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Boepnlilic of the Pinlippines
Department of Ehocation
Regional Office Mo, VINEaslern Visayas)
SCHOOLS IMVISION OF ORMOC CITY
Ormoc City

CY 2023 INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM (IPCRF)

Mame of Rater Maribel C. Bandeja EdD

Hames of Employee  Edalina B, Mollna
Position Administrative Officer I Position Adminsitrative Officer W
Diivislon Schools Divislon of Ormoc City Date of Review January 18, 2024
Rating Poriod January 1, 3023 - December 31, 2023
TO BE FILLED DURING PLANMING T BE FILLED DURING EVALLUATION
RATING
HKEY RESULT AREA —— mﬁ NHEn— PERFORMAMCE INDICATOR Scors
(KRA) [Quality, EMiciency, Timeliness) [+] E T | AVE
A. PERSONMEL Prowica Human Resource Managanmanl 5 - 100% of reguesied HRM suppat fa the school haad
ADMIMISTRATION  [suppor Io tha school haad and coandinate wire addresaed
lis0%) with Divisian HAMO with Recrulimenl and 4- B0% of requesied HRM suppoe o the schoel head were
Seleclion of applicanis, promodion, lranshar ackiressad £
and processing of ERF for qualifiad leachers Ei% of reguasted HEM suppar! |o S schodl head were
ar parsannil and facililae submission o e 2% Year Round |ddressed & 5 5 | 015
800 2400% of recuasted HAM suppan I The schoal head wara

adiressed

1-20% of reqquested HRM suppert i the school head were

addnaged
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/ TO BE FILLED DURING PLANNING TO BE FILLED DURING EVALUATION
SULT AREA WEIGHT PER PERFORMANCE INDICATOR RATING
OBJECTIVES TIMELINE Score
(KRA) oREcTve (Quality, Efficiency, Timeliness) a | e[ v [aw
Check and validate completeness, veracily 5-100% of applicants documents were checked and
and authenlicity of applicants documants to validaled its complateness, veracity and authenticity
be submitied to the HRMO for 4- B0% of appicants documents were checked and
|preparationfissuance of appointment validated ils completeness, veracity and authenticity
3-60% of applicants documents were checked and
valdated His compleleness, veracily and authenticity
3% Year Round  [2-40% of applicants documents were checked and 5 S| 5 |500] 015
validated #s completeness, veracty and authenticity
1-20% of appicants documents were checked and
validated its completeness, veracity and authenticity
Establish and maintained 201 filing sysiem §-100% up to date 201 files and dalabase
and databass of all school personnel 4- 80°% up to date 201 files and database
3-60% up o date 201 files and database “
% Mon®hly 12 40% up to date 201 fies and database 8 $ 3|5 |05
1-20% up to dale 201 fles and database
Manitor and record attendance and absences 5- 100% submission of DTR
of school personnel and Check and 4- 80% submission of DTR
consofidate Daily Time Record (DTR) school 5% Monlhiy 3-680% submission of DTR 4 4 4 2 02
personnel 2-40% submission of DTR
1-20% submission of DTR
Prapare and submil report of parsonnel 5 - 100% submission of Form 7
absencas 1o OCSHS, MNHS and OCNHS 4- B0% submission of Form 7
3.60% submission of Form 7
b Monthly 1> 40% submission of Form 7 5 o M B
1-20% submission of Form 7
Prepare and submil Nolice for Step Increment 5 - 100% submission of NOS| and salary adustmment
and salary adustments of school personnel 4. B0% submission of NOSI and salary adjustmment
o HRMO for checking and verification 3-60% submission of NOSI and salary adustmmentt
10% Year Round |2-40% submission of NOSI and salary adustmment 5 5] 5 | 500|050
1-20% submission of NOS| and salary adustmment
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P TO BE FILLED DURING PLANNING TO BE FILLED DURING EVALUATION
ULT AREA RF RATING
> /‘Q(ERA) A e [ PERFORMANCE INDICATOR S
(Quality, Efficiency, Timeliness) Q E T | AVE
Fogitalo suhmisslon.of leave applications, 5 - 100% of application of keaves, retirement or separation
refrement or separation benefits, permit I [benedes. permit to studyipeactice of professian, authority to
study/pracica of profession, autharity 1o fraval

traved and other school requests were submitted to SDO
4- 80% of applicaton of leaves, retirement or separaton
[benes. permit 1o studyioractce of profession, suthority to
Iravel and other school requests were submilted to 500
360% of appheaton of leaves, refiremant or separalion
[benefits, permit ko studylpracsice of prafession, authority to
Iravel and other school requests were submitted to SDO
2-40% of application of keaves, ratirement of separation
benefits, permit to study/practice of profession authority to
&% Year Round ﬂlravel and other schoal requests were submitted %o SDO
1-20% of application of leaves, retirement or separation
benefits, parmit 1o study/practios of profession, authorty %
Ftrml and other school requests were subimitted to SDO

and other school requests of the school head
and its personnel for indorsement to the SDO

Assist the school head in preparing of HR- 5§ - 100% of HR retaled reports were submitted to HRMO
related reports and submils the same o the 4- B0% of HR related reports were submilted 1o HRMO
HRMO 3-60°% of HR related reports were submitted lo HRMO
2-40% of HR related reporis were submitted to HRMO
3% Year Round |1.20% of HR related reports were submitted o HRMO 5 5 51 5 |05
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TO BE FILLED DURING PLANNING TO BE FILLED DURING EVALUATION
SULT AREA P TING
/«( ) — weonteen | ERFORMANCE INDICATOR RA .
(Quality, Efficiency, Timeliness) Q E T | AVE
COfnpulo ant} submil matemity beneft 5 - 100% of Matemnity claims, Salary Differentials and PYP
claims, slep increment, salary diferentials, were submitied 1o SDO
PVP and etc) to SDO for processing, funding 4- 80% of Maternily claims, Salary Differentials and PVP
nad release. were submitied 1o SDO
3-60% of Maternity claims, Salary Differentials and PVP
8% 4th Quarter [Were submitied 1o SDO s s s 500|040
2-40% of Matemity claims, Salary Differentials and PYP
were submitied 1o SO0
1-20% of Matemity claims, Salary Diffecentials and PYP
were submitied 10 SD0
B. PROPERTY Facililade in the procurement of supples, 5-100% faciltated procuremant of the schoal
CUSTODIANSHIP Imaluiats. equpment, elc of the school based 4- B0% facilitated procurement of the school
(35%) on approved SIP/AIP or as directed by the 3-60% facilzated procurement of the school
School Head S% | Asneeded o 405 faciltated procurement of the schoal S 15| 5|5 |0
1-20% faciltated procurement of the school
Ensure proper storage and maintain updated 5+ 100% of school property are acoounled and safekeap
Invendory of all supplies, materials, 4- 80% of school property are acoounted and safeksep
equipmant, lexibooks and olher leaming 3-60% of school property are accounted and safekesp |
rasource malerals in (he school, conducts 2-40% of school property are accounted and safekeep
semi-annual invenlory on all school proparties 1-20% of scheol property are accounted and satekeep |
10% Year Rourd 5 5 5§ 5 05
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materials 1o requesling feaching and non-
leaching personnel in the school

10%

As needed

4-80% of suppiies, matanals, equipment, textbooks and
other leaming resource malerials were issued 1o
requesting school personnel

360% of suppies, materials, equipment, lextbocks and

pthot leaming resaurce materials were ssved %o

requesting scheol personned

2-40% of suppies, matenals, equipmant, lextbooks and
rleaming rescurce materials were kssued 1o

requesting schoal persannel

1-20% of supplies, materials, equipmant, fextbocks and

ofher learning rescurce materials were issued 1o

requesting school persannel

TO BE FILLED DURING PLANNING TO BE FILLED DURING EVALUATION
/éuu AREA R PERFORMANCE INDICATOR RATING SC
(KRA ECTIVE onsecrve | TIMELINE ore
) o d (Quality, Efficiency, Timefiness) Q E T | AVE
Issue supplies, materials, equipment, 5 - 100% of suppiies, materials, equipment, saxtbooks and
lextbocks and other learning resource ofher learming resourca malerials were issued to
requesting schocl personnel

0s

Prepare and submit reports on all property
accountability of the school

10%

Monthly

5 - 100% submitied nventory reports to DO
4. B0% submitted invenlory repors to DO
3-60% submitied inventory reports to DO
2-40% submitied inventory reports so DO
1-20% submitted fventory reports to DO

04

C. GENERAL
ADMINISTRATIVE
SUPPORT (10%)

Asgisl the school baad in the preparation of
the School Form 7 (SF7) loading of leachers

Anrwally

5 - 100% submitted SF7 1o DO
4- 80% submitted SF7 to DO
360% submitted SFT 10 00
2-40% submitted SFT to DO
1-20% submittad SF7 1o DO

025
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T BE FILLED DUARTNG: E'.I'-'ILI.I'.lT'I'DH_

el TO BE FILLED DURING PLANNING R .
SULT AREA WENEHT PER PERFORMANCE INDICATOR RATING
OBJECTIVES TIMELINE Score
/GT:“’“ HBJECTIVE {Quality, Efficiency, Timelinass) a E T |AE ]
Provide ganaral adminisirative suppar o the 5 - 100% of requesled edminisirative support wara
schaol haad and teachers lia raproduction of addrpssed
leaming matesials, encoding of reports, Id BO% of requesied adminisirative support were
preparation of documends, efc addressed
G0% of requested administrative support were addressad
2-40°% of requasted adminisirative suppart were
5% iz needed addressad 5 51 5 5 .25
1-20% of requested adminisirative support were
addrossad
[F- OTHER TASK (5%][Ta parizrm e allowing BAC related
Turclions:
To prapara bigking dacumants far the
To fecitlste ssuance of hidding documenls of
the Division Officw lo prospective hidders As naedad
To post Requasf for Quotalion {smouning
abowe 50k and Invilation fo Bid in the
PAGEPS [Division Offfice Procuraman) As naded
To azzilz fha TWG in canduching the pest
qualification evaiustion ectivities by
Ilcmmﬁ.rmﬁg wilfy e praspective bigders in
thair compliance in fe submission of ralavant 8% od § H 5 o R
documents az requazied by the TWE b
To prapane consalidiated 2022 PPMF of fha
divisian affice 1t Cuarler
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> TO BE FILLED DURING PLANNING TO BE FILLED DURING EVALUATION
RATING
T AREA WEIGHT PER PERFORMANCE INDICATOR —
IMELIN
izt OBJECTIVES oscecrne | TIMELINE (Quality, Efficiency, Timeliness) a | e | 7 |awe
To prepare and submif PMR, APP and q 3nd
APCPI results of the DepEd-Ormoc City st and
Division to GPPB Qarter
To safokeep and maintained organized BAC
related documents Year Round
Prepare all reports and filing of all
procurement related documents of the
agency for the conduct of APCP} 1st Quarter
assessment.
Monitor vehicle request and plot schedufe of
all vehicles in the Division Office Year Round
Monitor atfendance and performance of all 0.20% 400 | 400 | 400 [ 400 | 001
JO Personnel in the division Year Round
OVERALL RATING FOR ACCOMPLISHMENTS: 485
Descriptive Rating: Outstanding

Eoeumm

RATEE

RATE

MARIA CLAUDITH L, MANAWATAQ

APPROVING AUTHORITY



PART Il: COMPETENCIES

EHA NCi Teamwork | CORE SKILLS ’
= Wikingly does hisier share of responsability,
Solf Management o Promotes collaboration and removes barriers to teamwork and goal | Oral Communication

A Sets personal goals and direction, needs and development
e Undertakes personal actions and behaviors that area clear and

purposive and takes into account personal goals and values congruent

to that of the organization,
Isplays emotional maturity and enthusiasm for and is chalfenged by
higher goals.

- Priorilize work tasks and schedules (through Gantt Charls, Checklsts,

elc.) to achleve goals,

- Sets high quality challenging realistic goals to sell and others.

Professlonalism and Ethics
L—Bemonslrates the values and behavior enshrined in the Norms of

Conduct and Ethical Standards for pubic officials and employees (RA
6713)

7 Practices ethical and professional behavior and conduct taking info

account the Impact of his/her actions and decisions

7 Maintains a professional image: being trustworthy, reqularity of

allendance and punctualily, good grooming and communication,
Makes personal sacrifices to meet the organization's needs.

U~ Acts wilh a sense of urgency and responsibilty 1o meet the

organization's needs, Improve systems and help others improve their
effectiveness.

Result Focus
e Achleves results with optimal use of time and resources most of the
lime.

G Avolds rework, mistakes and wastage through effective work methods

18]

by placing organizational needs belore personal needs.

Dellvers error-fres outpuls most of the lime by conforming to standard
operating procedures correctly and consistantly. Able o produce very
salisfactory quality of work in terms of usefulness/accaplabllity and
compleleness with no supervision required.

&« Expresses a deske to do better and may express frustration at waste

or inefficlency. May focus on new or more precise ways of mesting
goals sel.

A Makes specific changes In the system or in own working methods to

improve performance. Exampies may include doing something better,
faster, at a lower cost, more efficiantly, or Improving quality, customer
satisfaction, morale, without setting any specific goal.

accomplishment across the organization,

r Applies nagotiation principles in arriving al win-win agreements.
¢ Drives consensus and team ownership decisions,

Works constructively and collaboratively with others and across
organizations to accomplish organizational goals and objectives.

Service Orlentation
o7 Can explain and articulate organizational directions, issues and
probiams.

1

o
'
4

Takes personal rasponsibility for dealing with andlor correcting
customer service issues and concerms.

Iniliates activities that promotes advocacy for men and women
empowerment,

Participates in updating of office vision, mission, mandates and
strategies based on DepEd siralagles and directions.
Develops and adopls service improvement programs through
simplifiad procadures that will further enhance service delivery.

Innovation
L~ Examines the root cause of problems and suggests effactive

solulions. Fosters new kleas, processes, and suggests betier ways to
do things (cost andlor operational efficiency).

Demonsirates an abity to think “beyond the box", Continuously
focuses on improving personal productivity to creats higher value
and resuls.

Promotes a creative cimate and Inspires co-workers to develop
original ideas or solutions.

Translates creative thinking Into tangible changes and solutions that
Improve the work unit and organization.

Uses ingenious mathads to accomplish responsibllities.
Demonstrates resourcefulness and the abiity to succeed with
minimal resources.

p~  Follows instructions accurately.

7 Expresses seff clearly, fluently and articulately,

«  Uses appropriate medium for the message. l
v  Adjust communication style to cthers.

#  Guides discussions between and among peers to meet an objective. I

Written Communication |
«  Knows the different written business communication formats used in
the DepEd

r Wates routine correspondenceicommunications, namrative, and

descriptve report based on readily avadable information data with

minimal spelling or grammatical error's {e.g. memos, minutes, efc.) |

Secures information from required references (i.., Directories,

schedules, notices, instructions) for specific purposes.

0 Seif-edds words, numbers, phonetic notation and content, if
necessary.

(0 Demonstrates clarity, fluency, impacl, conciseness and effectiveness
on his/her written communication.

Computer/ICT Skills

L Prepares basic compositions (e.9., letters, reports, spreadshests,
graphics presentation using Word Processing and Excel),

L Identifies different computer parts, tums the computer on'off and

works on a given fask in acceptabie, speed and accuracy and

connects computer peripherals (e.g. printers, modems, multimedia

projectors, eic )

Prepares simple presentation using PowerPoint,

Utiizes technologies to: access information to enhance professional

preductivity assists in conducting research and communicatas

through kocal and global profassional networks,

¥ Recommends appropriate and updated technology fo productivity and

Yo

professional practice.

RAL PETE Tl
CORE BEHAVIORAL COMPETENCIES |47
CORE SKILLS S
OVERALL RATING @




PART Ill: SUMMARY OF RATINGS FOR DISCUSSION

Final Performance Results Rating Adjectival Rating

Accomplishment of KRAs and Objectives 4.85 Outstanding

Rater - Ratee Agreement

The signature below confirm that the employee and his/her superior have agreed on content of this appraisal and the performance rating.

Name of Employee EDELINA B. MOLINA Name of Superior MARIBEL C. BANDEJO EdD
Signature M Signature M
% 1o
Date January I8, 2024 Date January 18, 2024
| PART IV: DEVELOPMENT PLANS
Action Plan (Recommended
Strengths Development Needs Timeli
€ P Developmental Intervention) eline Resource Needed
Can work well with no supervision HRM Professional/Leadership and A 3
Development Programs S SO0N a5 possible Technical Assistance

Has sense of responsibility and Procurement related trainings (such as
accountabllity biacklisting, e-bidding, green procurement) As s00n as possible Technical Assistance
Team Player
Innovative In making strategles on how
to expedite my work with quality

EdD MARIA CLAJ% MANAWATAO

EDELIN LINA MARIBEg}I. ND

Administrative Officer If 5570’ Principal Ml Administrative Officer V



