Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Admumstrative Stall. ELENA I MONTERDSO

Particulars

[ E CNumerical | Percentage Weight .T ~ Lyuivalent
'5 (1) Rating (2) (3} | Numencal Rating
| | (2x3)
- ¢ I 1 45 T T T T T RS
| | Numerica! Ratingper IPCR | 0%
|2 Supervisor/Head's assessment 40 30 | .2
' of his contribution towards : | |

attaimment of office : : |
____aceomphshments i RS N I |
' TOTAL NUMERK AL RATING 4.385

TOGTAL NUMERICAL RATING!
Add: Additions) Approved Points, if any;
TOTAL NUMERIUAL RATINLG:
FINAL NUMERICAL RATING
ADIECTIVAL RATING.
Prepared by

ELENA | MONTEROSO

MName of Staff

Recommending Approval

A ppmvad

—— e i e ———— e

435
T
445 _

4 .45

i S

Very Satistactory

Reviewed by

MARLA

auém& I'W TABADA

DepartmentOffice Head
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Instrument for Performance Effeciiveness of Administrative Staff

Rating Period. July-December 2019
Name of Staff: Elgna |, Menternsp Position; Science

mmmﬂhmmﬂmmm
. . usingthe scale below. Encircleyourrating.
_ Sc@le  DescripiveRating  Qualitative Description |
_ | 7 The perfomance aimost dhways-exteeds the o0 requemenis.
3 | Culstanding Thestaﬂﬂeﬂwersm.muswﬁchalwmmum?bmmmﬂ
Wi W - he unit. He is an exceplional role model
4 1mw;flﬂ_ﬁmmmmmmwmm ';
&0 ]  Satisfactory , The parformance meets job requirements |
2 - Faie The performance needs some development fo meet jah
T | ERETeOR

e o]
i

1 _Poor | Thestaff fails 1o mest job requirements

e — et - ——

] — e e

A Commitment {both for subordinates and supervisors)

LK

Dummmmmﬂmmmmmmﬁ'_fﬁ 37" ‘:
Iransacting business with the office fufiling and rewarding > @

2
3

e et T

4,

_ Makes self-available lo ciients even beyond ofical tme. OIS
mmmm@umnymmmmamHm . s I 3
CHED, DBM, CSC, DOST, NEDA, PASUC and similar requiatory agencies within 5(0)alz 1]

mwmm_mmﬁwmmmpm " iy . :
Accepls 3 assigned 1asks as his/er share of the ofice targets and! delivers +5' 3271
outputs within e prescribed time. < el e

r ]
I
P T e ——
S —— | ke R e

I
¥*®
!5. mmmﬁmmmummmmmmm%m 5 3!12|%
- _employees who fad lo parform ol assignedfasks 8 B 1) e )
I Reguiarly reports 10 work on time, logs in upon anival, secures pass shp when 321
_L _mmmmmwmsmmwmﬂm - : o
7. Keeps accurale records of her work which i Bagly fetrievable when needed 5N 312 7]
& wmmmm-mﬂammmmmﬁmmmm Oii'i..'i.i
e 1 Il L
9 Accepts adciional tasks assigned by the head or by higher offices even f the | 5 /4 AEREN
assignment is Aot reiated 1o his position but ¢rtica lowards the attainment of the | " -
functions of the unversity b |
|10, Mawimizes office hours during lean periods by perioming non-outine Rncions e~ |
ouiputs of wineh resuits as a best praclice that furiier incraase effectiveness of the | 5@3 ol |
| office or satisfaction of chenteie + ‘ o N
1. Accepts objective criticisms and opens 1o suggestions and Innovations for '5'4*@54.”
. mprovement of his work accomplighment i ek : :
12 Wiling to be rained and developed s




= e - i

| Total Score |
|
I

e e P - — = e ———
{
|
|'

am&mwmwnumnm
supesvisor)

i mm&mmmmmm work to gain frust, Mh e
- wmmmmmamm |

2. Visonary and crestve fo draw strateqic and speciic plans 2nd largets of the ~
officeidepanment aigned ko That of the overal pians of the universily. 5143021

1

| & lmhmmdmmmmwum oy s )
operational processes  and mummmrmm 5;432;‘1'

- smtcionolcens. P R
' mmmmwmmmmmummmmm]ﬁ alalaly

Wﬂf%m ’r | F
e bl T R

5 mmmmmmsumam ||~ } l
. \mproved efficiency and effectivensss in accompishing meir assigned tasks a|4'3.21-
e o the atianment of the calbxaled iargels of the und BHEESN

-— T U S S——— J_I__..--.—J

_ | = ) Total Score | *




Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFY

Name of Administrative Staff ELENA I. MONTEROSO
i P&mwlars Numerical P;.zrm:rrtﬂge Weight Fquivalent
(1) Rating (2) 70% Numerical Rating
Gl == Tt " (2x3)
1, Numerical Rating per [PCR 415 | 415%x70% | . 209]
2. Supervisor/Head's assessment |
af his contribution towards 3.92 3.93 x 30% 117
attainment of ofTice
accomplishments
| 4.08
TOTAL NUMERICAL RATING
TOTAL NUMERICAL RATING: 4.08
Add: Additional Approved Points, if any: 0.1
TOTAL NUMERICAL RATING: 418
ADJECTIVAL RATING: VERY SATISFACTORY
Prepared by: Reviewed by:
ELENA I, MONTEROSO MARIA AUROKA T.W. TABADA
Mame ol Siafi Departmentfatfice Head
Recommending Approval;
ANAIITA A, SALABAO
Dedn, CME
Approved:

oy
BEATR Lﬂu.mlﬁ&

VI+ior Instruction



instrument for Performance Effactiveness of Administrative Stsff
Rating Period: January-June 2015
Name of Siaff: Elana |, Montersso  Position: SRS 1

Instruction to supervisor: Please evaluste the effectiveness of your subordinate in contributing
lowards attainment of the calibrated targets of your department/officelcenter/collaga/campus using
the scale below. Encircle your rating.

Scale | Descriptive Rating Qualitative Description
| The perfermance almosl always exceeds the job requirements, The |
5 Quistanding | staff delivers outpuls which always results to bast practice of the unit.
ri@ Is an exceplional role mede!

4 Very Salisfactery | The perfarmance meets and often excesds the job requirements

3 Safisfactory | The performance meeis job requirements

Z Fair The performance nesds some development Lo meel job requiraments.
1 Poor The staff fails to meet job requiraments

A. Commitment (both for subordinates and supervisors) -

1. Demonstrates sensilivity o client's needs and makes the ialler's experienca in 5

_ transacting business with the office fulfilling and rewarding.

2. Makes self-avaiiable to clients even beyond official ime s

3  Submils urgent non-routine reponts raquired by higher offices/agencies such as

UHEL, DBM, C5C, DOST, NEDA, PABUC and similar requlatory agencies within

specified time by rendering avertime work aven without overtima pay

Accepts all assigned tasks as hisfer share of the office tangets and dellvers

Sutpuls within the prescribsd time. )

5. Commits himsellihersalf to hielp attain the langets of histher office by assisting co-
employees who fall o perform all assigned tasks

6. Regularly reports to wark on time, logs n upon arvival, sacures pass slip when
going out on persenal matters and logs out upon departure from work. )

I, Reeps accurals records of her work which is easily retrievable when needad. |

8. Suggests new. ways to furthar improve her wark and the services of the office to its |
clients

9 Accepls additional tesks assigned by the head or by higher offices even if he 5
assighment is nol related 1o his position but critical lowards the atainment of the
functions of the university

calg

Lo,

m-
E-h-'-'
ny
Y
s ]
L

o
N
o
oo g
[ &
="

L ;|

T
SIS
Cad
3
e

= CIE

oy

n
.

a2
Py
—_—

F-ﬂ}. Meximizes office hours during lean periods by performing non-routing funglions the =1
outputs of which resulls as a best practice thal further increase effectiveness of the | 5 |E4/':)3 2 (1
office or satisfaction of clienlgle =

11.. Accepls objective criticisms and opans to sugdestions and innovations for 5 (413121
improvament of his work accomplishment il .

12. Willing to be rained and developed _ BEAE €) /IR

| | Total Score | 4F

B. Leadership & Management (For supervisors only to be rated by higher Seale
supervisor) |

1. Demonslrates mastery and expertise in all areas of work to gain frusl, respect 5 | §il13lalq
and confidence from subordinates and thal of higher superiors 0 .' '

2. Visionary and creative 1o draw sirategic and specific plans and largets of the AEICAE
officeidapartment aligned to that of the overall plans of the university, -

il




3. Innovates for the purpose of improving efficlency and effectiveness of the
operational processes and funclions of the departmentioffice for fudther | 5 |4 | 3
salisfaction of clients,

4. Accepls accountability for the averall performance and In gelivering the outpul

requirad of his/her unit. !5 4 3';_

3. Demonstrates, leaches, monilors, coaches and molivales ;Ec':@rﬁinama for their | -
improved efficiency and effactiveness in accomplishing their assigned fasks | 5 | 4 | 3
needed for the altainment of the calibrated largets of the unit

T;ata.l Score

Average Score | .91

Ovarall recommendation

MARIA AURPRA TERESITA W. TABADA



EMPLOYEE DEVELOPMENT PLAN

Name of Employee: ELENA L MONTEROSQ
Performance Rating: VERY SATISFACTORY

Aim! Broaden perspectives on the conduct of research for BIDANI

Proposed Interventions to Improve Performance:

Date: January 2, 2019 Target Date; June 20, 2019

First Step:

Exhibat [,

To attend the research | SYImposium,

Fesull,

Paper presentation

Date; July 1,2019 Target Date; December 31, 2019
Next Step:

Attendance to 'II;E DSWD-CDD Research arlentdtion.

Cutcome:

Final Step/Recommendation:

L B

Prepared by:

MARIA
Conforme:

ELENA | MONTERQSO
Wame of Ratee Faculty/StadT

Write article with Saloma Gisuleg on BIDANI expeniznces and submit for |
VSU j s by 2™ Ouarte

RORA TW. TABADA
Unit Head

n o

o -



Visayas Stale Universily

OFFICE OF THE VICE PRESIDENT FOR RESEARCH AND EXTENSION

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW (IPCR)

, ELENA | MONTEROSD Sciance Research Specialist -BDA Coordinator of the BIDANI, ISRDS, Visavas Staie Universi L .
accordance with the indicated measures for ihe period  Januanyo Juns, 2015 .  Visayas. State University , commils to defiver and agres te be rated on the attainment of the following

K

Science. Ressarch, Specialist
Data:

MARIA AURORA TERESITA W. TABADA

Suceess Indicator (SHY

F =
i Performance Indicator (P1)

Task Assigned

mm?m

Tanget

Al Ascsn-

peichresn

Quality

iy
g
-
Lbi

Timelness

Averags

Remark

UMFO 4. Extansion Services: BICANI-Barangay __ﬁ.ﬂﬂ_mn Davelopmant Approach lar Mutrition Improvemant

devslopment Programiprojacts/acivities { PPAs)

vanous ievels to faciltate sdopfion, implamentation of the sir

Component : BIDA-Barangay Integrated Developmen t Approach - The Prucass of implamenting the BIDAM Strategy thiu advocacyiinkaging or gensrating 3nd sustaining e active and coordinated parbcipation of al
ategy B accalerala davelopmant at all kvels. Also, build capacifiss of locol govermment: on Systamatic develapment planning, implementing, monitaring ad &

OVPRE MFD 4.1,

Advocacy [Li

I Number of SUCs snd Tochasal
dupartmeniCardst afooled BIDAN as
Extenson ProgramrometTeal with MOA

“onduced Advocaeyfeadial markeling, resource
gersiiation & mobization on the adoplion of BIDAN 25
SLC axiensn FiogramProject Mool and as LGS
Developmant Stratedy in program planning and
maliagement of PPAE

|51.2 Nuimbes ol Locsl Govamment Unils

[LGUz} adopladisadontsd BIDANI =2 a

Cevalopmant airataqy In Local pivernancs
N progeam plannng - and Managemant of

PPAs with 58 Fesolulion/0A faecutve

archer

2

3

.00

VSU-BIDAN satalita SUC, VEL-Isah
WHE...EH Teachers Education, Bu
agarmen] and  Enginsenng

400 400 4o
31 351 400 |Own caichment LGUs Baybay =92 b
City- 110 begys, Holongos=5itegya-
begys, Mahaplag 28 egys |, Layls, M
4.60 A.00 400 Latyts =30begys. Hinding, Layte=20




513 Mumber of parnarshiy
LS ol

__UEJEEF isgidi, _aion on the Adagtion of
BIBAN Prograny ProjactTont of SUCs and SIDAN)

4.00

VBU leabel Exeoutive Order Mot
prazenisbon o new sel of lograiaie

Adroument (MOR) bat. SUC-SUC & SUC- Strategy st LGUs e e i
LGV ISB Resbhution /Eeeetive Didgr . . |
|Facilitated and sigrnd
EFEE af SUC & LGUspathor [CnnductrdiAtendadimrasented proposal dunng Gk Propasal for partnarship dewelopa
shakaholdars fundad BIDAN aining sirategic planningimealing LGY Macrohan Sodthem, Layta
aclitio 2 450 450 | 4% | aso
515 Amounl of Funds Condoted MTAC statagic planning warkitiop for LG-isubal lor  MTAC TOT, Bayt
furvalediodninbules romiy parmans to apesationalizing BIDAM straleqy. and provided lechical Formulation Warkshop 32 berangay
hnance trasing actvitios azzistance in the wreantstion of progeam of sckiities Shuthem Leyta , BIDP farmdaton
. [Piwfingsesina alosion st mobikestcr: wor | om0 | a4m | 4ss | am | aso
P11 Numbsr of Stakaholders Advorzated Conducted odentation msefnglseminar LIGA Board, Qrmoo Gy m&ai__,.__
- [on the adoplion of BIIANI Stratagy . i i \7 it 400 A6 400 (ABC), PNCaMNADEENS Asouo
PiLz Nurnibwr of SUC Elnsion Core mam Fouilitates b organiztionabentaning o SUCS SUC BIDAN] Cara team. BIA. B
and LGUs Looal Dwwsiopmant Courdls mictanaion ooee lesn and | Gk Teohnical dsecioial LOs funetional sormmities’sact oral
Sl ool funclionsl cumimilleas atgurized functional commitiees as the machinery I implemanting Municipal Teghnical Cominvitaes =8
& capacitsid ke pannesship davelpment e ENEMANI progeam in SLICs and davaloprent straledgy 8 i 4.0 400 400 400 |ooum eslsiing o the LOGLs \
__u_: Local Gowmance
1.3 Mnnber of £GUs: tchnica Cotriinaradataboraind paidpation of ffarsst Sect 0rd Cors group /sy 4 o
(Daparimentiagancies experts o meparts i Operotionakang. omiritinss MTAGMNG, eximting al
lagunres/nficas concem. mobilued and BICAN! steqy in LUGUs program planning , moducing Gowamment Agendis dng
paricipited n in oparabionaliting SI0ANI 3oR, momitoring and evisating . ; : BIEHNI core team fechnical degarts
In LS program planning & dervalopment, PRAS 15 Lo b Sl W
pnagamen! of PRAs,
.4 Nurmber of YSU Depadmanis/Cantors |Canducted linkags and parinarship devsopmmsnt |ISRDS the the MAGRANGUAPA pr
and NGAs and NG5 - NGO= Facilitata Cliants foanafican
dinatedicolaborated for L(3s PPAs ﬂiﬁ§ ho BHIANI micro-Fnanca:
wnplesrmitaton 2 400 4.00 400 400 INNC-ECCD




OVPRE MFO 4.2  Trainings/Seminar -Partnership Development

F21 Rumbsr.ol BIDA Fainings conductad Coriucted raiming 101 ) reinforement raining . SUC WS- Isabisl Reivbocooment Traipars, L
{Onisntation Somsnan: Seminar on BIDAN! 83 SUTs extension Mscrahon , Barangay Intogratod Davebapig
FOTRsiedoconmont kaning piyeripropsctiicol and as 3 devslopment sirategy in Fian (BIDP} Compraharsive Mufs-Sodt ol
¢ Sectorst Plannkig-Workshop of B secioral Hi govermence i pragram planning and mangement Dewadopmant Fan, Tha machanics iy
R A i) operationalizing BIDAN; Strotegy, CHetalo
Barangay Integratid Developmant Plan MMADSBNS's, PN quartar mesling and
{BIFY Porrm fation workshog 3 4 450 4.0 411 03 Homudstion

LatyMunicipal/Baran gay Nulnbion Aclion
Fan Fomulaiztion Workshaopp

S2.1.- Nurabet of parson <iays trained, _”E of parsans Feinod waiteds No. of weight of BLC mwinfercamint 1 day =5
HinGS 150 1.004 450 30 4 56 VR ladays=2 deyy/clustar 2367
. = . BNAFT day fcfustar=458 O
O Niwier ot posaom raied ﬂzﬁﬁuﬂﬂn LG sacd nral tachinal ¥ day72
mirithbes 5 BUCs axpiits n muppartsior  rakning 150 12 4.50 450 4 5] 450
523 Numbet ol LGl Sect oral Cors 4_.._.____1& Bllirang-up and canrplston of sect ol fem 30 bamimgoys of Masroon Soulnem, Layts, 2
" 3 400 400 a00 | capo [PEION ARG
Faciiitatid the formuliation and completon of BIDE BIDF ks the cansalidabion of o e socl vl plves,
. A g i . . el corm POGRS Aaiing ol e sl kewels. 5
4 KIS SEct ok pat i, bauis i coming-up with LGUM AP Then AS i

BMNAP and other plns requred by he LGU. | 3
fat 2200 450 453 450 450  flmpsan birarmgoys, ¥ ot comrised fies B

: : 2150
21.50 21.50 2150




A, 1. Nuenbar of NG Ri- Tochnical Werking n,...__iﬂ__mn
siakeholdesi artnerstchnn besuficmnias Ahadon Team [TWGANT), Earty O
provided with teshnical arsistanos/ First 1,008 Dy ECCO |
sanvices. Sounsfindividus! Eﬁaﬂﬂ&.gﬂﬂn Evaliars
ik 400 4.00 AR 400 nercos and BCOD forus ey bsaranga
542 Porcant ol pereons sesisted who 450 |Parboipants submitted required ¢
jrated sarvices aatistactery or boter, 1340 450 450 .50
1250 | 1250 | 280 | 1280
4147 AT anr 417
OVPRE MFO 4.5 Others

st ] Numbsi of gwards ang d racognition Tariicate of Apptseaion for aacies i

reoaved b parineraivp develossmant i Gaytssy o
* 000 |beabed | GU e Prewiodod Nulrfion Goon

Basl procticusiew inlfalves
0.00
Total Over-alt Rafing 93 | 93 | 9130 | 5130 [Comments & Recormendati
Avaraga Rating 415 415 413 | 445 |Development Pumpose:

Adictival Rating Very Satisfactory Pt Parfersse s
16,61 1661 16461 16.61 “‘Xﬁw.mﬁn\gnm )
A5 BI5 A Als | gd st It TCy 2

[a¥ Approgval Appioved: e \N‘P n._u =
VR 1, Y tie vl b ROl

Desn ca r_.mmamﬁ for In:
Wi jﬁ_@ A e def
Date: Dale: Cate:
e e sllonet
I-quality 2 -efficiency 3 - timeliness 4 average
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Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR

ELENA 1. MONTEROSO
MName of StafT

MARIA AURORA T.W. TABADA

A,rrrrrul. :

BEATRIZ S. BELONIAS
Viee Pres for Inatraihion

D¢ partment/Office Head

ADMINISTRATIVE STAFF
Name of Administrative Staff ELENA 1. MONTEROSO
’ Particulars Numerical | Percentage Weight |  Caquivalest |
(1) Rating (2} T Numerical Rating
(3) (2x3)
. Mumerical Rating per IPCR 3.8 3.8 x 70% 2,66
2. Supervisor/Head's assessment
of hus contribution towardy 4.0 4.0 x 30% 1.20
attainment of office |
accomplishments i
- 3.86
TOTAL NUMERICAL RATING
TOTAL NUMERICAL RATING: 386
Add: Additional Approved Points, if any: 0.1
TOTAL NUMERICAL RATING: 3.96
ADIECTIVAL RATING: VERY SATISFACFORY
Prepared by: Reviewed by:
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Annex O

instrument for Performance Effectiveness of Administrative Staff

Scale | Descripfive Rating Qualitative Description
mwmmtmmmmmw,m

5 Cutstanding staff delivers oufpuls which always results to best practice of the unit,
He is an exceptional role model

Very Salisfactory The performance meets and often exceads the job requirements

walisfactory | The performance meets job requirements

Fait The performance neads some development lo meet job requiremants.
Poor The staff fails to mest job requirements

enad =4 £ 251 I

A. Commitment (both for subordinates and supervisors) Scale

1. Demonstrates sensifivity to client's needs and makes the fatter's experienca in 5
Iransacting business with 1he office lulfiling and rewarting.

e
Cad
P
el

2 Makes salf-available to cilents even beyond official time 5

=
7%
P2
—

3 Submifs urgent non-routine reports required by higher offices/agencies such as
CHED, DBM, CSC, DOST, NEDA, PASUC and similar requiatory agencies within | 5
specified time by rendering overtime work even without overtime pay

el
s
-

4, Accepls all assigned tasks as his/er share of the office targets and delivers 243321
cutputs within the prescribed time.

5. Commits himselfherself to help attain he targes of his/her office by assisting co- | 5 (4 )3 | 2 | 1
employees who fail lo perform ail assigned tasks [~

6. Regularly raports to work on time, logs in upon amival, sacunes pass slip when ( b4 (321

going oul on personal matters and logs out upon departure from work,

7._Keeps accurate records of her work which is essily retrievable when needed. (| 5

B. Suggesls new ways o further improve her work and the services of the office 1o ifs
clients

8 Accepts additional tasks assigned by the head or by higher offices aven if the
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 performing non-routing functions the
office or satisfaction of clentele

outputs of which results as 2 best practice that furlher increase effectiveness of the | 5 4&12 ]
3

1. Accepls objective criticisms and opens lo suggestions and innovations for 514 211
improvement of his work accomplishment
12, Willing fo be Irained and developed 5143211
Total Score Vi
B. Leadership & Management (For supervisors only to be rated by higher Scale
SUPRrvisor)

1. Demonstrates mastery and expertise in all areas of work 10 gain trust, respect slalzlalg
and confidence from subcrdinates and thal of higher superiors '

2. Visionary and creafive lo draw siralegic and specific plans and largels of the slalslaly
office/department aligned to that of the overall plans of the university.




) humtrthwrpmmlmmmﬂrde&m

mmmm
4 the department/office for further | 5[4 | 3

4. Accepts accountability for the overall d
s ay performance and in delivering the autput 5043

5. Demonstrales, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accompiishing their assigned tasks | 5 | 4 | -
m&mmrawmmmﬂnﬁm i

Total Score ;45’

——

MARIA T. W. TABADA
Director



Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR

ADMINISTRATIVE STAFF
Name of Administrative Staft" ELENA L. MONTEROSO
Pamiculars MNumerncal Percentage Weight Equivalent
(1) Rating (2) % Numerical Rating
(3) {2x3)
1. Numerical Rating per IPCR 5.66 366 x 70% 2.56
2. Supervisor/Head's assessment

ol his comtribytion tywards 383 3.83 x 30% 1.15

attainment of office

accomplishments

3.71
TOTALNUMERICAL RATING

TOTAL NUMERICAL RATING: in
Add: Additional Approved Points, if any: 0l
TOTAL NUMERICAL RATING: 3.81 A
ADJECTIVAL RATING. VERY SATISFACTORY
Prepared by: Reviewed by,
ELENA . MONTEROSO MARIA AURORA T.W. TABADA

MName of Staff Department/Office Head

Recommending Approval:
Approved: _
A
BEA BELONIAS
Vice Président for Instruction
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Exhibit L

EMPLOYEE DEVELOPMENT PLAN
JULY - DECEMBER 2017

Proposed Interventions to Improve Performance:
Date: January 15, 2018 Target Date: June 50, 2018

Prepared by:

Unit Head

Conforme:

e ——




Instrument for Performance Effectiveness of Administrative Staff
Rating Period: _January-June, 2018
fame of wiaih. ELENA L MONTEROSO

Instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing

towards attainment of the calibrated targets of your departmentioffice/center/college/campus using

the scale below. Encircle your rating.

ocale Descriplive Rating Qualitative Description
The performance aimost always exceeds the job requirements. The
5 Quistanding | slaff dalivers outputs which always results (o bies! practica of the unit
He is an exceplional role model
F | \.l'm":: E‘.‘lﬁd"l'-ﬂr-lﬂr:l Tha nuﬁ-umnnm:hn.nir and Aflan oernnds “'“.—‘"_h'“_e"'fw
3 | Satistactory Theparﬁumem&mts__bbrmurmaﬂtg e !
| 2 | Far The perfarmance neads some development to mee! job requirements, ]
1 !_ ~ Poor The staff faiis to meet job requirements
;'n. LAOEIIFTLATRENIL (N PN SUAPON CIRE T8 AP0 SR VAN ) ' e
' 1. Demonstrates sensitivity to client's needs and makes the latlers experiancein | 5 (¢ )3 {2 1
transacting business with the office fulfilling and rewarding. -3 ! O
2 Makes self-available lo clienls even beyond official ime 51443 (2|1
1_'! Ciikbmife lmnnir-wmdmmﬂvrunmmdhuhwhnrnﬁwﬁnmmnmmhna I
CHED, DBM, CSC, DOST, NEDA, PASUC and simiiar regulatory agencies wilhin |5('¢ atzle
specified time by rendering overfime work svan without overtime pay = ]
4 Accepts all pssigned lasks as his/er share of the office targets and delivers 5f4 < ol B
mmmwﬂm!ﬁe;mmlﬁdmnﬂ 2 |
;:- UﬁlHjHMiHlliﬂ'ﬂHl ﬂﬂlﬂlwlwuﬂﬂl“ 1Utﬂﬂﬁlﬂ'“l“|lﬁ'“ﬂ‘ ‘.P'I-HWHJ m.“ﬂl"!ﬂ ki ” ': ': : ; i T
| empioyees who fail to perorm all assigned tasks '_ .
6. Regulary reports fo work on fime, logs in upon amval, secures pass sfip when 594 3l2]1
| __going eul on personal matters and logs out upon departure from work. I
7. Keeps acourale recards of her work which is easily reinevable when needed, 413121
iﬂ. Suggesks new ways o furlber mprove her work and e services of he office s | 3 @3 ‘? 1
clients
9 Accepts additional tasks assigned by the head or by higher offices even if the 514f3)2 (1
assignment is not related to his pesilion but ealical towards the altanmaent of the 5'
fineticng. of fhe iniuarsity j
10 Maximizes office hours during lean periods by performing non-routine functions the | | - |
outpuls of which results as & bast practice that further increase effectiveness of the 5!4_ |21
office. or satistaction of clentele
11, mmmmwwmmmmmamm 5 4@2 1
. o g s ik oo :
12, W]ingtl}beilahﬁlaﬂddﬂdopad 5 1

Total Score

E. Leadership & Management {For supervisors only lo be rated by higher
smnarienr

1,

W.mmmmaﬂmm work to gain lrust, respect

and confidence from subordinales and thal of higher superiors




2. \isienary and creative I draw stralegic and specific plans and {argets of the slalz|2
nﬁmﬁmﬂnwﬁaimuimmmm&umﬂlmnfﬂmmm

3. Innovates for the purpose of improving efficiency and effectiveness of the
operational processes and functions of the deparmentiofice for futther |5 (4 |3 |2

St 1% BRI LD LT s

4. mmmmmwh&ammmmwmmmmmm :
required of his/her unit.

5. Demonstrales, leaches, monilors, coaches and motivates subordinates for their _- :

£l -
I-Hl.',."l\.lm.l- EII-IHEI-H:! IIHLI l.'nll'ﬂ.rl-l'll:lmb Il MJIPHHLHHH HIHI mgum Iﬂ-n'.‘lhh - Wl A

needed for the attainment of the caibrated targets of the unit

Total Score

Average Score % Ef)

Lwverall recommendansen ; -VS

. TERESIIA W, TABADA

mm .. et -
Name of Head




Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR

izhaiedi=r .

ADMINISTRATIVE STAFF
Name of Admimstrative StafT. ELENA L. MONTEROSO
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) T0% Numerncal Rating
(3) (2x3)
1 Numerical Rating per [PCR 4.14 _ 414xT70% 289 '
2 Supervisor/Hlead’s assessment
of his contnbution towards 3.83 3.83 x 30% 113
attainment of office
accomplishments
4.04
TOTAL NUMERICAL RATING
TOTAL NUMERICAL RATING: 4,04
Add: Additional Approved Foints, if any 0.1
TOTAL NUMERICAL RATING: 4.14
ADJECTIVAL RATING: VERY SATISFACTORY
Prepared by: Reviewed by:
ELEMA L MONTEROSO MARIA A 5 ERJ\ T.W,. TABADA
Name of Staff Department' Office Head
Recommending Approval:
H%ATML
Chairman, PMT
Approved:

e ol

President

iy . R
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Exhabit L

EMPLOYEE DEVELOPMENT PLAN
JULY - DECEMBER 2017

Proposed Interventions to Improve Performance:

Date: September 15, 2017 Target Date: October 3-4, 2017
First Step:




Annex O
Instrument for Parformance Effectiveness of Administrative Staff

Rating Period: __ Jely—Gesesber 2097
Name of Staff. _ Slsna 1. Henisress Position: Seisnce Resespeh Bpesialist

Instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing
towards attalnment of the callbrated targets of your deparimentioffice/center/college/campus using
the scale below, Encircle your rating.

Scale |Descriptive Rating Qualitative Description
, The parformance almos! always exceeds the job requirements. The
| 5 Ouistanding | staff dellvers cutpuls which always results fo best practice of the unit,
' He s an exceptional role model

'ufaq Satisfactory | The performance meets and ofien exceads the job requirements
Salisfactory The performance mests job requirements

- | ] ]

Falr The performange needs some development to meeat job reguirements.
Foor The staff fails to mest job requirements
A. Commitment (both for subordinates and supervisors) Scale

1. Demongtrates sensitivity to client’s needs and makes the latler's experience in 5413|121
transacting business with the office fulfilling and rewarding.

2. Makes self-avallable to clients even beyond official time 514 2|1

3 Submils urgent non-routine reports required by higher offices/agencies such as
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within |5 |4 /3 | 2 |1

- specified time by rendering overtime work even without overtime pay

4. Accepts all assigned tasks as his/her share of the office targels and delivers
oulputs within the prescnbed time.

5. Commits himselfihersell to help attain the largels of hisMmer office by assisting co-
employeas who fail to perform all assigned fasks

B. Regulary reporls 1o work on time, logs in upon amival, securas pass slip when

op—t _going out on personal matters and logs out upon daparture from work.

B Sugoests new waEys 10 nﬂwemham!ﬂﬂ'ﬁmnfmmmm
clents

9 Accepis additonal tasks assigned by the head or by higher coffices even If the
assignmeant is nol relaled 1o his position but crilical towards the atlainment of the
functions of the university

10. Maximizes office hours during lean periods by performing non-routine functions the |
outputs of which results as a best practice that further increase effectiveness ofthe | & |4 (3 )2 |1
office or satisfaction of clientsle

11, Accepls objective criticisms and opens to suggestions and innovalions for 5|403)2 |1
Improvement of his work accomplishment

12.  Willing fo be trained and developed 5{413 2|1

Total Score

' B. Leadarship & Management (For supervisors only to be rated by higher Sclula

|q_‘_'=‘_mm

1. Demonstrates mastery and experfise in all araas of mﬂ(tngahlrust.mapent-ﬁ 41321
and confidence from subcrdinates and that of higher superiors 1l

2 Visionary and crsative o draw siralegic and speciic plans and targets of the | 5 |4 (3 [2 |1

o i i i e — I . e . . e




offica/department aligned io that of the overall plans of 'ﬂ'm university,

3. Innovates for the purpose of improving efficlency and effectiveness of the
operational processes and funclions of the depanmentioffice for further | 5 (4 | 3|2 | 1
satisfaction of clients.

4. Accepls accounlability for the overall performance and in delivering the oulpul 5|4 3l9]1
required of his/her unil, A

8. Demonstrales, teaches, monilors, coaches and molivates subordinates for (heir
improved efficlency and effectiveness In accomplishing Iheir assigned tasks | 5 |4 (3 (2 [ 1
needed for the attainment of the calibrated largels of the unit }

Total Score

Average Score | %.(7%

Overall recommendation : VM %
/
MARIA Aunﬁ TERESITA W. TABADA

Name of Head




Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff; ELENA L MONTEROSO

Particulars MNumerical Percentage Weight Equivalem
(1) Rating (2) 70% Numerical Rating
(3) (2x3)
1. Numerical Rating per [IPCR 4.20 420 x T0% 2.94
2. Supervisor/Head's assessment
of his contnbution towards 4.00 4.00 x 30% 1.20
atmnmemnt of office
| accomplishments
| 4.14
| TOTAL NUMERICAL RATING
TOTAL NUMERICAL RATING: 4.14
Add: Addinonal Approved Points, if any: 01
TOTAL NUMERICAL RATING: 4.24
ADIECTIVAL RATING: VERY SATISFACTORY
Prepared by Reviewsad by
ELENA 1. MONTEROSO MARIA AURORA T.W. TABADA
Name of Stafl Department/Office Head

R, i ol e e

Recommending Approval
. _’,; @m ik
REMBERT® A, PATINDOL

Chairman, PMT

EILWW

President
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Annex O

Instrument for Performance Effectiveness of Administrative Staff

Rating Period; __ January-Juse 2017
Name of Siaff, _Eless 1. Kenierese Position: Se¢ience Mes. Spesianlist

Instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing

towards attainment of the calibrated targets of your department/office/centar/college/campus using
' the scale below. Encircle your rafing.

Scale | Descriptive Rating Qualitative Description _
The performance alimost always excesds the job requirements. The
5 Cutstanding staff delivers outputs which always resulls o bes! practice of the unit.
He is an exceplional role model

Very Satisfactory | The performance meets and ofien exceeds the job requiraments

Satisfactory | The performance meels job requirements

=|ra|ea| -

Fair . The performance needs some development 1o meel job requirements.
Poor The staff fails to meet job requirements
A. Commitment (both for subordinates and supervisors) Scale

1. Damonsirates sensilivity lo client’s needs and makes the latter's experencain (.04 | 3 | 2 | 1
lransacting business with the office fulfilling and rewarding.

2 Makes self-available to clients even beyond official time 4131211

3 Submits urgent non-routine reporis required by higher offices/agencies such as
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within {5 4 3 | 2 | 1
specified lime by rendering overtima work aven without overtime pay

4 Accepts all assigned tasks as hisiher share of Ihe office targets and delivers 5 arZl
outputs within the prescribed time. |

5. Commits himselfiherself o heip attain the targets of hisher office by assisting co- |5 |4 [[3)) 2 | 1
empioyeas who fail to perform all assigned lasks

6. Regularly reports to work on time, logs in upon armival, secures pass slip when 5@3 21
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. (544 |3 [2 [ 1

8. Suggests new ways to furthar improve her work and the services of the office 1o s ﬁFﬁs 21

functions of the university

10.  Maximizes office hours during lsan periods by performing non-routine functions the L
outputs of which resulls as a besl practice thal further increase effectiveness of the | 5 4134211
office or salisfaction of clientele

11, Accepls objective criticisms and opens {o suggestions and innovations for 5|4 211
improvement of his work accomplishment .
12 Wiling lo be trained and developed 5 [4)3]2]1
Total Score f{
B. Leadership & Management (For supervisors only fo be rafed by higher Scale

| 1. Demonsirates mastery and experiiss in all areas of work to gain trust, respect
and confidence from subordinates and Lhat of higher supetiors

2. Visionary and creative to draw stralegic and specific plans and fargels of the | 5 | 4 |3 |2 [ 1




officeidepartment 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 departmentoffice for furlher
satisfaction of clients.

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

5. Demonstrates, teaches, monilors, coaches and motivates subardinates for thelr

improved efficiency and effectiveness in accomplishing their assigned tasks
neaded for the altainment of the callbrated targets of the unil

Tolal Score

Average Score

fzswr} adile

boAN] G ( mmﬁmaw.Tm

‘ﬂiﬂf ut-;,muLﬂ Liovrs Name of Head

,f:n LAl ﬁ“r”“/

}{-ﬁﬂw Lo WM‘ ié

23wt @Jﬁﬁ W"'

Con .?-:uvf LrLff"’"’é
EWM 'ﬁtﬁq

M E;m in ' [0
v A B et il ¢




