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CONTRACT OF SERVICE FOR INDIVIDUAL JOB ORDER WORKER

KhJOW ALL MEN BY THESE PRESENTS:

This Agreement entered into by and between:

The Vi$AYAS STATE LJNIVERSIT'Y, an institution of higher iearning established under
Fresidentiai Decree No. 47S es amended by Fresidential De*ree No. 700 and converted int* *
state univei"sity by vlrtue of R*pubiie Act Nc. 3158 ancj renamed as Vi*ayas State University hy
virtue cf Republic Act No. S347, with prirreip*! offi*e at Eeybay *ity. Leyte, duly repres€nt€d hy
its President DR. EDGARDC E" TULIN, hareinafter referred to as rhe FIRST PARTY;

and-

ALMA F. GOFREDO, of legal age, married, Filipino, and with residence and postai
address at Brgy: Gacat Baybay, City, Leyte, Philippines, hereinafter referred to as the SECOND
PARTY;

WITNESSETH:
WHEREAS, the FIRST PARTY is in need of persons who can provide administrative

support services which cannot be performed by the existing regular manpower/employees of the
specific u nits/de pa dments/centers with in the u niversity;

WHEREAS, the SECOND PARTY, possesses the required qualification and expertise
needed by the hiring departmenUcenterlunit/office and is willing to provide the services needed;

NOW, THEREFORE, premises considered, the parties hereto hereby agree as they
have agreed under the terms and conditrons. as follows.

The FIRST PARTY hereby contracts the services of the SECOND PARTY as Admi&
Aide ilClerk to perform the functions and deliver the following outputs as follows:

1. Prepares all financial and personnel documents (e.9. Reimbursement, liquidation, cash
advance, DTR printing, vouchers, payroll, travel documents, etc.

?. lVlaintains cleanliness and orderliness in the office and reception area"
3. Frepares faculty report of actualteaching load and classroom utilization.
4. Caordinates office and administrative activities particularly storing, retrieving and

inteq rating information.
5. Disseminates department and university initiated meetings and seminars.
6. Receives and relays IP messages and telephone calls for faculty and staff.
7. Perforrns Messengerial work.
8. Maintains a systematic filing system of office records.g. Facilitates printing of grade sheets as requested by faculty members.
10. Receives and records incoming and outgoing documents for the department.
11. Performs other functions as assigned by the department head.

THAT when the work demand for travel, the SECOND Party shall be entitled to payment
of travel expenses (per diem and fare) when travelling on official business within the country
subject to existing governrnent accounting rules and regulations and to pertinent VSU policies
and rules governing otficial travel.

THAT the SECCIND PARTY shall abide by the rules and regulations of the FIRST
PARTY and the terms and conditions as provided for in this service contract and performs the
above-listed functions for a total of 15 days per month at not less than S hours per day based on
the work schedule as prescribed by the hiring department/office/centerlunit;

THAT for and in consideration of the foregoing service, the FIRST PARTY binds itself to
pay the SECOND PARTY in the amount of File Hundled Fifty-Three Pesos atd fortv Gentavgs
iP553.40) per day inclusive of ten percent (10%) premium.

THAT the SECOND Party will be paid twice a month (per guincena) upon present#ion of
a certification of accomplishments and rendition of actual services issued by the FIRST PARTY
or its duly authorized representative. The above payments will be charged to General Fund
IGF}.
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