Republic of the Philippines
POSITION DESCRIPTION FORM
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(] Province []1stClass [] 5th Class
City []2nd Class [] 6th Class
] Municipality E 3rd Class (] Special

OFFICE OF THE VICE-PRESIDENT FOR PLANNING,
RESOURCE GENERATION AND AUXILIARY SERVICES

OFFICE OF THE VICE-PRESIDENT FOR PLANNING, VISAYAS STATE UNIVERSITY, VISCA, BAYBAY CITY,
RESOURCE GENERATION AND AUXILIARY SERVICES LEYTE

VICE PRESIDENT FOR PLANNING, RESOURCE
GENERATION AND AUXILIARY SERVICES

Executive / Managena L Gnel Public i

Supervisors Other Agencies O
Non-Supervisors Others (Please Specify):

Staff

Office Work Other/s (Please Specify)

Field Work

Provide support services to the Vice-President.

Assists the Vice-President in the collection, keeping, updating and maintaining all data related to planning, income
generation, Housing Commission and other activities by the Office.

CAREER SERVICE  (SUB
PROF.)
FIRST LEVEL ELIGIBILITY

COMPLETION OF 2-YEAR
STUDIES IN COLLEGE

1 YEAR OF RELEVANT
EXPERIENCE

4 HOURS OF RELEVANT
TRAINING
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ethical as well as moral principles, values, and standards of public office

2. Delivering Service Excellence - Complies with VSU'’s established standards of service delivery for customer
Jsatisfaction

3. Communication Savy - Effectively delivers messages that simply focus on facts or information;

4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers
land 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,
behaviour and style appropriately in dealing with change.

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

1' Admlmstrahve Serwces Management Develops programs and pro;ects and moblllzes and' managesresources
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 (Level 1)

2. Critical Thinking and Problem Solving - Analyzes, computes, and interprets results by applying appropriate
Jstrategies and methodology to arrive at sound decisions in a learning environment (Level 1)

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
Jpolicies, transactions and effective management of the university operations (Level 1)

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.
(Level 1)

5. Facilitation - Guides the exchange of information and ideas in an interactive session designed to meet defined
objectives (Level 1)

6. Process Management - Develops, formulates and reviews for enhancement processes, policies and 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.
(Level 1)

7. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its
ongoing activities are still aligned with the intended direction of achieving the set goals and objectives. (Level 1)

8. Waste Management - Implements and ensures the effective waste segregation, collection, disposal through
stakeholders' awareness and empowerment in accordance with Republic Act 900s that lead to cleaner and greener
University adherence to national and international sanitation and pollution level standards. (Level 1)

SONSIBILITIES ( -
EOFUNOSIDILITIE JM ai Lompetencies)

Percentage of Workmg S— (State the duties and responsibilities here:)

Time

5% Leads in the collection of data from other offices, collation and consolidation of
relevant data to create reports for submission to CHED HEMIS.
Keeps and maintains all data for use in planning, income generation, Housing

20% Commission and other activities are regularly updated; all university policies are
kept track and policies relevant to Plannng, Resource Generation and Housing
Commision are filed digitally and in hard copies ready for examination.

20% Collates, updates and maintain a file of memoranda, notices and other
issuances by the Vice President;

15% Collects Annual Reports from different units for submission to the Webteam for
summarizing and editing.
Ensures that historical data and reports are kept and maintained and made

10% g ’ : A
available for review by officials of the university

10% Performs other tasks assigned by the Vice President and the President, to

include acting as Secretary in different University Committees

| have received a copy of this osmon description. It has been discussed with me g
the performance and behavior/conduct expectations contained herein.
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