Republic of the Philippines
POSITION DESCRIPTION FORM
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[ 1st Class [ 5th Class
[ 2nd Class [ eth Cilass
O 3rd Class [ special
[ 4th Class

ACA PERA P2,000.00

ITEM NUMBER

Executive / Managerial ’ General Public 2]

Supervisors Other Agencies O
Non-Supervisors O Others (Please Specify): Admin Offices [ / ] Frequent
Staff O

Provide quality and world-class education, generate and disseminate relevant knowledge and technologies, and satisfy the
needs and applicable requirements of the industry, the community and government sectors who are in need of quality
graduates and technology ready for commercialization.

Completion of 2 years
studies in college

Career Service (Sub-Prof) First
Level Eligibility
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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

behaviour and style appropriately in dealing with change.

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

1 AdrumstratrveSemcesManammem Developspmgm:saldprqects mdmobmzesmdmages
mmmmmsnmtowmmwmmmdmmmmaud
Jthe 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 government
policies, transactions and effective management of the university operations.

3. Facilitation - Guides the exchange of information and ideas in an interactive session designed to meet defined
objectives

4. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures
which govem the execution of tasks, activities, or projects, in order to ensure work is accomplished and required

results 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.

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

{State the duties and responsibilities here:)

1. Performs the day-to-day duties and responsibilities of an
administrative staff in support to the operations of the Department
of Pure and Applied Chemistry (DoPAC)

15% 2. Maintain and update the Records and Documents of DoPAC
following the 1SO 9001:2015 standard

10% 3. Provide administrative support in the maintenance of the
DoPAC building and its facilities following the 5S principles

10% 4. Assist in the preparation of research results, annual reports,
|EC materials, and other related documents of the unit

5% 5. Entertain visitors and clients and assist their needs

5% 6. Do other relateds activities as required by the unit head

|the performance and behavior/conduct expectations contained herein.

| have received a copy of this position description. it has been discussed with me and | have fi

£ fhrsea

ELIZABETH S. QUEVEDO
Supervisor's Name, Date and Signature

Jsatisfaction 2
3. Communication Savy - Effectively defivers messages that simply focus on facts or information; 2
L4. lnwmmmwmjmmmwmmmﬁmumm 2
and 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, 2

ly chosen to comply with
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