Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1 ,s.2017)
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[ Province [ 1st Class [ 5th Class
City [J 2nd Class [ 6th Class
I Municipality 3rd Class [0 special
4th Class
VISAYAS STATE UNIVERSITY NARC

NARC VSU, BAYBAY CITY, LEYTE
P13,572.02 ACA/PERA P2,000.00

DIRECTOR DIRECTOR
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Executive / Managerial |
Supervisors O
Non-Supervisors
Staff

General Public
Other Agencies
Others (Please Specify):

Office Work
Field Work

Provides support services to the Instruction, Research and extension.
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None Required None Required

i Exenphfymglntegnty and Professnonallsm demonstrates high standards of professaonal behawour adhenng
to ethical as well as moral principles, values, and standards of public office

2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer
|satisfaction

3. Communication Savy - Effectively dslivers messages that simply focus on facts or information;

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

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.

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

1 Ad'mmstrahve Sennoes Management— Develops pmgrams and prqects and mobmzes and manages resouroes
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

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

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

4. Use of Information and Communications Technology (ICT)- Implements the effective identification, selection,
|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

33. Waste Management- Implements and ensures the effective waste segregation, collection, disposal through
eholders’ awareness and empowenment in accordance with Republic Act 9003 that lead to cleaner and
r University adherence to national and intemational sanitation and

Percentage of Working (State the duties and responsibilities here:)
Time
23% 1. Prepares Government Standard Forms - Trip tickets, RIS,

Travel Orders, Itenerary of Travel, Certificate of travel
completed, cash advances, liquidation reports, DTR, payrolls,
application for leave, purchase request, purchase order,
obligation request/budget utilization request, disbursement
voucher, inspection and acceptance report,
claims/reimbursement, job order, job request, accomplishment
reports, VAT certificates, etc.

18% 2. Records incoming/outgoing documents communications,
consolidates/binds NARC documents/files
15% 3. Customer Assistance Services - assists/entertains NARC walk-

in visitors in the exhibit areas and in-charge in monitoring
products displays at the VSU TechnoMart/Pasalubong Center

and exhibits outside VSU

10% 4. Secretariat Work - encodes office documents and prints
copies as requested by NARC staff

5% 5. Prepares/facilitates signing of internai ciearance from office
accountability

3% 6. Attendabce to meetings, trainings/seminar/workshop

26% 7. Other Services: Book plane tickets for NARC staff on official

travel, send official communication thru telephone and fax
machine, photocopying/printing services, committee assigments,
manage/records/monitors NARC handicraft/fibercraft products
and makes financial reports every six months operation

the performance and behwa expectations contained herein.
MARIA A A. FLORES

Employee's Name, Date and Signature
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