Republic of the Philippines
POSITION DESCRIPTION FORM

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

ADMINISTRATIVE AIDE il (UTILITY WORKER i)

ADA3-195-2004
] Province
City
[ Municipality

[]1st Class [ 5th Class
[J2nd Class [ éth Class
[13rd Class [ Special
[J4th Class

Office of the Dean of Student

Office of the Dean of Student
2 ’—-"—* ‘- : ,L ISION g s e R { TN FLAL U WL S s ek g e R

VSU, BAYBAY CITY, LEYTE

SENT APPROP ACT [10. PREVIOUS APPROPACT ___[11.

_SALARY AUTHORIZED [12. OTHER COMPENSATION _

NA NA

P13, 572.00

ACA/PERA P2,000.00

Dot i addsiRind O
o e —

Dean of Students

(If more thn sewe (7) lt nlyby then' ttem numbers and trtles)

POSITION TITLE

ITEM NUMBER

Executwe / Managenal
Supervisors
Non-Supervisors

=) General Pubhc v
Other Agencies O
Others (Please Specify):

e e

Office Work

O
O
Staff O
O
Field Work O

Otl'\er/s(Please Specrfy )

Provides support services to the Dean of Students and other ODS Staff




Do messengerial, follow up office documents; cleaning of office surroundings and performs other function as assigned by the
Dean of Students and other office staff.
__21b. _21d. il
None required
Elementary School : . .
. 2013 - Cat.
Grachsile None Required None Required (MC 10's. 2013 - Cat. lll)
1. Exemplifying Integrity and Professionalism - demonstrates high standards of professional behaviour, adhering to
thical 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
Jsatisfaction 2
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-
related problems 1
1. Administrative Services Man t- 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 1

the different offices/colleges/departments/centers in particular
F. Documents and Records Management- Applies and adapts records management standards related to the cycle

f records in the university which are conducted to achieve adequate and proper documentation of government 1
policies, transactions and effective management of the university operations.

3. Waste Management- Implements and ensures the effective waste segregation, collection, disposal through
eholders’ awareness and empowsrment in accordance with Republic Act 9003 that lead to cleaner and

greener University adherence to national and international sanitation and pollution level standards. 1
rcentage of Working (State the duties and responsibilities here:)
Time
25% Daily Cleaning of Offices at ODS 1
20% Daily Cleaning of Office surrounding & ground & CRs 1
40% Messengerial within the VSU campus 1
15% Performs other function as assigned by superiors and other 1
office staff.

| have received a copy of this position description. It has been discussed with me and | have freely chosen to comply withJ

the performance and behavior/conduct e tions contained herein.

PEDRO O. ALKUIN LR 10, JR.
Employee's Name, Date and Signature Supervisor's Name, Date and Signature




