
 



 



 



 



 
Attachment to CS Form No. 212 
 

WORK EXPERIENCE SHEET 

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:     February 04, 2014 – June 30, 2019 
Position:     Administrative Officer IV 
Name of Office/Unit:   Administrative and Finance Services 
Immediate Supervisor:  Mrs. Evelyn D. Abaigar, HRMO III 
    Dr. Ricardo T. Severo, Jr., Campus Director 
Name of Agency  Samar State University Mercedes Campus 
 and Location:   Brgy. Mercedes, Catbalogan City, Samar 
 
List of Accomplishments and Contributions 
 

o Contributed to the achievement of the University as Bronze Awardee in the PRIME-HRM of 
the Civil Service Commission assessment wherein the University reached the PROCESSED-
DEFINED HRM MATURITY LEVEL on it’s competencies, systems, and practices in its four HR 
systems: (1) recruitment, selection, and placement; (2) learning and development; (3) 
performance management; and (4) rewards and recognition. 

o Contributed to the crafting of the different HR and administrative systems / procedures of the 
University. 

o Contributed to achievements of the Samar State University for quality education and customer 
satisfaction such as AACCUP Accreditation, ISO Certification 9001:2015, CHED-PRC Monitoring, 
etc. 

 
Summary of Actual Duties 

 
o Implements administrative policies in conformity with CSC, DBM, CHED, COA and other 

regulating bodies and promotes better employee relation; conducts administrative 
investigation and recommends appropriate disciplinary action against erring employees. 

o Supervises and maintain the operation of the physical facilities of the Campus using the 
Maintenance Program of the Campus. 

o Responsible for the management of the recruitment and selection process in coordination 
with the University HRMO; assist the University HRMO in crafting the Succession Planning and 
Career Development of the personnel through consultation and action planning; 

o Facilitates the training needs of personnel for inclusion to the University’s professional 
development plan and coordinate with the University HRMO for implementation of the 
Learning and Development of the Campus; and 

o Provides assistance in the management of the University and Campus’ programs and activities 
and performs other related functions. 

 

 
 
 
 
 
MA. RIZALINA SEBALLOS-BUGAOISAN 
Applicant 
 
Date: August 1, 2020 
 


