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» Facnhtate govemance of the university through its function as thesecretanat and admmlstratlve arm of the following:
Board of Regents (BOR) University administrative and academic counculs and other related commlttees

Under direct superwsnon she shall provide professwnal/admlmstratlve support and secretanat services to the Board of Regents
(BOR) Umversuty administrative and academic councils, and other related committees.

Career Servi (Pofessional)
Second Level Eligibility

1 Exemphfylng |ntegnty and Professxonallsm demonstrates hlgh standardsof professional behav:our adhenng 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

Isatisfaction -
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,

Ibehaviour and style appropriately in dealing with change. 2

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

1 Admmlstatnve Serwoes Management- 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
the different offices/colleges/departments/centers in particular
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2. Facilitation - Guides the exchange of information and ideas in an interactive sesamdeﬁned 3
objectives .
3. Process Management - Develops, formulates and reviews for enhancement promsmi% and procedures 3
which govern the execution of tasks, activities, or projects, in order to ensure work is aegemplished and required

Iresults are delivered effectively and efficiently; adopt measures to drive compliance; be proactive in responding to
opportunities for improving/streamlining based on experience, feedback, emerging technologies and new direction.

4. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its 3
ongoing activities are still aligned with the intended direction of achieving the set goals and objectives.

5. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection, 3
acquisition, development, utilization, and protection of technologies. In accordance with the mandate of the unit,
that will result to efficient and effective delivery of services by ensuring responsiveness to the needs of
stakeholder.

I6. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate 3
strategies and methodology to arrive at sound decisions in a learning environment

7. Report Writing - Prepares and produces reports and other documents such as proposals, policies, guidelines or 3
Jprocedures and manuals in a clear, concise and coherent manner and in accordance with VSU standards that
ensures proper documentation and presentation of information for an effective and efficient information utilization
and management.

8. Peer Mentoring -Develops and equips junior faculty for higher level position through learning by observing and 3
doing; collaborative teaching, research and extension activities; partnership in writing publications and participation
in conferences and technical fora, so that VSU’s academic excellence will be sustained.

s
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1. Tﬁihking Sifatégicé"y and C'feétivély- Dreams and envisions what the future looks like for the univ;ay, thinks
dimensionally, crafts strategic goals and strategies to attain that future, identifies connections that are not

obviously connected and comes up with new and creative ideas to enhance organizational effectiveness and 1
responsiveness
2. Creating and Nurturing a High Performance Organization- Creates a high performing organizational culture that 3

lis purpose driven, results-based, client focused and team-oriented

3. Leading Change- Generates genuine enthusiasm and momentum for organizational development and change
Jby engaging and involving groups and stakeholders to understand, support, commit and own the change agenda 1
and to advance and sustain same for organizational effectiveness.

4. Building Collaborative and Inclusive Working Relationships- Builds a network of reciprocal, high trust and
synergistic working relationship among employees within the organization and across other government and non-

government organizations to leverage and maximize opportunities for strategic partnership with external 1
Jstakeholders

5. Managing Performance and Coaching for Results- Creates an enabling environment which will nurture and

sustains a performance based coaching culture for increased effectiveness of employees and a strong focus in 3

developing people for current and future needs thru an active and continuing staff development program for

| €01

(State the duties and '

sponsibilities here:)
Time

Act as Secretary, who shall serve as such for both Board of
Regents and the University and shall keep all records and
proceedings of the Board; Communicate to each member of the
Board notices of meeting.

Coordinates meetings and prepares notices, agenda folders,
minutes, excerpt of meetings and resolutions of action of the
Board of Regents, Academic Council, Administrative Council,
Management Committee.

40%

30%

Prepare annual academic calendar of activities of the University

0
10% and keep full and accurate records of the University.

Disseminate to concerned parties/units the actions and/or
10% resolutions passed by the Board on submitted 3
proposals/requests.

Prepare drafts of official communication/letters from the Office of
5% the President to CHED and other agencies in the government of 3
to agencies abroad.

Do other duties as prescribed in the BOR Resolution No. 14 s.
2006

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

¥/
PR . YEPES, EdD
Employee's Name, Date and Signature Supervisor's Name, Date and Signature
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