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The office supervises and coordinates activities and programs related to the management, maintenance, development
and utilization of the human, physical and financial resources of the University both in the Main and the external
campuses.

Takes charge in the performance of all administrative matters and similar activities of the office. Submits Budget and
A Reports (BFARs) to DBM and se management information on physical and financial datas.
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Career Service (Profession
Bachelor's Degree 3 years of relevant experience None Required Second Level Eligibility)
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1. Exemplifying Integrity and Professionalism - demonstrates high standards of professional behaviour, adhering to
ethical as well as moral principles, values, and standards of public office 2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer 5 .
satisfaction
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
and clients, and work well in a team to achieve results 2
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. 2
6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-

related problems 1

1 Admlnlstrahve Services Managent— Develops programs and projects, and mobilizes and manages
resources, both material and human, in order to fully achieve the set objectives and targets of the university in 2
general and of the different offices/colleges/departments/centers in particular.

2. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate
strategies and methodology to arrive at sound decisions in a learning environment. Level 2

3. Documents and Records Management- Applies and adapts records management standards related to the cycle 3
of records in the university which are conducted to achieve adequate and proper documentation of government
Jpolicies, transactions and effective management of the university operations.

3. 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 3
Ipolicies, transactions and effective management of the university operations.

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 stakeholder.

5. Risk Management- Ensures implementation of effective identification of hazards in the workplace and develop
plans on mitigation, prevention, risk preparedness and responding by conducting a periodic safety inspection,
hazard analysis and emergency drills in accordance with RA 10121 to ensure safety of residents, faculty and staff
of any risk.

6. Report Writing - Prepares and produces reports and other documents such as proposals, policies, guidelines or
procedures and manuals in a clear, concise and coherent manner and in accordance with VSU standards that
ensures proper documentation and presentation of information for an effective and efficient information utilization
and management.

3. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its
fongoing activities are still afigned with the intended direction of achieving the set goals and objectives. L 2

3. Sharing Expertise and Linkaging- Shares technical expertise and links with other institutions through the
fconduct of trainings, seminar-workshops, lectures, conferences and consultancy services to increase knowledge, 9
skills and expertise of clients based on pre and post evaluations.

3. Resource Mobilization Management- Allocates limited resources in an effective manner through efficient
utilization of funds, time, human and other resources to deliver respective tasks and generate solutions to 3
ohallenges in the workplace

Pementage of Worklng T (State the duties and responSIbllftles here:)

Zgz Supervises staff in the performance of assigned task. 1
25% Prepares simple communications and minutes of the meeting. 1
15% Takes charge in the procurement of supplies, preparation of and

other documents including claims for unforseen activites. 1
20% Performs other functions that maybe assigned from time to time. p

| have received a copy of this position description. It has been discussed with me and | have freely chosen to comply with
the performance and behavior/conduct expectations contained herein.
ok

RAQUEL H. DOHILING  sl20z;

Employee's Name, Date and Signature

Page 2 of 2



