Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1,5s.2017)

VISCAB-ADA6-113-2004

[J Province [] 1st Class [ 5th Class

City [ 2nd Class [] 6th Class

[ Municipality [J 3rd Class [ Special
[ 4th Class

VISAYAS STATE UNIVERSITY

MOTOR POOL SERVICES

ADMINISTRATIVE AIDE VI
(Mmecsanic 1)

PHYSICAL PLANT OFFICE

VSU, BAYBAY CITY, LEYTE

P17,007.00

ACA/PERA P2,000.00

DIRECTOR, PPO

Executive / Managerial 2
Supervisors O
Non-Supervisors O
Staff O

Ofﬁceork

Field Work _

Provides support services to the office Head & Director

eral uhc :
Other Agencies O

Others (Please Specify):




1 year of relevaht experience None Reqﬁt’red

1 Exetnplifying Inteétity and Professionalism - demonstrates high standards of professional behaviour, adhering to

ethical as well as moral principles, values, and standards of public office 2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer

e 2
satisfaction
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
and clients, and work well in a team to achieve results 2
5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
behaviour and style appropriately in dealing with change. 2
6. Gender-responsive management - Promotes gender equality and women empowerment to address gender- 3

related problems

R TP R E I —

(1 Risl{ Managemént-”Ensures ihplémentaﬁon of effective identification of hazards in the workplace and develop
plans 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
of any risk.

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

3.Maintenance and Management Develops maintenance planning and operation monitoring to effectively and
efficiently deliver repair/maintenance services for buildings, facilities, equipment, machineries and vehicles.

Percentage of Workmg f e (State the dutles and respons:bllrtres here. )

Time
30% 1. Engine Overhauling/Repair
40% 2. Under Chassis Repair
15% 3. Operate Hydraulic Equipment
10% 5. Driving
5% 6. Cleaning of Motor Pool Surrounding
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Employee’s Name, Date and Slgnature Supervisor's Name, Date and Signature
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