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Provide Human Resource Management

Support to the school head and coordinate :
A. PERSONNEL with Division HRMO with Recruitment and Provide 100% human resource management
ADMINISTRATION  |Selection of applicants, promotion, transfer 4% Year Round | _ SUPPOrt to School Head and Administrative 500 | 5000 500 5.00 0.20
(30%) and processing of ERF for qualified teachers Officer IV (HRMO) for completeness of required-

or personnel and facilitate submission to the and attached documents

SDO

Check and validate completeness, veracity - .

L 100% Check and validate completeness, veracity

a”g a}‘i‘s':"‘:h"y ‘::&"6’;”0"“‘5 ke 4% | Year Round | and authenticity of documents to be submitted to 500 | 500 4.00 467 0.19

submitt X o the r ] the HRMO

preparation/issuance of appointment

Monitor and record attendance and absences :

of school personnel, consolidate Daily Time 100% Monitor and record attendance and

Record (DTR) of the school assigned, and 5% Monthly | absences of school personnel, consolidate Daily 5.00 500 4.00 4.67 0.23

prepare monthly report of Service (Form 7) for Time Record (DTR)

submission to the HR Office
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L
Prepare and endorse to the SDO claims for

'”‘FQT;~

100% Prepare and endorse to e SUU vianm, ,__

verifying/approving GSIS loans and agency
remittance advice (ARA) as may be delegated

service credits for personnel in the asisgned 3% service credits for personnel in the asisgneq
school school

Monitor and Prepare Notice for Step

Increment and adjustments of school : 100% Monitor ang Prepare Notice for Step
personnel and submit to HRMO for checking o% Increment and adjustments of school personne
and verification and submit

e —

Assist in the processing and fagilitate

submission of leave applications, retirement Assist 100% in the processing and facilitate
or separation benefits, permit to submisslon of leave applications, retirement or
study/practice of profession, authority to 5% separation benefits, permit to study/practice of
travel and other school requests of the profession, authority to travel and other school
school head and its personnel for requests of the school head and its personnel
indorsement to the SDO
Assist the school head in preparing of HR- Assist 100% the school head In preparing of HR-
related reports and submits the same to the 2% related reports and submits the same to the
HRMO HRMO

Acts/assist the designated Agency Authorized Acts/assist 100% the designated Agency
Officer (AAQ) In the field in terms of 2% Authorized Officer (AAO} In the field in terms of

verifying/approving GSIS loans and agency
remittance advice (ARA)

0 0.15
5.00 5.00 5.0
0.23
500 | 500 4.00 467
| Eiii e
5.00 5.00] 4.00 467 0.23
e i
5.00 5.00] 4.00 4.67 0.09
5.00 5.00] 5.00 5.00 0.10
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B. PROPERTY
CUSTODIANSHIP
(30%)

C. GENERAL
ADMINISTRATIVE
SUPPORT (10%)

Ty
— 3 —_ | -
Facilitate procurement of supplies, materials, : - :
equipment, etc of the school based on s Faciltate 100% procurement of supplies, 00
approved SIP/AIP or as directed by the 5 Monthly | materials, equipment, etc of the school based on 4
School Head approved SIP/AIP
l—
Ensure proper storage and maintain updated Ensure 100% proper storage and maintain
inventory of all supplies, materials, updated inventory of all supplies, materials,
equipment, textbooks and other leaming 10% Year Round |equipment, textbooks and other leaming resource 5.00
resource materials in the school, conducst materials In the school, conduct seml-annual
semi-annual inventory on all school properties inventory on all school properties el 2y
Issue supplies, materials, equipment, % 0.25
textbooks and other leaming resource 5% Montht 100% Issue supplies, materials, equipment, 5.00 500| 500 5.
materials to requesting teaching and non- p Y| textbooks and other leaming resource materials
teaching personnel in the school ARSI SR e et
] by oS
Prepare and submit reports on all property 5% Monthly Prepare 100% and submit reports on all property 5.00 500| 4.00 4,67 0.23
accountability of the school . accountability of the school i A ey
/-—'_——_’-
Assist the schaol head in the preparation of 2% Annually Assist 100% the school head in the preparation of 5.00 500 4.00 4.67 0.09
the School Form 7( SF 7)floading of teachers the School Form 7(-8F 7)Noading of teachers
Assist the planning team in the preparation of 4 Assist 100% the planning team in the preparation 0 500 4.00 4.67 0.14
the SIP/AIP iz b of the SIPIAIP o
Provide general administrative support to the
school head and teachers like reproduction of 5 ond Provide 100% general administrative support to 5.00 500 4.00 4.67 0.23
leaming materials, encoding of reports, ok Year R the school head and teachers 3 :
preparation of documents, etc.
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Assist the school head in the Preparation of r\ T e

D. FINANCIAL finance reports, cash disburse, =
: s ¢ ment regster, Assist 100% the
MANAGEMENT (20%) ﬁul{wnfy to debit/credit account, ang 10% Mo, fims rzponssc::;l‘ l‘(;?:suln the preparation of
quidation reports including its supporting autharity o debitcregit agpa. o FE9Ster
documents reportsoum' and liquidation

Facilitate submission of all financial

documents to the SDO and/or bank, if
necessary

5% Monthy Facilitate 100% submission of all financia

documents to the SDO and/or bank

. N e oL
Provide assistance to other financial-relateq : Provide 100% assistance to mhar rm————o
task of the schoof head 5% Year Round ovide o assistance to other financial-
related task of the school head
e

E. RECORDS personal information in the school assigned 10
sonal n t ; Maintain 100% the 201 fies and database of 00 0

MANAGEMENT (5%) ;‘g:,f:&!f gfo Qfl?s;hsgg . pelrszpar: i 2% Annually | personal information in the schoo assigneg 500 [ 500 500 :
onnel which he/she intai iali i i

has e s maintaining confidentiality of personal information

|

]
Establish and maintain a structure of clean g 3 (4
s SederTocands sres : 100% Estabiish and maintan a structure of lean il e 5.00 0.05
safety and security of records but easy e Year Round | and orderly records g ";at Wil ensire satety i
access and retrieval as needed g
Consolidate Annual School Level Records 2 Annually | 100% Consolidate Annual School Level Records 5.00 500, 4.00 4.67 0.09
Inventory 2 By Inventory

100% Comply Other Related Tasks (SBFP .

Comply Other Related Tasks (SBFP Coordinator, Testing Coordinator, Library 500 | 5.00[ 4.00 4.67 0.23

F. OTHER TASK (5%) [Coordinator, Te§ﬁng Coordinator, Library 5% Designate, Registrar, Partnership Focal Person
Designate, Registrar and Officer-In-Charge) and OffcerIn-Charge)
OVERALL RATING FOR| , -
Total:|  100% ACGQMPLISHMENTS:
Al -
7 -~
AOV
h%.% A. BALDOMAR MARIA CLAUDITRA.. MANAWATAO,
HAR Is’}MEODRIGUH \ RATER APPROVING AUTHORITY
!RATE
-
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