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COLLECEOFENCINEERINci+rND
TECHNOLOGY
Visca, Baybay City. Leyte 6521-A, Philippines
Telephone No.: (053) 565-0600 (loo 1084)
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Website: www,v3ii ,eclu,Dh

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P

Name of Administrative Staff: Michelle A.  Borleo

Particulars Numerical       I   Percentageweight Equivalent
(1) Ratino (2)I (3) I    Numerical Rating(2x3)

1,     Numerical Rating Per lpcR
I            4.733

70% 3.31

2.     Supervisor/Head`s assessment
4.75                   (\(

Ii                         3 oo/o1

1.425(Of  his contribution towards
attainment of officte
accomplishments

TOTAL NUMERICAL RATING

i                 4.74

TOTAL NUMERICAL RATING:
Add:  Additional Approved Points, if any:
TOTAL NUMERICAL RATING:

FINAL NUMEFtlcAL FiATING

ADJECTIVAL RATING:

Recommending Approval:

Approved:

Outstandinc]

Reviewed by:

VI®'®n:

Mi88lol':
A globally Gompetltjve unlverslty for sclence, technology, and envlronmemal Conservatioti.

Development of a highly Competitive human resource, cutting-edge scientific knowledge
and innovative technoloi|les for sustainable communities and environment.
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VITSuA¥sAS     ©

-,
COLLEGE OF ENOINEERINC AND
TECHNOLOGY
Visca, Baybay City, Leyte 6521-A, Philippines
Telephone No.: {053) 565-0600 (loo 1084)
Email Address:   cat(divsu.edu.p±
Website:±¥.w_w`;=cLgtLt.ysH.jid_ueb.

Instrument for Performance Effectiveness of Administrative Staff

F{ating Period: Julv to December 2023
Name of staff:    MICHELLE A. B0RLEO Position:    Adm. Aide vl

In€rfuction to supervisor: Pl®as® ®valuat® the ®ff®ctiv®n®s€ of your §ubordinato in contributing
towards attainment Of the calibrated targets of your department/office/center/college/campus

the Scale below. Encircle

Scale Descriptive Rating

5 Outstanding

i  The performandeliversoiitpiitanexceptional

4 Very Satisfactory The  performai

3 Sat:sfaG{ory The performan

2 Fair The performan
1 poor   IThe staff fails t

A. Commitmen

Demonstr
{ransactin

2,       Makesse

Submits  u
CHED, DB

specified t

Accepts a
Outputs w

5.        Commits
employee

6.        Regularly

going Out

Keeps ace

8,       Suggests
clients

assignmen
functions o

Maximizes
outputs Of
office  ors

11,       Aocepts
lmprovem

12,        Willingto

Qualitative Description

ce almost always exceeds the job requirements.   The staff
ts which  always  results  to  best  practice of the  unit.    He  is
role model

meets and often exceeds the job requirements

ce meets job requirements

ce needs some development to meet job requirements.

o meet job requirements

lit ubcth for subordinates and supervisors) Scale
`ates sensil`lvity to clien['s needs anc! makes lhe la!ters experience in

5 4 3 2 1

g business with the office fulffliing and rewarding.

lf-available to clients even  beyond official time fl 4 3 2 1

urgent nontlroutine repofts required by higher offices/agencies Such as
-5

4 3 2 13M{ CSC,  DOST, NEDA, PASUC and similar regulatory agencies within

lime by rendering ovehime work even without overtime pay

ill assigned tasks as his/her share of the office targets and delivers 5 4 3 2 1

ithin the prescribed time,

himself/herself to help attain the targets of his/her office by assisting  co- 5 4 3 2 1

s who fail to perform all assigned tasks

reports to work on time, logs in upon arrival, secures pass slip when 5 4 3 2 1

on personal matters and logs out upon departure from work,

3urate records of her work which is easily retrievable when needed. 5\ 4 3 2 1

new ways to further improve her work and the services of the office to its 5 4 3 2 1

idditional tasks assigned by the head or by higher offices even if the 5 3 2 1

nt is not related to his position biit critical towards the attainment of the
of the university

a office hours during lean periods by perforrTiing non-iroutine functions the
4 3 2 1

; which results as a best practice that further increase effectiveness of the

Satisfaction of clientele

ibjective ori`{}ci§ms and opens to suggestions and  innovations for 5` 4 3 2 1

ent of his work accomplishment

be trained ancl developed 5 4 3 2 1

Total Score
_J}

Vlslon:
Mission:

A globally competitive university for science, technology, and environmental conservation.
Development of a highly competitive` human resource, cutting-edge Scientific knowledge
and innovative technolt)gies for sustainable communities and environment.
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a. Leadership a
supervisor}

1.      Demonstrates

and confidence

2.     Visionary  and
office/departme

3.      Innovates   for
operational
Satisfaction of

4.     Accepts
required of his/

5.     Demonstrates,
improved   effic
needed for the

nag®m®ut {For supeNisors only to b® rated by higher Scale

mastery  and  expertise  in  all  areas  of   work  to  gain  trust,  respect
5 4 3 2 1

I from   subordinates and that of nigher superiors

creati\ve  to  draw  strategic  and  specific  plans  and  targets  of  the
5 4 3 2 1

>nt aligned to that Of the overall  plans of the university.

the   purpose   of   improving   efficiency   and   effectiveness   of   the
5 4 3 2 1

'ocesses    and    fullctions    of   the    department/office    for    further

)lient`p'^

ntabi!ity  for  the  overall   performance  ancl  in  delivering  the  output
5 4 3 2 1

her unit.

teaches,  monitors,  coaches  and  motivates  subordinates  for  their
5 4 3 2 1iency  and   effectiveness   in  accomplishing  their  assigned  tasks

attainment Of the calibrated targets of the unit

Total Score

Average Score # _4,if
Overallrecommendation            :  _She  4lw4 i   do€5

ac¢`5rd  trfe
iiz      if EZ,be   9`.vcgiv

gLxfc(Ifnt  Ljob  Iffifirti"\    rcc,emwfrd   fi

C. BENCURE
Printed Name and Signature
Head of Office

Vioi®I':
Migdefl:

A globally ccmpe.titive university for science, technology, and environmental conservatic}n.
Development of a highly competitive human resource, cutting.edge scientific knowledga
and innovative technologies for sustainable communities and environment.
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