INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

l, JENNIFER G. - - ; ~
ER G. TINAJA, staff of the Accounting Office commits to deliver and agree to be rated on the attainment of the following accomplishiments in accordance with the indicated measures for the periad
January 1 to Juhe 30, 2023.

~

JENNIF@INAJA

Approva;gxﬁjﬂ )
NICK DDY

Rating Equivalents:

5 - Qutstanding

4 - Very Satisfactory

- . BELLO - p
Ratee Head of Unit 4 - Safistetory
Jan-June 2023 Perci?tage Details of —
NO. _ .
MFO & PAPs Success Indicators Task Assigned Target Accomplish | Accomplishme RS
arge ments nt Q | E2 | T A
Ia:gtg ggnji.inistr;tion Support |Customer Friendly Served cliénts with courtesy, immediate
rvices Frontline Service response i d inquirl
Mariagement p to client needs and inquiries
100% 100% 100% 5 5 5 5 |clients are well-served
Acetg |Student A Numiser of SINUBHIS o oins & atush s anick stude 7100
udent Assessment records of accounts , adjust and unlock students continuing o ;
MFO 4 |Services maintained, validated |2CCOUNts in the cumulus system students, Tou% S e, | 4 4 4 s
and updated for
Craduate, Tertiary and [Printed, Issue and Validate T nuing
; : ) ) emporary 3500 continuing al temparary
high school students |Clearance/ Exam Permit Graduates and 100% <l e posary 5 4 5 | 4.667 clearances fully
clearances . o
College students . printed and issued
Generate and Update Assessment and 710 -continuing . Assessmgnt per
Payments per semester Graduates and 100% 8000 students 5 5 5 5 semester has fully
College students mads
Prepare and Record Statement of Accourt ‘ 400 High Sehool continual updating of
igh Scheo 5 _ inual updati
Students 100% 400 students 5 5 5 5 payments
Monitor and maintain payments and unpaid
accounts 7000 continuing 7000 continuing continual monitoring
students/ 5,000 oid 100% students/ 5,000 | 4 4 4 4 of payments and
account old account unpaid accounts




Number of quarterly Generate and prepares quarterly report of
Reporis of Accounts Account Réceivable and monthly report of
Receivable, Monihly collection (per school year and semester)
’ 45 reports of 5 ris of all reports have fully
Report of Collection (per accounts by 100% BeTRp 4 4 5 | 4.333 submitted
School Year) and semester gccounts
Breakdown of
Assessment per
|Semester prepared. ) )
Number of countersign clearance/Readmission : and
administrative services |print statermnent of acounts and certification of all documents
and financial/ fees as requested 2000 request 100% 2000 request 5 | 5 5 5 requested have fully
administrative documents documents accomplished
documents acted within
- e RS . 5 5 | allscholars were fully
Prepare billing statement for scholarship 100 scholars 100% 150 scholars 5 5 _ paid
Number of montlhy . , : 6 reports of P
Report of In-bank [ Verifies and ek coymorinty report of In 5 reparts of collection|  100% orion | 5 | 4| 4 | 4333 allreports submitted
: i
ollectio d ’ ;
SoSEon prepare - 47 45 4T 47.33
Tetal Over-all Rating 4.73 —
Average Rating (Total Over-all rating divided by # of entries) 4.73 Comments & Recommendations for
Additional Points: - Development Furpose:
Punctuality attend relevantiraining
Approved Additional points (with copy of approval)
FINAL RATING 1 4.73
ADJECTIVAL RATING Qutstanding
Evaluated and Rated by Recommending Approval; Approved:

N

NICK FREDDY R. BELLO

OlC-Head, Accounting Office

Date:
1 - quality

2 - efficiency

oyt

LOUELLA C. AMPAC
Directer, Financial Management Office
Date:

3 - timeliness

4 - average

DAMIEL LESLIE §. TAN

Vice Pags. for Admin gnd Finance
Date:



ACCOL  TING OFFICE

Visca Baybay City, Leyte 6521-A, Philippines
Phone/Fax: "36543600 ‘3006

Email Address: & ntinaiiveu.edu.ph
Website: www vsu. edu ph

¥ STATE UNIVERSITY

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: Jan. 1-June 30, 2023
Name of Staff: JENNIFER G. TINAJA Position: Admin. Aide [l

Instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing
towards attainment of the calibrated targets of your department/office/centericollege/campus
using the scale below. Encircle your rating.

Scale  |Descriptive Rating Qualitative Description
The performance almost always exceeds the job requirements. The staff
5 Qutstanding delivers outputs which always results to best practice of the unit. He is

an exceptional role model

4 ‘ Very Satisfactory The performance meets and often exceeds the ;ob requnre ments
3 Satisfactory The performance meets job requirements
2 Fair The performance needs some development to meeit job reqmrements
1 Poor The staff fails to meet job requirements ]
A. Commitment (both for subordinates and supervisors) | Scale
1. Demonstrates sensitivity fo client’s needs and makes the laiter's experience in P%) 4131211

transacting business with the office fulfilling and rewarding.
Makes self-available to clients even beyond official time

T4 130201

|5,

3 Submits urgent non-routine reports required by higher offices/agencies suchas |~
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within fg/ 4131211
specified time by rendering overtime work even without overtime pay
4. Accepls all assigned tasks as his/er share of the office targets and delivers (54 3]2]1
outputs within the prescribed time. »

g J -

5. Commits himselffherself fo help attain the targets of his/her office by assisting co- | 5 23121
employess who fail to perform all assigned tasks

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when CS )1 4131211
going out on personal matters and logs out upon departure from work. =

7. Keeps accurate records of her work which is easily retrievable when needed. L 5) 4131211
8 Suggests new ways to further improve her work and the services of the office to its @) 4131211
clients ) . .
9  Accepts additional tasks assigned by the head or by higher offices even if the 5 :ﬁ) 31211
assignment is not related to his position but critical towards the attainment of the
functions of the university

10.  Maximizes office hours during lean periods by performingﬁﬁ&ﬁkduﬁne functions the i~
outputs of which results as a best practice that further increase effectiveness of the | 5 { 4)/ 3 | 2 | 1
office or satisfaction of clientele

11, Accepts objective criticisms and opens to suggestions and innovations for By 41321
improvement of his work accomplishment 1
b iatdinis - 7S n | 2
12, Willing to be trained and developed B4 321
T A1
Total Score =T
» . . Page2of2
Vision: A globally competitive university for science, technology, and environmental conservation. FM-HRM-26
Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge V0 11-12.2021

and innovative technologies for sustainable communities and environment. Na-"h)‘)}:af le




B. Leadership & Management (For supervisors only to be rated by higher Srale
supervisor) N
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect slalslalq
and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of the AVEEIEAE
office/department aligned to that of the overall plans of the university.
3. Innovates for the purpose of improving efficiency and effectiveness of the
operational processes and functions of the departmentioffice for further | 5|4 [3 ]2 | 1
satisfaction of clients.
4. Accepts accountabiiity for the overall performance and in delivering the output
. ) ) 51413121
required of his/her unit.
9. Demonstrates, feaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks | 54 |3 |2 | 1
needed for the attainment of the calibrated targets of the unit
Total Score | N/A
Average Score kﬂ% A
Overall recommendation i -
B ()
S0 L)
’j,mm;m
NICK FREDDY R, BELLO
OIG-Head, Accounting Office
= T 7, PHQEZOfZ
Visiom: A globally competitive university for science, technology, and environmental conservation. FM-HRM26
Mission: Development of a highty competitive human resource, eutting-edge scientific knowledge V0 11-12-2027
and innovative technologies for sustainable communities and environment. No WN-0Y



Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: JENNIFER G. TINAJA
Performance Rating: Outstanding

Aim: Effective delivery of administrative service
Proposed Interventions to Improve Performance;
Date;_January Target Date: June 2023

First Step: 7
Training on financial management and other accounting functions

Result:

Improved performance

Date: Target Date:

Next Step:
Recommend for Promotion

Quicome:

Final Step/Recommendation:

Prepared by: s #}\( [
’ ’ L 2«"{\0“‘».9

NICK FREDDY R. BELLO
Immediate Supervisor

Conforme:

JENNIFERG-TINAJA
Name of Ratee Faculty/Staff



VISAYAS

STATE UNIVERSITY

ACCOL  JING OFFICE

Visca Baybay City, Leyte 6521-A, Philippines
Phone/Fax: 565-0600-1006

Email Address: accounting@vsu.edu.ph
Website: www.vsu.edu.ph

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: SUSAN M. VALENCERINA
Particulars Numerical Percentage Weight Equivalent
(1 Rating (2) (3) Numerical Rating
(2x3)
1. Numerical Rating per IPCR A. 04 70% 325
2. Supervisor/Head's assessment
of his contribution towards "
attainment of office AR 30% 4o
accomplishments
TOTAL NUMERICAL RATING 4ts
4.65
TOTAL NUMERICAL RATING:
Add: Additional Approved Points, if any: 465
TOTAL NUMERICAL RATING: 465
FINAL NUMERICAL RATING
ADJECTIVAL RATING: Outstanding
Prepared by: Reviewed by:

Sﬁm A

SUSAN M. VALENCERINA
/ Admin. Aide Il

P

Recommending Approval:

Approved:

NICK FREDDj;?/gBELLO

OlC-Head, Accounting Office

1/
o

Director, Financial Management Office

DANIEL LESLIE S. TAN

Vice Président for Administration and Finance

; : Page 70f 7
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