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VISAYAS

VSU MANILA OFFICE ‘
VSU Annex Building

Lourdes Street, Pasay City

Email: vsumo2003@yahoo.com.ph

Website: www.vsu.edu ph

Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff. MARICEL V. AUREO ( November-December 2019)

Particulars Numerical Percentage Weight Equivalent
Rating (2) Numerical Rating
(1) 70%
(2x3)
3)
1. Numerical Rating per 4.83 70% 3.38
IPCR
2. Supervisor/Head's
assessment
of his contribution towards 4.75 30% 1.42
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.80
TOTAL NUMERICAL RATING:
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
ADJECTIVAL RATING:
Prepared by: Reviewed by:
MARI . AUREO L EDG. E. TULIN
5 Name of Staff Department/Office Head
Recommending Approval:
< Yo,
DILBERTO O. FERRAREN
Immediate Supervisor
Approved:
EDG E. TULIN
President
é | S “Vision: A globally competitive university for science, technology, and environmental conservation. Page 10f 4
L] Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge FM-VSU-04
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and innovative technologies for sustainable communities and environment.



T 0ZOZ/VZ/L XS INNI-NVT ¥dl YAW\6TOZ ¥ddi\:a

)
@

)
C

s0aked patLIaotion 0} PAIAATIAP SNOSYO
oy ir|s)§ 4 01 oo pue sxijddns paursouco o} suoyd nap
s901A10¢ [vuaBossap|  Parses JyrysueuAed yooyo jo sequinyy
egv | v lv s %08 %0F sasndweo [BLIAINS/UIIB WO wﬁu&a._a
seowates Buiseyound pun Buissuaue)) pus Buisseaues Joj sjsenbal jo eBrjusoio] i OJIN OWA
qareue
uwoy uonensiBaz dn pejjy oy Bunuesaxd soyw
YIS |P|S (4} o1 sonumL ¢ Uy 15onB oy Aq spetu juswiAed
590108 BuLaI|se,) Joge 1di200y] [BIOWO) poNss1 Jo swﬁ
§ (5|9 %07 %01 S0IAIDS QUIPUOL] puv parepowntocos s)sand jo aBnuscial '€ QAN OWA
s | s|s|S sopuady L] sapualde gy POUIRIUTBLI PUY POYSTIQUISS SatoUABY
so0lAas Buruostar]|ojearid/usuaA0B 18y10 im saBeNul] Jo ON 7 04 OWA
112031 w0y sAvp 7 UvY) Ja36]
wy|s|s|y 01 9 10U SBIOGIO/SOO (IS A 01 papiacad saoiasos
TeueBassour 1o pus asnof| BuiBpo
ay) Jo sosuadxe SOUBUUTBW IO pus
s901A108 [eLeBassajy|  Aann ay) Joj paredaud sjuswiked jo JoqumN
s [s]s|s (4 (4 SOOUUNTLIY| PUB UOTIOI([O7)
solAtes BupeouaB owoosu] 'sa[ug Jo poday A[Uo Jo JequImN
THHUTADS S0 5 SIajeten)
ol Sl Bkl t " sa01A05 Burpionas [erousutg|puny Jo podax uonwpbif Apsajsunb Jo sequmN
T e pawyion
g IS8 1E 4 | 01 $o§ndUIED [DWISIXO/UIBL SY) WOL PUB 0)
SOIALSS SABISTIIIPY | PINIWISURY) SWI)} PUB SIUSUINOOP JO JoqunN
FodjAI9g yaoddng
s [s]s]|Ss %001 %06 pue unupy
AQUAIOLd PUB A[PARORYJS PIAIIS SIUIID) sjuatjo woy sjurejduioo 017 (1 Q4N OWA| 819030 *9 QAN
Y [d]a[ 0] juomymdmosoy | 601Z124%%0 uBjsse worpu] $53000 sdvd
myewoy U = L — ~seqmesoy solav PIuBISsE HSB, s103B31pu] §53300g 04 ONA » 04 AlN
200 JOPEOH o
\uﬂﬁ@%ﬁu oFANY |1 TAOEVIA
"6107 30quu0a(] 0} J9qmAAON pousad oy J0 SMSLIW PoJROTPUL Y} 1L ur sjo81e) Smmoyjoj oy jo
JUUILTENE S} U Paje1 9q 0) 33158 PR JOATIOP O} SHIOD ‘() B[N “ANSIAN() S seABSIA o Jo OFANY A TIINIVIA 1
(4DdD WH0A MATATY ¥ INTALINWO0D ADNYVINIOINAd TVNAIAIANI
of NQUpy,,




T 020Z/¥T/L *SPINNT-NVI ¥Dd) VAW\GTOZ ¥Idi\'A

oBwasAy - ssouTewL ], - § Asustog:q - 7 Aypendy -1
omQ e
Juapisald AsIALu( NPV [PUWSIXT PUB UONRISUIL) S0MOSIY 10} dA OWA 'P¥H
NITAL "3 OMI¥Oad Zﬁléén NITAL 3 voai
:Aq poaoaddy ‘[eaoidde Surpuounuodoy :Aq pejes pue pajenfeay
ONLLVY ‘TVALLOErav|
Bunwy (eutg|
(jorosddu jo
Adoa yim ) sjmod puoippy peaciddy
Aupetgoung
B S| [ruonippy|
asoding wawdojaaag 10§
UOHEPUDWILLOSIY 7P SIIDWWOT) Bunes |[p1eAQ) (o) Bunwy oFwioay|
T Buney [[-30a0) [0,
Appuow ou suy ey snjd ?r.c-.__S_B..
s sisl]s 4 z pum 89514198 9[quo AfyIuow ayy Buiquosqnsun
Aq wosAs Bumng 1500 o payuatoldur] (7 paruatapdu
PISHQUISa SBA\ UolBAIasaL auluQ) (1 pup pasnponu sadiorid 1539 JO JPQUINN
S slsls z : PAYSIQRIS WSS UONBOIUNWITOD [BwMu] (T
puR paysiqmsa pawawadw pue paonpoxut
sem wsAg juotaBuurpy sprooay ONA (1 SUOT) BAOULI/STURSAS FH MAU JO J9qumpn 5 OAN OWA
v || 3]0] womyspyduwosy GOIT 12qWIa( udisse Hse $10J8IPU] $5300N 5dVd
pewoy ’ &= L) e ~toquisao] yoRaw] POUBISSE HSE L, epu| S 04N OKWA » 04 AN

)

)
©

»



20150 JO PEOH

w w MW“ :Aq paredaig

]
Jood ‘Ai0198gs1Bsun ‘Aiojorjsies ‘A10joeysiies A1A ‘Buipuising .,

100d A19A ‘100d “yuawasosdwi spaou ‘daissardun ‘daissaiduwn A10A saynyg

oAssaxduig 6107 19quadeq | 6107 Joquiada(g poseajal pue UONJEDIUNWILOY/SJUSWNOOP
SJUIWINOOP [[B PIPIoddy | Buipuwising KA 6107 J2quadaq - JOQUISAON 0} JIQUISAON Papl0ooa1 ‘paAIasal Buiofino 9
0} JOQUIdAON umyum PaIBp SNOLIBA SuAWNd0 pue Suiwoour  SpIOOAY
‘sjuatudinbo
pue j4“w/s jo wawandoid
| ul parejdwos
pue paieljion)  SIUSNOOP syuawdmba % 34 ‘wys
[BIOUBUY JOYIO pue dI1JO Bupueising | sarssouduig 6107 1oquiaosq 6107 Joquioag pasedaud syuswnoop | jo seseyosnd pue  [eAen)
pasedaxd  pus  passyien ISEYN 6107 1oquasog - JOQUIDAON 0} JOQUIBAON Burpoddns yuaseyig | Jo swewnoop Suipoddns b
0) JOQUISAON UM Pojep SNOLIBA e Jo uoneredalq
SIUAWINOOP SIUIWINOOP
Buipoddns  jo  sjuswyoeye 6107 Joquadag suweo Buruoddns ayjo
opdwod yum  pennuqgns aAissaduig 6107 19quia0a(g 0] JOqUIDAON SNOLIBA JOJ JOYONOA |  pUB 01JO Y} JO sasuadxd
pue  pasedosd  JoyonoA BujpueisinQ INEYN 610Z J2quiana( - JOQUIDAON PaIep SnouBA Jo uonesedaig snouea Jo jusuifed €
0} JOQUISAON UM 10J 12yonoA jo uoneredaig
suonoBsue]
‘Parels 610T RquaRng 610T 13quade( parepdn yoog yse) [BlouBul 3010 JO
JWO09q  SYOAYO 210309 aAissaadwy - I9QUIAON] 0} JaquaAON } ‘pred pue padAI[dp | }00q Yseo dy} ul Fuipioday
pred pue paseAleQ 8uipuisino Krop 610T 18quedsg UM pajep snoueA dVaa1/s3eu) PUB dVAQT/ S32RYD 4
01 JOQUIRAON Jo woawided pue A12A19(
610T oquiada(
Jauenb jo aArssaxdui] 6107 JOquidosq - IOQUIRAON Jouenb SAOUBAPY
pue Joye oM B payNwWIQns Buipueising K1oA Uy uyNM 4ore JO pus Jaye pajepmbi) yse)) jo uonepinbry 1
JourApe yseo jo uonepinbiy £19A9 ¥oom auQ) SQOUBAPY YSB)
xIndno Lndino paysijdwosoy ysijdwosoy ‘ON
JO JudWISsassy Jo Anpend) Je(] [BNIOY 01 31 paroadxyy poudissy a1e(] indinQ poroadxy uonduosa(y yse L yse,
UOIBPUSWWIOAY /SHIBWLISY [[8-33A0
OTANY A TIDIAVIN 224ojdwy jo sweN
I nquyxy WYO4 ONIHOLINOW IDNVIAHOII ]

¢

)




o

VSU MANILA OFFICE

VISAYAS e
Lourdes Street, Pasay City
Email: vsumo2003@yahoo.com.ph

STATE UNIVERSITY Website: www. vsu.edu.ph

Instrument for Performance Effectiveness of Administrative Staff
Rating Period: NOVEMBER TO DECEMBER 2019
Name of Staff: MARICEL V. AUREQ Position: Admin. Aide IV

Instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing towards
attainment of the calibrated targets of your department/office/center/college/campus using the scale

below. Encircle your rating.

Scale Descriptive Rating Qualitative Description
The performance almost always exceeds the job requirements. The staff
5 OQutstanding delivers outputs which always results to best practice of the unit. He is an
, exceptional role mode! b
4 Very Satisfactory | The performance meets and often exceeds the job requirements
3 Satisfactory The performance meets job requirements
2 Fair The performance needs some development to meet job requirements.
1 Poor The staff fails to meet job requirements

A. Commitment (both for subordinates and supervisors) Scale

1. Demonstrates sensitivity to client's needs and makes the latter's experience in transacting 31211
business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time 312}1

3 Submits urgent non-routine reports required by higher offices/agencies such as CHED,
DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within specified time by 3lal1
rendering overtime work even without overtime pay

4. Accepts all assigned tasks as his/her share of the office targets and delivers outputs within S21
the prescribed time.

5. Commits himseli/herself to help attain the targets of histher office by assisting co- 3121
employees who fail to perform all assigned tasks

6. Regularly reports to work on time, logs in upon arival, secures pass slip when going out on 31211
personal matters and logs out upon departure from work.

7. Keeps accurate records of her work which is easily retrievable when needed. 31290

A Sysem Vision: A globally competitive university for science, technology, and environmental conservation. Page 3of 7
SOMANE  Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge FM-VSU-04

and innovative technologies for sustainable commumities and environment.




office or satisfaction of clientele
11.  Accepts objective criticisms and opens to suggestions and innovations for 4132
improvement of his work accomplishment
12. Willing to be trained and developed 4132
Total Score 57
B. Leadership & Management (For supervisors only to be rated by higher Scal
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect 4l3]2
and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of the 41319
office/department 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 department/office for further 4132
satisfaction of clients.
4. Accepts accountability for the overall performance and in delivering the output 4132
required of his/her unit.
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks 4132
needed for the attainment of the calibrated targets of the unit
Total Score 57112
Average Score 4.75

Overall recommendation

bt

Head, VMO
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“Exhibit G”
PERFORMANCE MONITORING & COACHING JOURNAL
1st Q
Name of Office: Visayas State University- Manila Office U
nd | A
Head of Office: EDGARDO E. TULIN a2
3rd iF
Name of Staff: Maricel V. Aureo E
X 1 ath | g
MECHANISM
Meeting
Activity Monitoring One- | Group Others (Pls. Remarks
Memo i
on- specify)
One
Menitoring " | Release of
1. Receiving, recording/ checks only to
encoding, submission X authorized
of documents/reports personnel upon
delivering/paying of presentation of
checks ' proper
Identification/or
SPA
Coaching
1. To deliver document
immediately to
agencies concerned X X
one day after receipt
thereof.
2. To serve every client
with high respect, X X
humbly and with a
smile.
3. To be punctual in X
reporting to work
Note: Please indicate the date in the appropriate box when the monitoring was conducted.
Conducted by: Noted by:
E&DO E TULIN DILBERTO O. FERRAREN
Head, VSUMO VP, Resource Generation and

External Affairs Office




“Exhibit H”
TRACKING TOOL FOR MONITORING TARGETS
Major Final TASK STATUS
Output/Performance TASK ASSIGNED TO DUR:'IIO 1 | 20 | 34 | 2% Rm‘
Indicator Week | Week | Week | Week
MFO 1. Percentage of 1.Supervision of VSU EE Tulin Nov-Dec X X X X
Administrative and Mo Staff Meetings, MVAureo 2019
Management service planning, coaching
with zero complaint conducted
1.Attendance and | EE TULIN X X X X
representation to Nov-Dec
budget hearing in 2019
Congress, meetings
sponsored by CHED
and other agencies
1Liaisoning services | MV Aureo Nov-Dec X X X X
for VSU MO main | MAD Joya 2019 J
campus and other | RIB Vecina
_ satellite campuses ]
MFO 2. Percentage of |1. Preparation of Sales | MV Aureo Nov-Dec X X X X
Administrative and income Report and 2019
Financial services with Liquidation of
zero complaints Quarterly Fund
transfer
MFO 3. Percentage of | 1.Issuance of receipt MV Aureo Nov-Dec X X X X
resource Generation and deposit of MAD Joya 2019
and Management collection and
Services with zero submission of Sales
complaint income Report
2. Acceptance of guest | MV Aureo Nov-Dec X X X X
and visitors MAD Joya 2019
RIB Vecina
3.Maintenance of the | MV Aureo Nov-Dec X X X X
cleanliness and MAD Joya 2018
orderliness of VMO RIB Vecina
Office and lodging JF Redula
facilities
Prepared by:
MARICEL V. AUREQ

Admin Aide IV, VMO




