REPUB%&QCQE Fg@mP§6@I€PINES 1. NAME OF EMPLOYEE ;
(Position Description Form) Omega Randy Gorgonio
(Family Fzz2) (Givea Hame) (Middle Mame)
2 DEPARTMENT, CORPORATION OR AGENCY/LOCAL 3. BUREAU OR OFFICE
GOVERNMENT
5 : Visca
Visayas State College of Agriculture
4. DEPT. /BRANCH/DIVISION 5. WORK STATION/PLACE OF WORK
BIDANT Baybay, Leyte
6a. PRES. APPRO. 6b. PREV. APPRO Ta. SALAKY P.A.:
ACT/ ACT/
BOARD RES/ BOARD RES/
ORD. NO. ORD. NO. 7b.. OTHEX COMPENSATION:
ITEM NO. ITEM NO. o :
8. OFFICIAL DESIGNATION OF POSITION 9. - WORKiNG PROPOSED TITLE
Data Entry Machine Operator I ‘ :
10. WAPCO CLASSIFICATION OF THIS POSITION 11. OCCUPATION GROUP TITLE
; (leave blank)

12.  FOR LOCAL GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT AND UNIT’S CLASS

MUNICIPALITY [x] ' CPIYH 1 - PROVINCE £ 1
1st 2nd 3rd “4th 5th 6th
[x] i1 [1] 53 i1 {1

13. STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please
attached additional sheets.

Percent of
Working Time

DU B §

257

2

3e

4.
56

Enters sectoral plan of ViSCA-BIDANT covered satelldite state
college and CHED supervised schools and municipalities and
-barangeys of ViSCArBIDANI's.cgichmenteareas -~ ~I[r o

r ~ -t o T oy
MO & e 5

Enters and updaté municipal aﬁélbaréngayf§!0f$ie.~~'

Document activities undertaeken among satellite state colleges
end CHED supervised schools, runicipalities and barangayse

Lesists in the collection of data for the -BIDP.

Assists in the preparation of training related materials for the
formulation/reprogramming of BIDP.




4. POSITION I‘II[E OF IMMEDIATE SUPERVISOR | 15. m m& I“:E ~OF NEXT HIGHER : g

s

' o v ¢

Deputy Project Director Project Director
16. NAMES, TITLES AND ITEM NOS. OF THOSE YOU D'IRECI;LY SUPERVISE (if nove th; (7), list oaly
by their ites nos, and titles)
17.  MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
. Comfiuter/fypewiiter, ballpen, pencil
18. CONTRACT 19. WORKING CONDITION
Occasional Frequent Normal Working Condition [ X]
General Public [ 1 [x1 Field Work [ x]
Other Agencies [x] F Field Trips -]
Supervisors ) [x] Exposed to Varied Weather [ 1
Management $ ol [x] Others (Specify) ¥ )
Other (Specify) £ ) il
20. I CERTIFY that the above answers are accurate and complete.
Sept. 1, 1998 /RANDY G4 \CMEGA
Date , Signatuge)of Employee
21. Describe briefly the general function of ‘the Unit or Section.
Research and Extension
22. Describe briefly the general function of the position.
Data Encoder
23a. Indicate the required qualifications by years and kind of education considered in
filling up a vacancy for this pasition. {Keep the position in mind rather than
the qualifications of the present incumbent. This item should be filled for all
positions other than teaching).
Education: Completion of 2 years studies in college or High School Grduate |
e Wit h pelevant voeatd onal/trade‘cmrse. i
Experience: pone requi red :
23b, Licenses or certificates required to do this wark, if any. vj
24. I HEREBY CERTIFY that the above answers are accurate and complete.
» . ) '/f ‘
Septe 1, 1998 NTONIA ECTITA Y, SANDOVAL
Date Sig e and Title of Immediate .
Supervisor ;
25.  APPAOVED: _ : Yo A
Sg:).- /%é)
Date /7 Head of Agency




