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Perfo「mance Monitoring and Coaching Journa!

NAMEOFOFFiCE �iNSTITUTEOFTROPiCALECOLOGY&ENVIRONMENTALMANAGEMENT(iTEEM) 

HEADOFOFFICE �DR.TEOFANESA.PATINDOL 

NAMEOFFACULTY �SHAIRAB.MANAPSA」 

ACTiVITY �MECHANiSM ����‘　REMARKS 
MEETiNG ��M巨MO �OTHERS (PIeasespecify) � 

ONE-ON一 〇NE �GROUP 

MONITORING � 

OfficeAttendance � � � �HRiS-DTR; Logbook �JulytoDecembe「 

Attendancetounive「sity � � �Memo「anda, �Attendance, �Asneeded 

activities/P「Og「amS/semina「s/ WO「kshops ���andinvitations �Certificates 

Leaves(SL,VL,CDO,eto) � � � �Applicationfo「 Leavefoms, andHRIS �JulytoDecember 

TraveIs � �Updates du巾ng meetings � �TraveIO「de「S, PasssIips �Asneeded 

AttendanceinMeetings � � �Noticeof Meetings �Minutesof Meetings �Asneeded 

COACHING � 

Ensuresthata=QMScore �Sta竹 � � � �Asneeded 

P「OCeSSeSWe「emet,andtimely Submissionsof「equireddocuments (PPMPs)we「edone �Consultation 

Filingmanagement,administrative �Sta惰 � � � �Asneeded 

reIatedwo「ks �Consuitation 

NOTE二Please /ndfoate the date面的e app作phate box when me monitohng was conducted,

/mmediate Supervisor

Di「ecto「, ITEEM

Next Higher Supervisor

Dean, CFES
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Ⅷ灘5
lNSTITUTE OF

TROPICAしECOしOGY AND

ENVIRONMENTAL SCIENCE

lnst軸ment for Perfermance E惰ectiveness of Administrative Sta惰

Rating Pe「iod: JULY - DECEMBER 2024

Name of Sta怖　　SHAIRA B.鵬ANAPSA」　　　Position:　AGRICJLTURAL TECHNICIAN l

lnst調ction to supervisor: P看ease evaiuate the e僧ectiveness of your subordinate in

contrib血ing towa巾s a競ainment of the calib帽ted ta喝ets of your

departmenVo簡ce/cente”∞IIege/campus using珊e scale below・

EncircIe your lating.

ScaIe �Descriptive Ra帥9 �Quaiita噛veDescription 

5 �Outstanding �Theperfo「mancealmostalwaysexceedsthejobrequI「ementS.The staffdeIiversoutputswhichaIways「esultstobestp「acticeofthe 

unit.HeisanexceptionaIrolemodeI 

4 �　Veけ Satisfacto「y �Theperfo「mancemeetsandoftenexceedsthejobrequl「ementS 　　　　　　　　　　　　　　　丁 

3 �Satisfactory �Thepe「fo「mancemeetsjobrequI「ementS 

2 �Fai「 �The　perfo「mance　needs　some　development　to　meet　job 
requI「ementS・ 

1 �Poo「 �Thestafffailstomeetjobrequi「ementS 

A.Commitment@o請fo′Su血or伽ateands叩e営庵ors) �Scale 

1.Demonst「atessensitivitytoclient’sneedsandmakesthelatte「’s �5 /寄P〇、 �4 �3 �2 �1 

experienceint「ansactingbusinesswiththeo怖ceful軸ngand「ewarding. 

2.Makesself-aVailabletocIientsevenbeyondo飾ciaitime　　　　　l �ゝ5 �4 �3 �2 �1 

3　Submitsurgentnon-「Outine「eports「equi「edbyhighero飾ces/agencies �5 �4 �3 �2 �1 

suchasCHED,DBM,CSC,DOST,NEDA,PASUCandsimiIa=egulato「y 

agencieswithinspecifiedtimeby「ende「ingovertimewo「kevenwithout 

OVertimepay 

4,Acceptsa=assignedtasksashis/he「sha「eoftheo鮒cetargetsand �5 �4 �3 �2 �l 

deIive「soutputswithinthep「esc「ibedtime. 

5.Commitshimseif/he「seIftohelpattainthetargetsofhislhero綿ceby �5 �4 �3 �2 �1 

assistingco-emPIoyeeswhofaiItoperfo「ma=assignedtasks 

6.ReguIa「iy「eportstowo「kontime'logsinupona「「ival・SeCureSPaSSSIip 　whengo-ngOutOnPerSOnalmatte「sandlogsoutupondeparturef「om �言 �4 �3 �2 �1 

WO「k. 

7.Keepsaccuratereco「dsofhe「wo「kwhichiseasily「et「ievab看ewhen �5 �4 �3 �2 �l 

needed. 

8.Suggestsnewwaystofurthe「imp「oveherwo「kandtheservicesofthe �5 �4 �3 �2 �1 

o怖cetoitsclients 

iNSTITUTE OF TROplC▲L各OoしOCY AND

各NVIRONM各NTAしSaENCE

Facufty of Fo吋and Environmental Scien∞

VIsayas State Universfty, VIsca. Baybay C巾yしeyte

Ema旺iteem㊥vsu.edu.ph l teofanes.patindoi@vsu.edu.ph

Website: WVVW.VSu ,edu.ph
Phone: +63 53 5(海0600しOCa1 1O52/1053/1 135
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9　Acceptsadditionaitasksassignedbytheheado「byhighe「o飾cesevenif �5 �4 �3 �2 �1 

theassIgnmentisnot「eiatedtohispositionbutc「iticaitowardsthe 

attainmentofthefunctionsoftheunive「srty 

10.Maximizeso飾cehoursduringleanpe「iodsbyperformingnon-rOutine �5 �4 �3 �2 �l 

functionstheoutputsofwhichresultsasabestpracticethatfurthe「 

increaseeffectivenessoftheo怖ceorsatisfactionofclienteie 

11.Acceptsobjectivecriticismsandopenstosuggestionsandinnovations �5 �4 �3 �2 �l 

fo「improvementofhisworkaccompiishment 

12.Wi=ingtobet「ainedanddeveloped �¥5 �工4 �3 �2 �1 

TotaiScore � � �60 � � 

B.しeade「ship&Management(fors叩err応orsonlytoberateddy伽ghe′ � �S �Cai �e � 

S叩e′yお〇㌦ 

1.Demonstratesmasteryandexpertiseina=a「easofwo「ktogaintrust, �5 �4 �3 �2 �1 

respectandconfidencef「omsubordinatesandthatofhighe「supe「io「s 

2.Visionaiγandc「eativetod「awst「ategicandspecificpiansandta「getsof �5 �4 �3 �2 �1 

theo怖ce/departmentalignedtothatoftheovera=pIansoftheunive「sity. 

3.innovatesfo「thepu「poseofimp「ovinge怖ciencyandeffectivenessofthe �5 �4 �3 �2 �l 

OPerationaIprocessesandfunctionsofthedepartment/O仰cefo「fuれher 

SatisfactionofcIients, 

4.AcceptsaccountabilftyfortheoveraIiperformanceandindeiive「ingthe �5 �4 �3 �2 �l 

OutPut「equi「edofhislhe「unit. 

5.Demonst「atesタteaChes,mOnito「s,COaChesandmotivatessubo「dinates �5 �4 �3 �2 �l 

fo「theirimp「ovede怖ciencyandeffectivenessinaccomplishingthei「 

assignedtasksneededfortheattainmentofthecaIib「atedta「getsofthe 

unit 

TotaISco「e � � � � � 

AverageScore � � �5.00 � � 

Overa=recommendation: � � � � � 

Fbrpromotion! � � � � � 

Directo「

Vision:　　　A giobaIIy competitive university fo「 science, teChnoIogy, and envi「onmentaI conservation.

Mission:　　DeveIopment of a highiy competitive human resource. cutting-edge scientific knowIedge

and i…0Vative technoiogies fo「 sustainabIe communities and environment.
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TROPiCAL ECOLOCY AND
ENVIRONMENTAしMANAcEMENT

Annex P

COMPUTAT10N OF FINAしINDIVIDUAしRÅTING FOR ADMINISTRATtVE STAFF

Name of Administ「ative Sta什　MANAPSAし, SHAIRA B.

Pa巾cuIars �Nume「icaI �Pe「CentageWeight �Equivaient 

(l) �Rating(2) �(3) �NumerICalRatIng (2x3) 

l.Nume「icaIRatingperlPCR �4.64 �3.25 �3.25 

2.Superviso「lHead“sassessment �5.00 �l.50 �1.50 

Ofhiscontributiontowardsthe 

attainmentofo飾ce 

accompIishments 

TOTAしNUM �ERiCAしRATING �4.75 

TOTAL NUMERICAしRATING

Add: Additional Approved Points, if any

TOTAL NUMERICAL RATING

FiNAL NUMERiCAL RATING

ADJECTIVAしRATING

;;∴l　　　　_

Dean, CFES

_ A仰′oVed:
ノ`　で

認諾雑器誤記。mi。 A軸s

iNSTiTuT各OF TROpiC▲し各COしOCY AND

ENVll]ONM各NTAL VANAc各MENT

coIi葛噌●録各種●章句●h　蘭画room●能動S劇●h∞

Visayas State Unive「sfty, Visca, Baybay Cfty, Leyte

EmaiI: iteem@vsu.edu庫/ teofane f而doi@vsu,edu.ph

Website: wWW.VSu.edu.ph

Phone: +63 53 565 0600 Loca=O52/1053Il 135
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舶EXHIB!T L"

EmpIoyee DeveIopment PIan

NAMEOF EMPLOYEE �SHAiRAB.MANAPSAL 

PERFORMANCE RATiNG � 

AiM �Toimp「ovehe「capab掴tyasdDRCtoe=Surethatthe-nstituteiscompiiantto theQuaiityManagementSystem(QMS);tOenhancehercapabiIityinthe 

P「ePa「ationofdocumentsfo「theacc「editationofcu「ricuIa「p「og「ams;and;tO 

P「OVidesupportservicestotheinstitute 

P「oposed interventions to imp「ove perfermance and/0「 COmPetenCe and quaIification to assume

highe「 「esponsibiIities:

Date:　　July 2024 Ta「get Date:　September 2024

Ms. Manapsal was encouraged to attend seminars and wo「kshops to improve he「

CaPab胴y 「elated to QMS and acc「editation of cu「「icuIa「 p「og「ams; She was aIso

advised to unde「go o「ientation and one-On-One tutO「iaIs rega「ding support

Services of the institute

She activeIy participated in va「ious semina「s and workshops and exposed he「seif

to one-On-One tutO「iaIs with co=eagues from the Institute.

Octobe「 2024　　　　　　　　　Ta「get Date:　Decembe「 2024

Next Step:

She was able to appIy what she Iea「ned f「om va「ious semina「s, WO「kshops, and

tuto「iaIs

Outcome:
She was able to imp「ove he「 capab皿y pertai=ing to QMS, Cu「「icula「 p「og「am

acc「editation and on p「oviding support services of the Institute.

Final Step/　　she would always make herseIf open for imp「ovement, Particula「Iy on matters

Recommendation‥ 「e-ated to QMS, Cur「icula「 prog「am accreditation, and support services of the

Institute.


