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PERSONAL DATA SHEET
— WARNING: Any misrepretation made in the Personal Data Sheet and the Work Experience SM shall cause the filing of administrative/crimi, gainst the p ned.

Print legibly. Tick

boxes

and use sheet if

READ THE ATTACHED GUIDE TO FILLING OUT THE PERSONAL DATA SHEET (PDS) BEFORE ACCOMPLISHING THE PDS FORM.
i i . Indicate N/A if not applicable. DO NOT

ABBREVIATE.

T

(Do not fill up. For CSC use only]
5 > - Lo 3

2

2 SURNAME SEVILLA y
FIRST NAME ASTERIA NAME EXTENSION (JR., SR)
MIDDLE NAME APOG
3. DATE OF BIRTH
( ) 5/2011957 16. CITIZENSHIP Riipine D Dual Citizenship
[Chyvith [y naturalization
4. PLACE OF BIRTH BRGY. TINAG-AN, ALBUERA, LEYTE - If holder of dual citizenship, Pls. indicate country:
indicate delaﬂs |
5. SEX [(Imate [Z]Female s Tyl v |
6 CIVIL STATUS DSingle Married 17. RESIDENTIAL ADDRESS No. 309 VELARDE ST.
D\Mdowed Dw House/Block/Loi No. Streel
[ Jotherss: TINAG-AN
er/s: i~ B
S‘MVMV VMO &
7. HEIGHT (m) 16 ALBUERA LEYTE
CityMunicipaiity Province
8. WEIGHT (kg) 81 ZIP CODE 6542
9. BLOOD TYPE 0 18. PERMANENT ADDRESS No. 309 VELARDE ST.
House/Block/Lot No. Strest
10. GISIDONO 57052000035 TINAG-AN
Subdivision/Village Barangay
1. PAGIBIGIDNO. 1700-0026-1820 ALBUERA dEyey
CityMunicipality Province
12. PHILHEALTH NO. 13-000014360-0 ZIP CODE 6542
13. SSSNO. NONE 18, TELEPHONE NO. NONE
14. TINNO. 104-770-365 20. MOBILE NO 09062716490
15. AGENCY EMPLOYEE NO V00480 21. E-MAIL ADDRESS (if any) asteriasevilla@yahoo.com
S :
22. SPOUSE'S SURNAME SEVILLA 23 NAME of CHILOREN (Wrte full name and list ) DATE OF BIRTH (mmiddfyyyy)
FIRST NAME DIONESIO seo i s ey ANTONETTE A. SEVILLA-CRUZ 812711989
MIDDLE NAME STA. IGLESIA BENEDICT A. SEVILLA 41211991
OCCUPATION * SELF-EMPLOYED FRANCIS A. SEVILLA 512411994
EMPLOYERBUSINESS NAME - {NIA
BUSINESS ADDRESS N/A
TELEPHONE NO. N/A
24 FATHER'S SURNAME APOG
FIRST NAME FRANCISCO ol St ]
MIDDLE NAME LUMBA
25. MOTHER'S MAIDEN NAME
SURNAME VELARDE
FIRST NAME FORTALIZA
MIDDLE NAME TABUDLONG
S = PERIOCD HIGHEST LEVEL/ YEAR SCHOLARSHIP!
- LEVEL NAME Or-SCHOOL BASIC EDUCATIONDEGREE/COURSE . UNITS EARNED | GRADUATE | ACADEMIC HONORS
(Write in full) (Write in full (if not graduated) D RECEIVED
From To
ELEMENTARY TINAG-AN ELEMENTARY SCHOOL PRIMARY EDUCATION 1963 1969 N/A 1969 | SALUTATORIAN
SECONDARY DAMULAAN BARANGAY HIGH SCHOOL HIGH SCHOOL 1969 1973 NA 1973 3RD HONOR
VOCATIONAL /
b ot ST. PETER'S COLLEGE OF ORMOC DIPLOMA IN SECRETARIAL SCIENCE 1973 1975 N/A 1975 none
COLLEGE |ST. PETER'S COLLEGE OF ORMOC BS COMMERCE 1977 1981 N/A 1981 none
© GRADUATE STUDIES NA lm NA NA NIA N/A N/A
P (Contis on sep sheet if Y
SIGNATURE o DATE
Astena ~ A St SePT._G W[z
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SERVICE ELIGIBILIT i S S e
27.  CAREER SERVICE/RA 1080 (BOARD/ BAR) UNDER . i DATE OF i, e st
SPECIAL LAWS/ CES/ CSEE b EXAMINATION / PLACE OF EXAMINATION / CONFERMENT I Dateof
BARANGAY ELIGIBILITY / DRVER'S LICENSE CONFERMENT Validty
CAREER SERVICE PROFESSIONAL 700 6118/1978 TACLOBAN CITY NIA NA
A
28 INCLUSIVE DATES : oo s
(mmiddyyyy) vPOSIT!ON TITLE DEPARTMENT l AGENCY / OFFICE / COMPANY MONTHLY sppicable)t STEP STATUS OF SERVICE
(Write in fullDo not abbreviate) (Write in fulfDo not abbreviate) SR | Ty | APPomTMENT e
From To NCREMENT .
1112017 Present Administrative Officer I Visayas State University 21,058.00 17 Permanent Y
12/8/2016 12/31/2016 Administrative Officer Il Visayas State University 20,362.00 1-7 Permanent ¥
11112016 121712016 Administrative Officer Il Visayas State University 2014200 116 Permanent Y
12182013 |12131/2015 Administrative Officer Il Visayas State University 19,495.00 116 Permanent Y
lBI1I2012 121712013 Administrative Officer Il Visayas State University 19,302.00 115 Permanent Y
fonort  [ss0n2 Administrative Officer II Visayas State University 179400| 115 | Permanent | Y
12/8/2010 513112011 Administrative Officer Il Visayas State University 16,687.00 11-5 Permanent ¥
612412010 121712010 Administrative Officer Il Visayas State University 16,419.00 114 Permanent Y
71112009 6/23/2010 Administrative Officer Il Visayas State University 15,072.00 14 Permanent Y
JPHEEE0 | OF3ZGES RGNS tauve OTHoei i Visayas ~State Uiniveisity iS7Z000)  ~Tied ‘Permmameni - i
12/8/2007 6/30/2008 Administrative Officer Il Visayas State University 12,478.00 114 Permanent !
71112007 121712007 Administrative Officer Il Visayas State University 12,175.00 114 Permanent Y
12/8/2004 6/30/2007 Administrative Officer Il Visayas State University 11,068.00 11-3 Permanent Y
Trz1z2008  |1277r2008 Administrative Officer II Visayas State University 1079800 112 | Permanent | Y
12/8/1998 11/30/2004 Administrative Officer | Visayas State University 10,788.00 11-2 Permanent Y
feneiee7  |12i71998 Clerk IV Visayas State University 754000 82 Permanent |
71111989 6/1511997 Clerk lll Visayas State University 832100) 65 Permanent Y
9/16/1983 6/30/1989 Clerk | Visayas State University 762.75 3 Permanent Y
181983 ort51983 Clerk Typist Visayas State University %200 Casual Y
121978 [s/201982 Court Stenographet | Municipal Trial Court 700.00 Temporary Y
1812611975 11MH97R Court Clerk Stenographer | Municipal Trial Court 38833 Temnorary Yy
2
TConliiss ois O30 SHo0L 1 6% 0557
SIGNATURE ’A‘SW I A SEVILU DATE S EPT b ésw ! ; |




e :1%;,;;}; e

e st ot S R o -
NAME & ADDRESS OF ORGANIZATION INCLUSIVE DATES
{Wite in ful) (mmvddryyyy) NUMEER OF HOURS POSITION / NATURE OF WORK
From To
LNONE N/A NA NA NA
(Conuiue un separaie siheel i/ necessary)
INCLUSIVE DATES OF L Type of LD
30 TITLE OF LEARNING AND DEVELOPMENT INTERVENTIONS/TRAINING PROGRAMS ATTENDANCE NUMBER OF HouRs | ( Managerial CONDUCTED/ SPONSORED BY
(Write in full) (mméddiyyyy) Supervisory/ (Write in fulf)
Technicalleic)
From To
lSemlmr-Womhop on Office and Records Management 7162017 772017 160 Technical Visayas State Univesity
lEnmnmnnt Seminar-Workshop on Internal Quality Audit 3212017 * 13132017 16.0 Technical Visayas State Univesity
ISanlmr-Workshop on 5S-Kaizen for Quality Improvement 21712017 21712017 8.0 Technical Visayas State Univesity
[Awareness Seminar on ISO 9001:2015 112012017 112112017 16.0 Technical AJA Registrars
llnhma! Quality Audit Training 11712017 3119/2017 24.0 Technical AJA Registrars
Iicmmpbm«mnmcm-mwcscmm.u,s.mc IMI!MG 91112016 iao Technical Visayas State Univesity
lHR Records Management Immc 6/3/2016 !8.0 Technical Civil Service C losion
ISINOP 2: A Course on Book Conservation and Print and Electronic Archiving 4/20/2016 412212016 240 Technical Society of Filipino Archivist
ISlemr-Womshop on Records Recovery and Disaster Preparedness 4/23/2014 4/2312014 8.0 Technical National Archives of the Phil.
Training on RA 9184 and l\s Revised IRR 712812012 712812012 8.0 Technical Department of Budget and Management

ORI 0 SEarin et T Ieeassary.

PR,

B RS e PETouste -

9 3% 3 x Y i s

31 SPECIAL SKILLS and HOBBIES 32

NON-ACADEMIC DISTINCTIONS / RECOGNITION

3 MEMBERSHIP IN ASSOCIATION/ORGANIZATION

(Write in full) (Write in i_)
Stenography Exemplary Non-Academic Performance Award ( Non-Supervisory Level) VSU Administrative Personnel Association
Typing/encoding VSU Credit Cooperative
Reading magazines, etc
T e )
. DATE
SIGNATURE } SEPT
Mg A SEVILLB 1 B2V Y b -




34, Are you related by consanguinity or affinity to inting or recommending authority, or to the
chief of bureau or office or to the person who has immediate supervision over you in the Office,
Bureau or Department where you will be apppointed,

a. within the third degree?
b. within the fourth degree (for Local Government Unit - Career Employees)?

'

[C] ves
[ ves

If YES, give details:

[Z] no
[4] no

35. a. Have you ever been found guilty of any administrative offense?

(] ves

If YES, give details:

[¥] no

b. Have you been criminally charged before any court? [] ves NO
If YES, give details:
Date Filed:
Status of Case/s:
36. Have you ever been convicted of any crime or violation of any law, decree, ordinance or regulation ] ves NO

by any court or tribunal?

If YES, give details:

31. Have you ever been separated from the service in any of the following modes: resignation,
retirement, dropped from the rolls, dismissal, termination, end of term, finished contract or phased
out (abolition) in the public or private sector?

YES
If YES, give details:

[ no

Resignation, took the review and CPA board exam

38, a. Have you ever been a candidate in a national or local election held within the last year (except D YES NO
Barangay election)? If YES, give details:
b. Have you resigned from the government service during the three (3)-month period before the [ ves NO
last election to promote/actively campaign for a national or local candidate? If YES, give details:

39. Have you acquired the status of an immigrant or permanent resident of another country? [] ves NO

If YES, give details (country):

4. Pursuant to: (a) Indigenous People's Act (RA 8371); (b) Magna Carta for Disabled Persons (RA
7277);, and (c) Solo Parents Welfare Act of 2000 (RA 8972), please answer the following items:

a  Are you a member of any indigenous group?

b.  Are you a person with disability?

¢ Are you a solo parent?

If Q, pYEi:ase specify:
[] ves

[#] no

[<] no

If YES, please specify ID No:

[] ves

If YES, please specify ID No:

[4] no

41. REFERENCES (Person not related by consanguinity or affinity to applicant /appointee)

NAME ADDRESS . TEL.NO.
IDr. Lourdes B. Cano VSU, Baybay City, Leyte 9176341502
IMs. Teresita L. Quifianola VSU, Baybay City, Leyte 9981517122
Engr. Celso Gumaod VSU, Baybay City, Leyte 9176341532

42. | declare under oath that | have personally accomplished this Personal Data Sheet which is a true, correct and
complete statement pursuant to the provisions of pertinent laws, rules and regulations of the Republic of the
Philippines. | authorize the agency head/authorized representative to verify/validate the contents stated herein.
| agree that any misrepresentation made in this document and its attachments shall cause the filing of

administrative/criminal case/s against me.

(Government Issued ID (e Passport, GSIS, $SS, PRC, Driver's License, etc.)
PLEASE INDICATE ID Number and Date of Issuance

iGovernment Issued ID:

Ohpuan

VSUID

| AKema A SEVILU

rDILicensefPasspon No.. V00480

Signature (Sign inside the box)

k)aNPtace of Issuance:  Jan. 2010/Visayas State University September 6, 2017

Date Accomplished

Right Thumbmark

ST TN

SUBSCRIBED AND SWORN to before me this

ATTY. RVSAN 2/ GUINOCOR

UNTIL DEC:Re]

80! 'ﬁéi{smloath

0T ~BAVEAV/LEY IE 2720720

affiant exhibiting his/her validly issued government ID as indicated above.

MCLE Comp., NO. v~
ROLL OF ATTORNE

SAN CITY ~ 42749748
000"'7&?."‘~07/201“
YS NQ. 574967
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Attachment to CS Form No. 212 @} ~

Instructions: 1. Include only the work experiences relevant to the position being applied to.

2. The duration should include start and finish dates, if known, month in abbreviated form,
if known, and year in full. For the current position, use the word Present, e.g., 1998-
Present. Work experience should be listed from most recent first.

Duration: December 1, 2014 to present

Position: Administrative Officer IlI

Name of Office/Unit: Records Office & Archives Center

Immediate Supervisor: Dr. Lourdes B. Cano

Name of Agency/Organization and Location: Visayas State University, Baybay City, Leyte

o List of Accomplishments and Contributions {if any):

o Secured approval to dispose records and conducted actual disposal of records in the
presence of Representatives from the National Archives of the Philippines and the
Commission on Audit.

e Summary of Actual Duties:

o Responsible in the custody and safekeeping of the university’s official records and
documents and 201 files of all VSU personnel; proper implementation of records
management activities; directing the inventory of records as well as the evaluation of
records for retention and disposal, maintaining the preservation of permanent records
found in the Archives Center .

U
ASTERIA A. SEVILLA
(Signature over Printed Name
of Employee/Applicant)

Date: Sept. 6, 2017



