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)
KRA 1: PERSONNEL ADMINISTRATION 60%
Form 7 of districts prepared / Form 7 of salary 25% 5 5 5 500 1250
claim checked
Attendance/absences of school personnel
21
monitored and checked vis-a-vis DTRs > 8 i 2 A 02
HR related functions assisted / Payslips
467 0.467
segregated and distributed Al Year Round | - 10% & 5 y :
School Personnels request on Leave
credits/Service Credits coordinated and 10% 4 5 5 467 0.467
communicated
Personnel benefits processed and facilitated 10% 5 5 4 467 0.467
KRA 2. PROPERTY CUSTODIANSHIP 10%
Procuremgnt of supplies and materials in the 8% 5 4 4 433 0347
school assisted
All Year Round
Inventory of Learning Materials conducted 2% 4 3 3 333 0.067
KRA 3. ACCOUNTING RECORDS/REPORTS 20%
Complete attachments per voucher prepared 10% 5 5 5 500 0.500
Monthly MOOE Liquidation Report submitted All Year Round | 5% 5 5 5 5.00 0250
Cash Disbursement Regus?er. RCl and General 5% 5 5 5 5.00 0.250
Ledger prepared and monitored
KRA 4. GENERAL ADMINISTRATIVE SUPPORT 10%
St':lthol Reports/Documents submitted to the Al YearRound| 5% 5 5 5 500 0250
Division Office
Communication letter prepared All Year Round | 2% 5 4 5 467 0.093
Documents for principal encoded All Year Round | 3% 5 5 5 5.00 0.150
Numerical Raling Adjectval Raling 100% Numericel Rating: 4773
4500-5.00 (0) Outstanding Adjectival Rating: 0
350004 499 (VS) Very Satisfaclory
2500-3 499 (S) Satisfactory
1.500-2.499 (U) Unsalisfaclory
below 1499
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