Dapartment of Social Welfare and Development

INDIVIDUAL PERFORMANCE CONTRACT REVIEW

FY 2023, FIRST SEMESTER

Name of Ratee:

JOSEPH JAY P. PERALTA

Paosition: ADMINISTRATIVE ASSISTANT II
Designation (if applicable):
Office: 4PS REGIONAL PROGRAM MANAGEMENT OFFICE
KEY RESULTS AREA RATING
Objectiva, Program, Project, Welaht PERFORMANCE INDICATORS ACTUAL ACCOMPLISHMENTS ':-hM-d
" Ver;
Ac:?rlty Alfocagtlon (Quantity, Quality, Timeliness) (Quantity, Quality Timeliness) Qn Qi L Ave m..;;s REMARKS
Avoiage Waght
Al st |
A. Strategic Priorities 34%
100% ISO 9001:2015 requirements complied by June 2023 |Ensured that all incoming and oulgoing documents were properly
reviewed in accordance o its ISO format and labeling.
- Rglurned 30 Siatement of Overtime o concerned staff for not 4| 3.66667 0.36667
following the ISO template then provided them with the exact
A.1 Service Streamlining 10%) 1 template afterwards.
1 (One) Maintenance and Salekeeping of Physical Records | Active documents are filed accordingly in corresponding folders in
reports submitled 9 days before May 31. 2023. accordance to RDS/GRDS number and kepl in steel cabinet.
Co-facilitaled on the submission of Pantawid Pamilya Records 3| 3.00000 0.06000
2% 2 Inventory and Records disposal for the year 2023 last May 11, 2023
Facilitale and ensure 100% completion of altachments for the |Facilitaled in forwarding/routing bill documents lo concerned section
obligations incurred of the office rental. communication for their proper action after ensuring completion of atlachments for
~y allocations. office supplies and ulility bills (Electric. Water, obligations incurred of the office. rental. communicaticn allocations. 2| 2.00000 0.06000
Internet. Office Rental) are procassed and pald at least 5 office supplies and utility bills.
A.2 Moniltors effective delivery 3%| 3ldays after billing date
of Social Protection Programs Faciltate and ensure 100% submission of all travel claims to |Facilitaled, reviewed. and ensured complele altachments of travel
and Services Including RPMO with complete documenlary altachment. without claim vouchers of LEYTE province from JANUARY to JUNE with
support lo operations, findings and duly encoded (o TEV malrix and shall be 100% |complete documentary altachment and duly encoded 1o the TEV
General Administration and submilted lo RPMO every 8th of the menth. malrix.
Suy, rt Services (GASS) and JANUARY - 34 travel vouchers
Pofi::mvelopmein . FEBRUARY- 37 travel vouchers 5| 5.00000 0.85000
MARCH- 38 travel vouchers
APRIL- 30 travel vouchers
MAY- 34 travel vouchers
17%| 4 JUNE - 27 travel vouchers
Maintain and update One (1) Inventory ICT database ol newly [N/A for the semester since these lasks were nol specifically
Issued. transferred and exisling propertes submitted on the  |assigned to the ratee bul to another AA
5|30th day of the last month of the quarter
A.3 Property and Records Facililate and ensure complete allachment of ALL Facilitated in receiving and forwarding FETS to concerned
Management loss/damage properties for employee's rellef from uniVstaft/section for Lheir proper action
accountability and in case of surrendered property, facililate
FETS and ensure appropriale documentation for the 3| 3.00000 0.06000
cancellation ol PAR submilled 5 days after receipt of the
%1 6|information and/or as need may arise
B.Core Functions 46%
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Receive ALL incoming communications and property recorded | Received incoming communications and properly recorded them in
in the Documents Tracker. iminated and f ted upon |the Documents Tracker. disseminated and facilitated upon receipt. ‘ _
receipl and/or acled per instruction of immediate supervisor. |and/or acted per instruction of immediate supervisor. ™ 2T =t ™ CIAR -
January - 16 incoming documents/communications Age N G S e b \ gl
February - 14 incoming documents/communications A \VUDICA HisEl H
March - 47 incoming documenls/communications ‘ \J \“ i et 0.26000
April- 43 incoming documents/communications
May- 98 incoming documents/communicalions
. 6.00%| 7 - June - 140 incoming documentsicommunications i
Receive ALL Outgoing communications and properly Received and Forwarded outgoing communicalions and properly
recorded in the Data and Archiving Tracking System (DATS). |recorded them in the Data and Archiving Tracking System (DATS).
facilitated and routed upon receipt and/or acted per instruction | facilitated and routed upon receipt. and/or acted per instruction of
of immediate supervisor. immediale supervisor.
January- 24 oulgoing documents/communications
February - 21 oulgoing documents/communications 5 4 4| 43333 0.26000
March - 49 outgoing documents/communications
Apnl - 50 outgoing documents/communications
B.1 Manage incoming and May - 112 outgoing documents/communicalions
outgolng co icati 6.00%] 8 June - 231 outgoing documents/communications
Filing of ALL communications & pertinent documents in Ensured 100% all of the approved Travel Orders and Overtime
accondance 10 prescribed records management guidance Requests are filed in their respective folder in accordance to 5 4 5| 466667 0.18667
maintained al least twice a week, prescribed records management guidance maintained at least twice ' '
4.00%| 9 a week.
Draft ALL communications as instructed by the immediate (1) Drafted 4 memorandums as instructed by the immediate
Supervisor at least within 24 hours from receipt supervisor al least within 24 hours from receipt.
(2) Analyzed and proaofread incoming documents and 5 3 5| 4.33333 0.43333
communications before farwarding them to the Office of the Division
10.00%| 10 Chief for action.
Receive. review and facilitate the complete submission of ALL |Received. reviewed. and facilitated the complete submission of ALL
personnel requirements (DTR. Accomplishment Report, IPC, |personnel requirements and properly recorded them into their
SALN, Applicalion for Leave.Travel Order, Request for respective matrix.
Overtime. IPCR, Clearances and other related personnel - 465 Travel Orders/Authority to Travel: 5 & s| 466867 023333
requirements) of Pantawid Pamilyang Pilipino Program slaff (- 179 Overtime Requests '
without findings. properly filed and sent to RPMO on or before |-237 Statement of Overtime Service Rendered
the set timelire. -49 DTRs and Accomplishment Reports.
500%)] "1 -159 Application for Leave
Ensure 100% posting and/or cascading of vacancy. Consolidated, reviewed. and follow-up on the comments regarding
directives. memos and advisory to all official emall and group |the disseminated/cascaded communications. documents. and
chat (GC) and office bulletin board upon receipt of the guidance notes to all Pantawid slaff. 4 3 5| 400000 0.12000
B.2 Peiform administrative nolice/communication, Cascaded updates regarding submitted LDDAP of TEVs and Load
support and clerical functions 3.00%] 2 reimbursements in the Group Chat.
Documentations 1o ALL meelings. activilies and other (3)Acted as Secretarial dunng the panel interview for Municipal Link.
engagements as required by the agency or the immediate (MARCH 28-30. 2023) 4 3 5| 400000 0.32000
8.00%| -3 supervisor and other requesting parties
Report ALL incidence and monttor processing of PR, actual  |Facilitated monitoring the status of PR 3s well as receiving and
service provision and payment of the regular cleaning of ) forwarding to concerned unit/section for their proper action 2 2 2| 200000 0.04000
aircondition and office repair and maintenance as need arises
2.00%| 14]from January to June 2023
Ensured and monitored the RPMOQ ulility staff in the daily keeping
i n anliness. proper waste disposal and other related office
8.3 Assist in coordinating the e :of\cce‘vens 30 rnim':t'espe before staﬂs'::\d 30 minutes after the official 3 3 3 3.00000 0.06000
eral services functions wasle disposal and other relaled office concerns 30 minutes ik
g 2.00%| 15|before start and 30 minutes after the official office hours office hours
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18

Maintain and ensure submission of (1) One RIS of office
supphes submitted every 5th of the last month of the quarter.

N/A for the semesier since these tasks were nol specifically
assigned to the ratee bul to another AA

17

Maintenance of One (1) Staff directory submitted on June 15
anc/or as need arises

N/A for the semester since these lasks were nol specifically
assigned (o the ratee bul to another AA

C. Support Functions

€1 Urgent Task

5%

Enswre 100% performance (o the expecled 1asks as necessa

(1) Encoded 50 SWDI forms in PPIS.

(2)Verified 8 HAFs.

(3) Printed158 HAFs from Northern Samar as instructed by RITO
Paldez

(4) Facilitated photocopying of RSOs/Authority to Travel for CTC as
an attachment for TE Claims of all provinces - 7,975 certified true
copies of Authority to Travel. Deployment Order were facilitaled
(5)Facilitated in the designation for the area of assignments cf the
newly hired Municipal Links.

433333

0.21867

C.2 Other redated Lask

%

Ensure 100% performance 1o the expected lasks as necessan] 3! the Onental Hotel. Palo. Leyte

(1) Acted as PACD at DSWD Candahug. Palo. Leyte and served 30
|walk-in clients in total - June 1, 2023 and June 20, 2023

(2) Facilitated reviewing the compleleness of HAFs submitted by the
Biliran province as instrucled by the RMEQ - 1269 HAFs
(3)Performed as dancer of the cheerdancing team of Operations
Cluster for the 72nd DSWD anniversary celebration.

(4)Pelormed as dancer of the DSWD Production Team dunng the
Culmination culmination activity for its 72nd anniversary celebration.
(5)Aclive participation in sports festval specifically in the volleyball
team of Operatons Cluster (2nd placer) and Mobile Legends
Tournament (3¢d placer)

(6)Perfomed as dancer during the closing program of NAC meeling

500000

0.25000

C.3 Augmentation 1o other
programs

10%

All ass:3ned Lasks CONCerning other programs and services of
the sgency

{1)Augmenied in HRMDD in sorting oul, compiling and segregating
of Ihe renewal documents of ALL pantawid staff. (JANUARY 17-20,
2023)

(2)Augmented in HRMDD for the encoding of application letters of
panlawid applicants to their dalabase. (MARCH 18, 2023)
(3)Augmented in HRMODD for the finalization of the minules of
interview for the hinng of Municipal Links, (APRIL 4, 2023)

4.33323

043333

FINAL RATING

ADJECTVAL RATING

4.21
VERY SATISFACTORY

7711

Prepared by
| Recommending Agproval.
JF’t:rllmar:

Approved by
Positior

P. PERALT,

JOSEPH ,
ADMINIST

P UNAY

E ASSISTANT Il

Date _July 5, 2023 _

Date

PPMD

NATIV G. SEQUITO

Date:

b st

July 14, 2023

July 19, 2023
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Department of Soclal Welfare and Development

INDIVIDUAL PERFORMANCE CONTRACT REVIEW

T s |

v

FY 2023, SECOND SEMESTER
I ViN I
Name of Rates: JOSEPH JAY P. PERALTA '
Jon: [ADMINISTRATIVE ASSISTANT Il
nation (if applicable):
: 4PS REGIONAL PROGRAM MANAGEMENT OFFICE
KEY RESULTS AREA RATING
PERFORMANCE INDICATORS ACTUAL ACCOMPLISHMENTS e
Objective, Program. Project. | Weight (Quantity, Quality, Timeliness) (Quantity, Quality Timeliness) an | & | 7 e e o REMARKS
Activity D s aa ]
A
IS%
100'% 150 8001 20195 requesmaents comphed by June 2021 Lnsured that 8l ncoming and 0utgoing doocumants were property reviewed
n accordance lo e SO format and labeliing
e |1 - Retumed 25 Statement of Overtima to concarned siafl for not folowang ] 3 3 300000 035010
A1 Service Streemining tha 1SO templale than providad tham with tha exact lamplals afarwards
1 (One) Mamtenance and Safexeepnyg of Physical Records reports
o 2 lsubmiied § days before May 31, 2023
= . N Facitaied i forwarding/roulng bill documents 10 concarmed sechion for
Fi and 100% of vants for the their proper sction after ensuring comp of for oblig
4.2 Monmors efectve ceiveryof | 3so% | 3 ‘M"“"'““vmumummg:cm incurred of the office, rental, ¢ tion alk s, office suppies and 2 2 2| 200000 007660
Sacel Profecton Proprems and mm-&uﬁr::&muﬁv:.;rml ce utiity bits
< iochnding support 10 Rental) are processed paud ol least ys ing date
oo . Fackiale and ensure 100% submasion of all iravel claims to RFMQ |Facihtaled, reviewed, and ensured complete attachments of iravel ciam
General Acmintraton and with completo documeniary attachment, withoul findings and duly  [vouchers of LEYTE province from JULY to DECEMBER with compiete
Support Senvecas (GASS) end p— 4 |#ncoded 1o TEV matrix and shail be 100% submitted to RPMO LT y attachment and duly encodad o ihe TEV matrix 4 3 3 2w o
Poicy Development every 8th of the monih JULY- 42 travel vouchers
AUGUST- 47 trave| vouchers
SEPTEMBER- 54 travel vouchers
[Maintan and updale One (1) inventory ICT dalabase of newly NiA for the semesler since these tasks were not specfically assigned to the
0% 5 |ssued. transfered and exsting properties submitted on the 30th ratee bul to another AA
duu‘fmhﬂmmhdhemlﬂ?
A3 Progeny and Records Faciitate and ensure compiete attachment of ALL loss/damag F e g and for G FETS to concerned unitsiafisection
Mansgement |properties lor employee's relief from accountability and in case of |0 thew proper action.
233% 6 |surrencered property. faciitale FETS and ensure appropriate 3 3 3 3.0C000 C 08950
documentation for the cancellatan of PAR submitled 5 days after
receipt of the information and/or s need may anse
5 -
Recewe ALL incoming comm and properly recorded n the [R d incoming ns and properly recorded them in the
Documents Tracker, dessiminated and facilitated upon recept Documents Tracker, disseminaled and facilitated upon rece:pt, andior acted
|and/or acted per instructon of immediate supenvisor per instruction of immediate supervisor
JULY - M4 incoming documents/communications
6 00% 7 AUGUST - 25 incoming docu I i 4 4 4 4 00000 024000
SEPTEMBER - 15 incoming documents/communications
OCTOBER - 18 incoming documents/commumcalions.
NOVEMBER- 21 incoming documents/communications
DECEMBER- 10 incoming documants/communicalions

Dama 1 AF72
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JOSEPH JAY P. PERALTA ! % /4
Al 1 V4
| o~ P~
4PS REGIONAL PROGRAM MANAGEMENT OFFICE i R ST -
! - C -
KEY RESULTS AREA LM ~RATING _
T "
PERFORMANCE INDICATORS ACTUAL ACCOMPLISHMENTS
Average MARKS
Otjective, Program, Project, Weight (Quantity, Quality, Timeliness) (Quantity, Quality Timeliness) Qn al T Ave (Woghed RE
Activity Allocation : Avarnge Vit
1
Receive ALL Oulgonng communications and properiy recorded in the|Receved and Forwarded outgoing communicatons and recorded
Data and Archiving Tracking System (DATS), facilitated and routed |them in the Data and Archiving Tracking System (DATS), facilitated and
upon receipt and/or acted per instruction of immediate supervisor routed Upon receipt, and/or acted per (nstruction of iImmediste supervisor
JULY- 19 outgoing d nts/commur
600% ] AUGUST - 28 oulgoing doct 4 4| 400000 0 24000
SEPTEMBER - 54outgoing documents/commumcaltions
OCTOBER- 63 outgoing Wmmunmms
8.1 Manage incoming end NOVEMBER- 41 outgoing nts/cor .
Gutgaing communicesions. DFPFMEEBMWW
Fdng of ALL oommmbmo & non-mm documents lw:rd-nou Ensured 100% ail cf the approved Travel Orders and Overlime Requesls
10 pt B¢ W g d at least ul&dlnm'npedm!oldorhamordcrm to prescnbed records
4.00% 9 |iwice 8 woek 9 g f ined at least twice a week. 4 41 4.00000 016000
Draft ALL cornmumcations as insirucied by the immediale (1) Drafted 2 memorandums as instructed by the immediate supernvisor at
Supervisor 8l ieasi within 24 hours from receipt leas! within 24 hours from receipt.
10.00% » (2) Anelyzed and proofread incoming documents and communicabons 4 4 4.00000 040000
before furwnrumg them 10 the Office of the Division Chiet for action
Recewe, revaw and lacitale the compiete submssion of ALL rl-‘ L d, and 1 the of ALL
pervonnel requi (DR, A s | Repont. IPC, SALN, |personnel requirements and property mcorood them Intu their respective
| Apphication 1or Leave, Travel Order, Raques! for Overtime, IPCR, matrix.
5 00% 1 |Clearances and tther reinied personnel requirements) of Pentawid |- 613 Travel Orders/Authority 1o Travel, 4 4 4 00000 0 20000
Pamdyeng Pilipino Program siafl without findings. properly filed and |- 312 Overtime Requesls
sent 1o RFIMO on of before the set tmeline <150 Statement of Overtime Service Rendered
-m: Agghuhon for Leave
Ersure 100% p g enadlor ding of am fohw-upmmewmmmuohv the
‘mwwywumnadmnmgmpmu(ﬁc)m di inaled enls. and guid nolas
office buletn board upon receipt of the notice/conwnumication w-lP-m-wuul.lﬂ
eaiaall (o - rding submitied LDDAP of TEVs and Load 1 g F2000
mlmbuunw. in the Orwo Cnat
8.2 Perform administrstive Dotumentatons 10 ALL mestings, and olhar er (1)Orafted ine resckition for the Indwdual PRAISE s (S 0,
Support snd Clericel functions #8 fequwred by [he agency of the i supervisor end ohher | 2023)
18q.ua8UY) Darbes (2)Crealed the for \he ining acliviles of 4Ps for the last
rer of the d (S ber 27, 2023)
1 ] 00000
o " (3)Acted as one of the lraining lsams during the Enhancad Siress “4 4 032000
Management and Vorklorce Waellare Training for 4Ps Swafl. (November 13-
17,2023)
Fopon ALL *a o ¥ 9l PR, aciual sarvice |F 8Giialed mondonng the slalus of PR a8 well a8 recaiving and lorwarding
prorvison and peyment of the reguler cesning of slrcondition and to concerned unit/saction for their proper acton.
Z00%. s Oflce repad bnd martenance ss need arises from January 10 June 3 3' 3.33333 0.06687
0
Ensure and monidor the dadly keeging and Cloanknoss, W,mﬁmuﬂl wnd monitored the RPMO ulivly siaff n the daily keeping and
8.3 Asaist in coordineting the 200% | 13 |[omposal 8nd other related cHice concerms 30 minutes before stant [ Cleaniiness, proper wasie disposal and other reinled office concerns 30 3 3| 3333 006667
|general services lunctions and 30 munwles efter tha offcial oMce hours minules before slart and 3C minutes after the official office hours.
1 |Mawtan and ensure submssion of (1) One RIS of office supplies  [WA for the semesier since these tasks were not specifically assigned 1o the
submatiad every Sth of 1ha las! month of (he quariee ralne but lo another AA
Maintenance of One (1) Stafl di IN/A for Iha semesler since iheso lasks were nol specifically assigned 1o the
1'I“m."m m Iraciory submitied on June 15 andlor |11 107 T S=rrasler ol
20% ]
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|
Name of Rates: JOSEPH JAY P. PERALTA [ 2 ﬁ,
[Posltion: ADI TANTTI i 7
| ton (Il apphcable)- | y A {
(Giice: 4PS REGIONAL PROGRAM MANAGEMENT OFFICE 1 v s e y;
! - : i — -
KEY RESULTS AREA I A N/ RADNG.[ | . | i laie: ﬁ
PERFORMANCE INDICATORS ACTUAL ACCOMPLISHMENTS 1§ L
Objective, Program, Project, | Weight Tverage MAR
.Z?;m Allocation (Quantity, Quality, Timeliness) (Quantity, Quality Timeliness) Qn & T e - REMARKS
Averaga“Visgit
AR a¥on)
(1) F pt Pying of RSO y (o Travel for CTC as an
atachmaent for TE Claims of all provincas - 6,080 cartifind trus copies of
C.1 Urgent Toshk % 18 |Ersure 100" perd: 1o the Iashs As y Authonty (o Travel, Deployment Order ware fecililated 5 00000
(2)Printed 8837 LBP E forms aw in by ITO Paides " : 2 m—
(1)Anended the deliberation for the regional PRAISE nominations
(Seplember 18, 2021)
" (2)Altended the PRAISE validaton for semi-Anakst nominees as 1st Level
©.2 Other reisted task % 19 |Ensure 100% p 10 the exp lasks aar Y SWEAP represeniatve of tha 4Py sub-commities (October 10, 2023 ) 5 s 5| 500000 025000
(3) Acted as 13t level SWEAP representative during the panel intenviaw for
SWA position (December 20, 2023)
(1) Atilended Ihe Skiks Development Trainng for 4Ps Designated Property
and Procurement Officers @ Ynad's Hotel, City of San Fernando, La Union
(September 4-8, 2023)
0 cther AR Iaak other nd services of the  |(2) Atlended Ihe Cybersecunty and Privacy Awareness and Basic ICT
:"—"—'-' 0% Fol WI'- RS SR P @ Jasmine Beach Resort. Marabut. Samar (Ssptember 14 &l 5 s 5 00000 0 50000
16, 2023)
(3) Attended the Volunteers' Training cum Orientation of Safe Spaces Act
@ Jesmine Beach Resort Marsbut, Samar (Oclober 26-27 2023)
101% 1
FINAL RATING 3.80667 B
TIVAL RATIN ATISFACTORY ]
C R \
N |
R by  PERALTA Date: January 10, 2024
ADMINIS ASSISTANT It
Recommending Approval NAY Date. January 12, 2024
Postion PPMD
Aporoved by NATIVIDAD G. SEQUITO Date: January 17, 2024 l
Poston SWOYIOIC-ARDO |
o
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