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Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1, s. 2017)
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Computer Programmer |
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VISAYAS STATE UNIVERSITY

Information and Communications Management Center
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Information and Communications Management Center

VSU, BAYBAY CITY, LEYTE

. PRESENT APPROP ACT 110. PREVIOUS APPROP ACT

11. SALARY AUTHORIZED |12. OTHER COMPENSATION

P1085.32/day

13.

POSITION TITLE OF IMMEDIATE SUPERVISOR

14. POSITION TITLE OF NEXT HIGHER SUPERVISOR

ENGINEER i

VICE-PRESIDENT

15.

POSITION TITLE, AND ITEM OF THOSE DIRECTLY SUPERVISED

(if more than seven (7) list only by their item numbers and titles)

POSITION TITLE

ITEM NUMBER

18

MACHINE EQLUPMENT TOOL S ETC LISED REGLL ARL Y IN PERFORMANCE OF WORK

==

Desktop Computer, Laptop, Servers, Access Point, LAN, Internet, Intranet, Routers and Switches
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17a. Internal | Occasional | Frequent | 17b. External | Occasional | Frequent
Execulive / Mariageriai | |5 B |5 |Generai Pubiic | 5] | il
Supervisors Other Agencies O ]
Non-Supervisors v | & Otners (Piease Speciy):
Staff | |
18. WORKING CONDITION
Office Work | ! O  |Other/s (Please Specify) }
Field Work ; O i
| |

19. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION

Provides support services to the Top Management, Students, Staff &Faculty through the use of ICT and Information

Systems developed




20. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary) -
Vanage ana Develop mrormaton Systems 10 be Used 1or easy transcaton 101 VSU SIaKe Nolaers .

Superwce mstallatuon and maintenance of hardware and software needed for the MIS

21 QUALIFICATION STANDARDS
21a. Education 21b. Experience 21c. Trainlng 21d. Eligibility
College Graduate None Required None Required None Required

| ,
21e. Core Competencies Competency Level
1. Exempiifying integrity and Professionalism - demonstrates hign stanaards of professionai benaviour, adnering
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
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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 <

5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thinking,
Leliavioui aiid Styis appiopiaisty in aeaniig with Gliange.

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-
related problems 1

21f. Functional Competencies COmpetency Level
1. Administrative Services Management- Develaps programs and proiects. and mabilizes and manages 1 i

resources, both material and human, in order to fully achieve the set objectives and targets of the university in
neneral and of tha diffarant affices/enllanes/danartmants/canters in narticular

2

2. Documents and Records Management- Applies and adapts records management standards related to the 1
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 1
objectives

4. Process Management - Develops, formulates and reviews for enhancement processes, policies and 1
procedures which govern 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 1
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Percentage of WOrklng (State the duties and respons:bllltles here: )
Time
25% 1. Prepares message drafts for the President 1

25% 2. Manage VSU Web page 1
25% 3. Assist report preparation for the office 1

10% 4. Submit articles for VSU web page 1

10% 5. Assist in the preparation of multimedia communication of the
office 1

5% 6. Host several univeristy activities 1
232 ACKNOWI FDNGMFENT AND ACCFPTANCE-

| have receiyed a copy of this position description. It has been discussed with me and | have freely chosen to comply with

the performance vior/conduct expectations contained herein. e e g
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Empioyee's Name, Date and Signature L Supervisor's/l‘ame, Date and Signature




