1. POSITION TITLE (as approved by authorized agency)
Republic of the Philippines with parenthetical title

POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1,s.2017) ADM'N'STRA-HVE AIDE "I

~ |2._ITEM NUMBER 3. SALARY GRADE

4. FOR LOCAL GOVERNMENT POSITION, ENUMERATE GOVERNMENTAL UNIT AND CLASS

[ Province [ 1st Class [ 5th Class

City [ 2nd Class [ 6th Class

1 Municinality 1 3d Class [ &pecial

[ 4th Class
5. DEPARTMENT, CORPORATION OR AGENCY/ 6. BUREAU OR OFFICE
LOCAL GOVERNMENT
STATE UNIVERSITY & COLLEGES VISAYAS STATE UNIVERSITY
7. DEPARTMENT / BRANCH / DIVISION 8. WORKSTATION / PLACE OF WORK
CASH DIVISION OFFICE VSU, BAYBAY CITY, LEYTE
9. PRESENT APPROP ACT [10. PREVIOUS APPROP ACT 11. SALARY AUTHORIZED [12. OTHER COMPENSATION
N/A P667.18/day ACA/PERA P2,000.00
13. POSITION TITLE OF IMMEDIATE SUPERVISOR 14. POSITION TITLE OF NEXT HIGHER SUPERVISOR
SUPERVISING ADMINISTRATIVE OFFICER DIRECTOR FOR ADMINISTRATIVE SERVICES

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

16. MACHINE, EQUIPMENT, TOOLS, ETC., USED REGULARLY IN PERFORMANCE OF WORK

17. CONTACTS / CLIENTS / STAKEHOLDERS

17a. Internal | Occasional | Frequent | 17b. External | Occasional | Frequent
Executive / Managerial O General Public
Supervisors O Other Agencies = O
Non-Supervisors =3 Others (Please Specify):
18. WORKING CONDITION
Office Work O Other/s (Please Specify)
Field Work O O

19. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION
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20. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary)

21. QUALIFICATION STANDARDS

21a. Education 21b. Experience 21c. Training

21d. Eligibility

Completion of 2 years None Required
studies in college

None Required

None Required

21e. Core Competencies
~£.

Competency Level

workers in the workplace through creating VSU Safety Committee and conducting seminar workshops such that
all faculty and staff will be made aware of the importance of the health and safety in the workplace to avoid job-
related sickness/accidents.

4 l'-., mmAa s oL
A ipli Yy IO QU i snvu'nuunuvb piv

to ethical as well as moral prmclp|es va|ues and standards of public office 2
2. Delivering Service Excellence - Complies with VSU's established standards of service delivery for customer
Jsatisfaction 2
3. Communication Savy - Effectively delivers messages that simply focus on facts or information; 9
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers .
Jand 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,
Eehaviour and style appropriately in dealing with change. 2
6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-

related problems 1

21f Functional Comnatancies Competency Loust

1. Administrative Services Management- Develops programs and projects, and mobilizes and manages 1
Jresources, both material and human, in order to fully achieve the set objectives and targets of the university in

general and of the different offices/colleges/departments/centers in particular

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

aovarnmant nolicies, fransactions and effactive management of the university anaratinns

3. Occupational Health and Safety Management- Ensures implementation of effective health and safety of 1

Hz_‘ STATECMEN 1 OF DU 1IED AND K r\l:br'Ui’!leh.uii:b ( Teciinicai vus"ig téi‘li:iea,

Coimnpeteicy iLevei

Percentage of Working (State the duties and responsibilities here:)

Time

30% 1. Delivers and issues checks to payees, service providers, suppliers and
government agencies like Philhea, Pag-ibig, BOT, CHED and GSIS.

10% 2. Act as messenger who receives incoming and delivers outgoing office
communications and other documents for signature and approval.

i0% 3.8t sact busings it agsrcies fike BOT,
DBM Philhealth, Pag-ibig, CHED and GSIS.

10% 4. Deposits check payments to suppliers and service providers to their bank
accounts other than landbank.

10% 5. Monitors and encodes payment if supplies, materials and telephone bills to their
corresponding worksheets.

15% 6. Assist in the encoding and review of incoming vouchers, payrolls and follow up
general payrolls, remittances and utifity bills payments to avoid delay and penatties.

10% 7. Maintain the cleanliness and orderliness of the office stock room for easy access
of various documents and equipment.

5% Perform other duties assigned by the supervisor.

23. ACKNOWLEDGMENT AND ACCEPTANCE:

| have received a copy G
the performance and b

havi t expectations contained herein.

PETER BEN LAURICE H. URDANETA O\lﬁ'bIZ({
Employee's Name, Date and Signature

position description. It has been discussed with me and | have freely chosen to comply with]
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