Annex P
COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF
Name of Administrative Staff: Vergite C. Meliton
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) (3) Numerical Rating
(2x3)
1. Numerical Rating per IPCR 4 70% 2.8
2. Supervisor/Head's assessment of his
contribution towards attainment of 45 30% 1.35
office accomplishments
TOTAL NUMERICAL RATING 4.15
TOTAL NUMERICAL RATING: 4.15
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
ADIJECTIVAL RATING: Very Satisfactory
Prepared by: Reviewed by:
EDITHK DARGANTES MARL . BURLAS
Name of Staff Department/Office Head

Recommending Approval:

REMBERTO A. PATINDOL
Chairman, PMT

Approved:

EDGARPO E. TULIN
% President




sojo1yan JyBy pue Aneay jo sieday ‘) OJN NIWATIH

saoiAleg poddng pue uogesiulpy [eseus9 "9 0NN

=

z |32 M £ | wouys uon

yewoy .m 2 m IP ] NN ey jebie | paubissy yseL (1S) Jojeoipu| $$829N3 -duoseq "'ON O4W
2 04N
buney
:0leg -a)leq
NWAT3H ‘PeeH {1 ISIUIYORI
sSyung; NOLITIW 3LID¥3A

e

>

WM 80UBPI0D2E U| Sjebie) Buimoljo} 8y} JO JusLUUIERE BU) UO Pejel 3G O} oai6e pue Jonyep 0} SHLIWOD UoNBIN NBIBA ‘|

7102 "19quia0eQ Oy AInf pouad auj 10} sainsealu pjedlpul au
(49d1) MIIATY B INTFWLINWOD JONVINHO3d TYNTIAIONI

aika ‘Auo Aegheg ‘edsIA

LINN FONVNILNIV 319IHIA LHOIT B INTWINDI AAVIH
Kysianiun ajels seesip




9leq 9)eq 9leq 9)eq
juspisald 80UBUl] @ "UlIPY JO} "Sald 8JIA 1Nd ‘veuureyd 03dyd
§8w TOANILY¢RY OISR TOONILYd m%h%-‘mm 5oz<z=vww._.<.= ERER)
:panoiddy 00y *Aq pajeuqied *Aq panieoay
Kiojoejses Aiap Bugey |eagosipy
00% |000 | 000 | 000 Bugey abesony
008 Bugey |fe-1onQ [ej0 L
.| 00€¢ € € € | } i (o, R
Buipunouns joodiojop Buipunouns joodiojow Jo Buiues) paurejurew spunoib jo 'oN | zd
doueudjureyy punoi9 Z O4W NWATIH
K RN v 8Y=07-S'l
apinb ainssaid
Yoo uspoom ajeauqe; Jabuy yonjo dn-pying -
pua poi 8
Jreday '1eab ajxe buiup g Buuyoew 3 dn-ping -
Jopuo [gaym Jo 1y Jiedal
auiyoew ‘uoysid Jopuliko |paym Buipeaiyey
Japy Jajsew Asepuodas suiyoew g Buiplp -
Jaysem g jnu Jo uogesuqe
ased Jojejnbas buipeasy) pueH °
00§ S S S vl ¢l uid g Jaysem uonesuqey L1ouoisus) Bulpp
yeys Jojedoud jo
UoISIaAU02 Jjoq Jabuey joq Buuds Hue) Jojeipel
40 s}joq 189ds pua poJ af Jo uogedLqe
yoni 1es
abeqies Honi| an4 Jepeojied Buuds Buyup Jjoq Jejso P sBumy asoy axesq
$19J|04S 8ul Siuua] ‘ojoel| Jeys Jojjedosd auiyoew Buipjom ‘uoisioAu0)
pao4 ‘Iquiod ey :(z) yonu) dwng i Jloq Buusals
'Xn|iH ‘dear [eaLg0af3 ‘soyyoeg Buipeauyy 00| peoj apis g Buysnq ‘sebuiy (oM [93)S B
NV ‘sng esoy /¢ sng uogeouqe} ‘dn-pjing ‘suid g s Jabuey buiuyoeyy - %00°} | [e18) uoeouqey B Jiedas Apog JO ON | Id| 0'6=2< §¥=1 £=0




Instruction to supervisor: Pl
towards attainment of the calib

Instrument for Performance Effectiveness of Administrative Staff
Rating Period:_July - December, 2017

Name of Staff: Vergite C. Meliton Position: Machinist Il

the scale below. Encircle your rating.

Annex O

ease evaluate the effectiveness of your subordinate in contributing
rated targets of your deparhnentlofﬁcelcenterlcollegelcampus using

Scale |Descriptive Rating Qualitative Description

The performance almost always exceeds the job requirements. The

5 Outstanding staff delivers outputs which always results to best practice of the unit.

He is an exceptional role model

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 |atter’s experience in 5 312
transacting business with the office fulfilling and rewarding.
2 Makes self-available to clients even beyond official time 583 |2

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 rendering overtime work even without overtime pay

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

Commits himself/herself to help attain the targets of his/her office by assisting co-
employees who fail to perform all assigned tasks

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

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

Suggests new ways to further improve her work and the services of the office to its
clients

B9

Accepts additional tasks assigned by the head or by higher offices even if the

assignment is not related to his position but critical towards the attainment of the
functions of the university

o
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10. Maximizes office hours during lean periods by performing non-routine functions the
outputs of which results as a best practice that further increase effectiveness of the @ 4132
office or satisfaction of clientele
11. Accepts objective criticisms and opens to suggestions and innovations for @ §1312
improvement of his work accomplishment
12. Willing to be trained and developed (514 (3|2
Total Score |V /
B. Leadership & Management (For supervisors only to be rated by higher ' Scal
supervisor) it
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect 51432
and confidence from subordinates and that of higher superiors




2. Visionary and creative to draw strategic and specific plans and targets of the
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 departmentioffice for further
satisfaction of clients.

4, Accepts accountability for the overall performance and in delivering the output
required of his/her unit.

5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks
needed for the attainment of the calibrated targets of the unit

Total Score

Average Score

Overall recommendation

MAR! GYBURLAS
ame of Head



