REPUBLIC OF THE PHILIPPINES
~ BC-CsSCFormNo.1 .
(Position Description Form)

1. NAME OF EMPLOYEE
CRUZ . MARIA TEEBSA ACO

(Famity Name) (Given Name) ( Middle Name)

: "~ {TMENT, CORPORATION OR AGENCY/ 3. BUREAU OR OFFICE

i LOCAL GOVERNMENT

: LEYTE STATE UNIVERSITY LSu

54. DEPT /RRANCH/DIVISION |5 WORK STATION/PLACE OF WORK
ACCOUNTTNG DIVISION LSU

i

‘Ba. P2=S. APPRO.

' ACT/ ACT/, :
|  BOARD RES/ BOARD RES/
! ORD. NO. ITEM NO.

H

6b. PREV. APPRO - .

7a. SALARY PA.

7b. OTHER COMPENSATION: FERA/ACA

'8, OFFICIAL DESIGNATION OF POSITION
' ACCOUNTANT II

9. WORKING PROPOSED TITLE
ACCOWNTANT IT ’

110. WAPCUO CLASSIFICATION OF THIS POSITION .

11. OCCUPATION GROUP TITLE

MUNICIPALITY [ ]

1st 2nd
[] [ ]

12. ~CR LOCAL GOVERNNMENT POSITION,CHECK GOVERNMENTAL UNIT AND UNIT'S CLASS

(leave blank)
CITY [ ] PROVINCE [ 1
3rd 4th L 6th

[} PP EA L

ztac additicnal shests.

13 <A CMENT OF DUTIES AND RESPONSIBIL ITIES  If more space is needad pic=sa

iPercent of
"Working Tima

DUTIES

F

!

e,
. 108

~40%  Pre-audit vouchers, payrolls and other documents

Post journals to General Ledger
150 Prepares Monthly Trial Balence
Prepares monthly and quarterly schedule of AP/Due and Demandable

5% Prepares quarterly reports required by FMO and Planning Office

5

100%

% Prepares Annual Report to Accountdncy Office
2 Analyze the Accounts Receivable - student accounts
~ 10% Acts as OIC in the abeence of office kead,




114 FOSITION TITLE OF IMMEDIATE SUPERVISOR - 118. POSITION TITLE OF NEXT HIGHER
i : ; ' o SURERVISOR
ACCOUNTANT IV ’ ' DIRECTOR FOR FLIANCE :
= -
1.6, NAMES, TITLES AND ITEM NOS. OF THOSE YOU DIRECTLY SUPERVISE (i more than ( 7 ) list
‘ only by their item nes. and titles) . NONE
17. MACHINES, EQUIPMENT, TOOLS, etc. used regularly in performance of work.
CALCULATOR, JOURNALS, OFFICE TABLES, COMPUTER, ETC,
18. CONTACT 19. WORKING CONDITION
; Occasional Frequent Normal Working Condition X
General Public Bk [] . Field work g 0 1
CUther Agencies [4 [ ; : Field Trips : Ze=Fol
Supervisors 3= ) Exposed to Varied Weather
Management i1 Xj Other's (Speaify) [1
Sthets  (Specify) [1 ; [1 i i
- % |
120 | CERTIFY that the above answers are accurate and complete. 3
. , .
JANUARY 2, 2007 i
E _ Date . Sin-aturz of Employee 1

121, Deceribe briefly the general function of the Unit or Section.

Controls allotment and keeps custlody of Books of Accounts of thke College.

2 Crocibe briefly the general function of the position.

i
Records transaqtions, controls-allotments and expenditures, ete,

23 a Irdicate the required qua!iﬁcations by years and kind of education considered in filing up a
vacancy for this position. (Keep the position in mind rather than the qualifications of the present |
ii.zumbent. This item should be filled for 2l positions other than teaching).

Education:  BACNELOR OF SCIENCE IN COMMBRCE MAJOR T ACCOUNTING
| SPelence: 1 YEAR OF RELSVANT DXPERImci  MRS. OF RELEVANT TRAINING

3%

=57, Licanses er certtificates required to do this work, if any. 2
3 ' CERTIFIED PUBLIC ACCOUNTANT (CPA)

24. | HUREBY CERTIFY that thé above answers are accurate and complete.

RORZRTA C, IEMOS  Aecountant IV
Signature and Tit'e of immediate
" Supen:sor

25 . APPROVED

i <.




