPRO. 6b. PREV. APPRO 7a. SALARY P.A
ACT/ ACT/
BOARD RES/ BOARD RES/ 7b. OTHER COMPENSATION: PERA/ACA
ORD. NO. ITEM NO. Regular 6,522,00/month 1,000,00
8. OFFICIAL DESIGNATION OF POSITION 9. WORKING PRCPOSED TITLE
Clerk II A Administrative Aide IV
10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
e (leave biank) :
12. FOR LOCAL GOVERNMENT POSITION,CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS
MUNICIPALITY [X] r Gy} | PROVINCE [ ]
1st 2nd 3rd 4th 5th 6th
Bl .ol ¥ : & 3] . et
13. STATEMENT OF DUTIES AND RESPONSIBILITIES. if more space is heeded, please
attach additional sheets. -
Percent of :
Viorking Time : : DUTIES
25k Prepares and types checks for all fundse.
25% Records vouchers paid by checks to its corresponding bank books.,
20% - Prepared Advice of checks Issued and Cancelled.
10% Prepares $ICI and NCA Utilization,
5% Prepares transmittal for Cebu and Manila suppliers.,
5% Prepares monthly remittances to GSIS, BIR, HDMF and other related agencye
5% Maintains bank book balances of all funds.
5% Takes charge of the proper distribution of the checks and




114, POSITION TITLE OF IMMEDIATE SUPERVISOR 15. POSITION TiTLE OF NEXT HIGHER |
SUPERVISCR |
Swpervisor Administrative Officer Director of Administration

16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (if more than { 7 ) list |

only by their item nos. and titles)

17. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.  Typewriter, checkwriter

calculator, puncher, stapler, remover, computer with printer and scissor

18. CONTACT 19. WORKING CONDITION
Occasional Frequent Normal Working Condition
General Public ] ix ; Field work =
Other Agencies [ & Field Trips []
Supenvisors i Bl Expesed to Varied Weather
Management (xd T Qther's {Specify) E4
QOthers ({Specify) el >Ed
20. | CERTIFY that the above answers are accurate and complete.
Nov, 22, 2004 ;\légl(}BjFLANDEZ
Date Signature of Employee

|
-
21. Describe briefly the generai function of the Unit or Section. ; :
1 The Unit is entrusted with the cash management, fe-keeping and disbursements of
funds of the University and funds from other agencies and foreign granss entrusted to 1SU,

22. Describe briefly the general function of the position.

Takes charge in preparing checks and updating bank book balances.

23.a Indicate the required quaiifications by vears and kind of education considered in filiing up a
vacancy for this position. (Keep the position in mind rather than the qualifications of the present
incumbent. This item shouid be filled for all positions other than teaching).

Education: completion of two" year college worke

Experience. none

i;’fﬂb. Licenses or certificates required to do this worlk, if any.

24, | HEREEY CERTIFY that the above answers are accurate and complete.

Nove, 22, 2004 7 cm NUZVO

Date Sign\afﬁre and Title of Immediate
Supervisor

25. APPROVED

; Nov, 22, 2004 egczzgélf./m.mf
| Date Hedd of Agency




