Renuhlic of the Dhilippine:
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DBM-CSC Form No. 1
(Revised Version No. 1,s.2017)
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15.

POSITION TITLE, AND ITEM OF THOSE DIRECTLY SUPERVISED

(if more than seven (7) list only by their item numbers and titles)

FOSITION TiTLE
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16.

MACHINE, EQUIPMENT, TOOLS, ETC., USED REGULARLY IN PERFORMANCE OF WORK

HANDICRAFT TOOLS, MOULDERS

17. CONTACTS / CLIENTS / STAKEHOLDERS
174, hiteuia i Otoasonar | Dewaea 1T, Careinal | Ctvasivnas | tveqacn:

Executive / Managerial O |} General Public O [l
Supanvicare A (! Other Agaencias (! i
Non-Supervisors O Others (Please Specify):
Staff 1

18. WORKING CONDITION
Office Work [ | Other/s (Please Specify)
Field Work B O

19. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION

Provides support services to the Instruction, Research and extension.
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Provides support services to the Instruction, Research and extension functions of the unit.

21. QUALIFICATION STANDARDS
21a. Education | 21b. Experience | 21c. Training | 21d. Eligibility

Completion of 2 years

studies in collee None Required None Required

|

21e. Core Competencies Competency Level

1. Exemplifying Integrity 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
satisfaction
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4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
and clients, and work well in a team to achieve results

9. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
behaviour and style appropriately in dealing with change.

6. Gender-responsive management -  Promotes gender equality and women empowerment to address gender-
related problems

21f. Functional Competencies
1. Administrative Services Management- Develops programs and projects, and mobilizes and manages resources, 1
both material and human, in order to fully achieve the set objectives and targets of the university in general and of
the different offices/colleges/departments/centers in particular

~x

2. Documents and Records Management- Applies and adapts records management standards related to the cycle 1
of records in the universitv which are conducted to achieve adequate and proper documentation of aovemment
policies, transactions and effective management of the university operations.

3. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate 1
strategies and methodology to amive at sound decisions in a leaming environment

4. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection, 1
acquisition, development, utilization, and protection of technologies. In accordance with the mandate of the unit,
that will result to efficient and effective deliverv of services by ensuring resnonsiveness to the needs of
stakeholder.

33. Waste Management- Implements and ensures the effective waste segregation, collection, disposal through 1
ctakehnldere’ awaranace and emnawerment in accardanca with PQ.nv thlir Art QNNR that lead tn cleaner and

greener University adherence to national and intemational sanitation and pollution level standards.
22. STATEMENT OF DUTIES AND RESPONSIBILITIES {Technical Competencies) Competency Level
Percentage of Working (State the duties and responsibilities here:)
Time

1. Develops new design of handicraft from abaca waste 1

2. Conducts/serve as resource person for skills training on abaca

handicraft 1

3. Makes handicraft products from abaca waste and other novel
abaca-based products for display/exhibit

4. Assesses/evaluates the quality of the trainees, weaver's
finished products
5. Records all finished products and issue log slip to the weavers

6. Briefs walk-in visitors at the handicraft/workshop area and
lperiomls oliter duties assigned vy the immediate supervisor I

23. ACKNOWLEDGMENT AND ACCEPTANCE:

I have received a copy of this position description. It has been discussed with me and | have freely chosen to comply with
the performance and bghavior/conduct expectations contained herein.

éper isor's Name, Date and Signature
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