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: 1. Prepare reimbursement & travel claims, Cash Mvmce payroll,
liquidation of Cash Advance, etc.

20 % 2

»20 % : 2. Type trip tickets, travel order, job request, Pl;:}:hase request, CSR, ;
. e O leave, appointments, OIC, etc. :
10 % 39 3. Deliver/process office documents when no m@senger is available.
10 % _ 4. Prepare monthly production & sales dlsposaf ‘report.
10% - - 5. Record & file office documents
10% .~ . 6. Types research papers.
10% . 7. Encode project expenses.
5% 8. Buyemergency office supplies. g
5% . . 9. Do other duties that may be assigned by the }2' ; ector of Eco-FARMI

100 %
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";""‘:ACHiNES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
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Lozuerive briefly the general function of the Unit or Section.
Cenducts, meniters and prsmetes research and extensien prejects with enB en
i i aaieixfhaalthﬂmixelﬂeﬂ,_t_eszgnd;mm&_ _;pp_; ach.

~irme briefly the general function of the position.
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2 Y dic ;:te the required qualifications by years and kind of educativn considzrad im0 ling up
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so:fen: Completion of 2 years studies in college.

ience:

nies or cailificalss required to do this work,
CSC Sub=-prof, eligibility.
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