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&. OFFICIAL DESIGNATION OF POSITION 9. WORKING PROPOSED TITLE

Instructor 11 Instructor 1T
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FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENT UNIT AND UNIT'S CLASS

MUNICIPALITY k1 CITe- L 1] PROVINCE [ 1
lst 2nd 3rd 4th 3th éth
o Pl £ -3 £ -3 ERE

STATEMENT OF DUTIES AND RESPONSIBILITIES. 1If more space is needed, please attach
additional sheets.

Percent of DUTIES:
sorking
Time
20% 1. Review and evaluate the appointments of research extension personnel for
appropriate action by the Director; :
10% 2, Assist in siudying and reviewing the guiddines and policies on merit promotion
¥ " in cooperation with the Committee on Staff Performance Evaluation;
15% 3. Review and recompute workload assignments of the regular R and E personnel
and determine those with overload units;
10% 4. Assist in coordinating and facilitating the evdluation on performance and
" satisfaction of the job of R and E personnel;
10% 5 Assist in reviewing the staffing pattern of the College department/center/
institute/bffices involved in research and extensionj :
20% 6. Comply data requirements by allied, donor and other outside agenciesj
10% 7. Conduct research and case studies related to Human and Phgsical Resources

elopment and Management; En ; ;
5% 8e %ggfauﬁnother dutle:gand résnon51b111t1es assigned by the Directore
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MACHINES, EBUIPMENT, TOOLS, etc. used regularly in performanca of work.

Computer, record book, stapler wire, stapler, puncher, etc.
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CONTACT ‘ 19, WORKING CONDITION

: Dccasional Freguent
Beneral-Public -~ - = o T Normal Working Condition____x _____._
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Supervisors Lt iad S Field Trips
Management = e
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Describe briefly the general function of the Unit or SBectian.
IDD updates the Director on matters concerning R and D personnel and physical facilities
and recommends to him appropriate courses of action.
Describe briefly the general function of the position.
Updates the Director on matters concerning R and D persomnel and physical facilities
and recommends to him appropriate courses of action.
%a. Indicate the required gualifications by vears and kind of education considered in 410
up & vacancy this position., (Keep the position in mind rather than the qualif..:'i:.
ot the present incumbent. This item should be filled +or all positions other iDL
teaching).
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Education: BS degree with specific area of specialization

Experiencet Not required

1 hereby certify that the above answers are accurate and complete,

L-2v4L : L"‘LI'KZ’P GONZAL f‘h—{"“kb

Date : Signature and Title of Immediate’Buperviser

B e el e e e e L T )

T APPROVED:

Date ’lad of Agency




