INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

I, JENNIFER G. TINAJA | siaff of the Accounting Office commits to deliver and agree 1o be rated on the attalnment of the Tollowing accomplishments in accordance with the
indicated measures for the period July 1 to December 31, 2023,

Rating Equivalents:
Praparad by; Approval & - Outstanding
4. Very Satisfactory
- o= 3 - Eadisfaciony
ﬁ & 2 - Fair
- 1- Poor
Rates Head of Linit
Date-January 12,2034 Date January 12,2024
Jan-Dec 2023 P“'“:""“ Details of -
MFO & 5 i o ng -
PAPs Success Indicators ask Assigned Target Accomplish | Accomplishm
meEnts ent QB | T™ A*
UMFOB: SUPPORT TO OPERATIONS
Acctg MFO1: ISO 8001:2015 aligned documents
Mumber of guality Assist and perform the functions Published Marual
ki) __ [ofha Documents and Records 5 100% 100% 5| 5| 5| 80 |Procedure for Students'
maintainedipreparedirevise (Controller (DRC) within the unit Avcount Servicas
d
Acctg MFOZ: Innovation & best
Mumber of innovation for  |Assist in improving the design and
improved univarsity feature of Cumulus One System F'{I:hﬂ Fayment and
aperatons pert of Payrmant per
1 100% 100% 5| 5| 5 | 500 Cliantar st &
Curmulus Ona Systam
Number of best practices | Use Microsoft Excel in cresting " Continual use of
igved Students' 4 tInd 1005, 100% 5 ] 5 5.00 Microsaft Excal
UMFO&: GENERAL ADMINISTRATION SUPPORT SERVICES
Acctg MFO 1: Administration Support Services & Management
PI. Customer Friendly  |Served clients with courlesy, 100% no 100% 100% no Customer Feedback
Frantline Service immediate responss 1o client complaints complain 5| 6 ) 5 |500 i b b ks




100%

Pl2. Mumiber of axtasnal Perform requiraments of External 4 Extemal inkages
linkages for improved linkages for improvemean of (DOST, LBP, 100% 500 Accomplizhed required
financial managemant Students' Account financial CHED and COA} Financial Repart
devalopadimaintained managament recond
Pl3. Percentage of MCs Practice 150 standard Zaro 100% _
recaived and acted upan Requirement 100% 5.00 Mo MNC Received
[F14. Percentage of CARS Practice IS0 stendard Zero 100% 100%
recaived and acted upon Requirement 5.00 Mo CAR Recadved
Acctg MFD 4: Student Assessment Services
Computs, adjust and unlock . All students’ feas
students accounts in the cumulus ?1C:mn:'1n1i;hung 100% 1000 sccounts 4,87 | posted on the Cumulus
System System
Mumber of studants records - -
L Printed, |ssue and Validate 3500 continuing 1000 all temporary
of BCoounts maintained : ;
i and 100%% 4.67 | clearances fully printed
lidated ard-undabad far Tmry Clearanca/ Exam Graduates temparary b
Graduats, Terliary 2nd Mol Generate and Updats 7100 continuing 10,024 With New enrcllad
schodk stdents Assessment and Payments per | Graduates and 100% Mo 5.00 Vogtio
College students _ _
Frapare and Record Statement of WD;IQ'I Schoal 100% 400 siudents 5.00 continual posting of
tudents paymens |
Moritar and maintain the — 10,024
payments and unpald accounts nuing cortinuing With
students/ 5,000 0id|  100% students! 4.33 | :;JNMTM
account 5,000 old
Btcount
Mumber of quarterly Ganerate and prepares quartery
Raparts of Accounts repor of Account Receivable and
Recaivable, Monthly Report [momhiy repert of collection {per 45 reports of
Year) and Breakdown of semester accounts submitted

Assessment per Semester
prepared




Mumber of administrative  |countersign
services and financial/ clearance/Readmission ; and print
administrative documents  |statermant of acourts and 2000 request 2000 request Fully Accorplished
acted within ime frame  icarfification of fees as requested documents 1R documents | ° | 5 | 5 | 500 raquimd dacinnt
|Prapara biling statement for all scholars were fully
arshy 100 scholars 100% 180 scholars | 5 5 5 | 6.00 oaid
N”m;ﬂm:m Verifies and prepares maonthly 3 reports of 100%, & reports of 5 p 4 | 433 all reports have fully
v report of In-bank collection collecton collection : submitted
Total Points: 78 76 TT TTET
Total Over-all Rating: TT.67|
Average Rating (Total Over-all rating divided by # of entries) {Comments & Recommendations for Development Purpose:
Additional Points:
Punctuality . ; Med  Ralened  Smininy on
roved Additional paints of approval *
FINAL RATING T Franwbng  rlabd Grtos.
ADJECTIVAL RATING Outstanding|
Evaluaied and Rated by: Recommending Approval: Approved
Q\Q Ak ,
DY R, BELLO EDGARDO E, TULIN .
HC-Head, Accounting Offica Direcior, Financial Managamant Offica ‘ice Pres. for Admn and Finance
PateJanuary 12,2024 Date: a2y Dater
1 - quality 2 - efficancy 3 - timaliness 4 - average
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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMIMISTRATIVE STAFF

Amnes P
Hare of ddmrestrabve Stalt JENMIFER G, THAJA
I—___ e e Ll e o
in Ratrg {21 3 g
| 223
|1 Mumenca Rating par IPCR 4 85 TO%. 3.40
| 3 SaipeivisodHinad 5 SassiRi
dr-m:.mm 475 W% § 43
scopmplshmets
| m
| TOTAL NUMERICAL RATING 483
TOTAL NUMERICAL R TING: 4.8
Ao AocElional Apprewed Foinis, if &y
TOTAL NUMERICAL RATING: o
FIMAL NUIMERICAL RATING 483
ADJECTIVAL RATING QUTESTANDING
Pragaesd by Frenirmed by P
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ACCOUNTING OFFICE
ISAYA Visca Baybay City, Leyie 8521-A Philppines
Phone/Fax: 565-D600-1008
V Emiad Adcess: r.;-:zl;tl-‘mﬂ. wduph

STATE UNIVERSITY Wabatie: wiw v edu

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July-Decamber 2023
MName of Staff: JENNIFER G, TINAJA Position: Adm. Aide Il

instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing
towards attainment of the calibrated targets of your dapartmentioffice/centericollege/campus

using the scale below. Encircle your rating.
. Scale bucrh&nﬁﬂh:r Qualitative Description
[ The performance almost always exceeds the job raquirements. The staff |
5 Cuistanding | defivers cutputs which always results 1o best practice of the unit. He is
an axceptional role model

|_ 4 Very Satisfactory | The performance mests and ofien exceeds the job requirements
| 3 Satisfactory The performance meets job requirements

2 Fair The performance needs some development to meet job requirements.

1 Poor The staff fails to mest job requirements
_ A, Commitment (both for subordinates and supervisors) Scale

1. Demonstrates sensitivity to client's needs and makes the latter's experience in @ 4(3(2]1
Iransacting business with the office fulfilling and rewarding.

2. Makes salf-available to clients even beyond official time _ (5
3 Submits urgent non-routing reports required by higher offices/agencies such as

]
¥
-h.'ln
-H.}
-

CHED, DBM, CSC, DOST, NEDA, PASUC and similar requiatory agencies within | 5 (4 1 3 | 2 |1
specified time by rendsring overtime work even without overtime pay =l

'4. Acepts all assigned tasks as hisimer share of the office targets and dalivers is/l4 [a]2]1
mﬂwlswﬂhmﬂmmfbadm.

5. Commits himselfiherself 1o help attain the targets of hismer office by assistingco- |(5)[ 4 [3 [ 2 [ 1
employees who fall to perform all assigned tasks

6 Regularly reports to wark on fime, logs in upon ammval, secures pass sipwhen (5|4 |3 2 | 1
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, (5| 4 | 3 | 2 | 1

| 8 Suggests new ways to further improve her work and the services of the office fo lts |5)| 4 | 3 | 2 | 1

| clients

9 Accepts additional tasks assigned by the head or by higher offices éven ifthe  (5){4 [3 [2 [ 1

asgignment is not related o his position but critical iowards the attainment of the

functions of the university

|10, Maximizes office hours during lean periods by performing non-routing functions the o

outputs of which resulls as & best practice that further increase effectiveness of the | 5 [4)| 3 [ 2 | 1
O

office or satistaction of chentele

11 Accepts objective criticisms and opens to suggestions and innovations for 5

improvement of his wark accomplishmant B = |
112 Willing to be trained and developed _ CIOE 2—|‘1
TolalScoe | 377

PageZaf 2
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B. Leadership & Management (For supervisors only fo be rafed by higher
supervisor)

1.

Demonstrales mastery and expertise in all areas of work to gain trust, respect

and confidence from subordinates and that of higher superiors

Visionary and creative o draw stralegic and specific plans and targets of the
afficaidepartment alignad fo that of the oversll peans of the university.

Innovates for the pumpose of improving efficiency and effectiveness of the
operational processes and functions of the departmentioffice for further
satisfaction of clients.

Accepts accountability for the overall performance and in delivering the output
required of his/her unit.

Demonsirates, teaches, manitors, coaches and molivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks
needed for the attainment of the calibrated targets of the unit

Total Score |

A

AwSmi 430

Overali recommendation %W“M ~[:— T?"“'"p“w




