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STATEMENT OF DUTIES AND RESPONSIBILITIES. If more space is needed, please

attached additional sheets.
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1. Teaches assigned subject and performs other teaching related functions,
among others the following:
a) Prepared teaching materials/guides and submit to department head.
b) Conducts examination (mid/final/long hours/quizzes) .
c) Checks test papers and return 1 week after exam.
d) Submits grade sheet and turn over class records to department head

two weeks after final examination.
2. Member in different committees.
. Participate in the co-curricular activities.
4. Perform other functions assigned by the Department Head.
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17, MACHINES, EQUIPMENT TOOLS, etc. used regularly in performance of work.
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23a. Indicate the requlred qualifications by years and kind of education considered in
filling up a vacancy for this peosition. (Keep the position in mind rather than the
qualifications of the present incumbent. This item should be filled for all
pPositions other than teaching).
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