Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff:

LUCILYN L. TABROSA

Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) 70% Numerical Rating
3) (2x3)
1. Numerical Rating per IPCR 4.94 4.94 x 70% 3.45
2. Supervisor/Head s assessment
of his contribution towards 4.94 4.94 x 30% 1.48
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.93
TOTAL NUMERICAL RATING: 4.93
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 4.93
ADJECTIVAL RATING: OUTSTANDING
Prepared by: Reviewed by:
LUCILJ‘ E‘ L. TABROSA ROSA&!@: P. ABELA, Ed.D.
Name of Staff Department/Office Head

Recommending Approval:

Approved:

DR. REMBERTO A. PATINDOL
Chairman, PMT

EDGARDO E. TULIN, Ph.D.

President




pansas Aep ayy ulyum
S S S S %001 %06 $99||0Ju3 Juspms P3AJSs $S33]|0JUS SjU3PNIS JO %00T juawjjoiuz
IdAO
0} papiwgns s3ynsal pouad uonenjeaa ay) uunp
pue pajaonpuod IdAO 03 pa11wqgns s3jnsaJ pue _ uonenjeay
g S S 5 00z (74 uonen|ea3 P312Npuod SUOIIEN|BAS JO JaqWINN duew04i3d suiyiea |
8uiAdooojoyd e
SjuaWNI0p J3Yylo
pue |eJow poo8 ‘s31ed41u3d
paisanbau jo aouenss| e
LET WIOS e
ewo|diq e
aw uo :panIas
o g S S 00€ 00T PaAJas syuawndog | SIUdIP wody pasanbal syuswniog SIIINIDG JUIPMIS
juiejdwod | juiejdwod 9JIAI3S 3uljjuouy Ajpuaily
[9'¥ ¥ S G ouU %00T ou %001 paAJas s1ual) PaAJas Juadl|d wouy Juejdwod %0 -13WO035N) pue Juaiy]
S3DIAY3S LHOddNS
JAILVUISININGY
Jud
WV " | A |0 wysijdwodny 198ue) pausissy sysej SJ01eJ|pu| $S32IN§ sdvd '8 04N
s)yJeway Suney |enjay
jun jo peay o9)ey

:panouddy

VSOYavLl "1 NATION

‘ZTOC 'T€ Joquiadaq 01 T AN polsad ay) Joj saunseaw pajedipul 8yl Y3im adueplodde ul syuawysijdwodde pue 1a81e3 Suimo)|o}
9y3 JO 1udWulelle 3y} Uo pajel 3q 0} 3248e pue JSAISP 0} SHWWOD JOOYdS YSIH AI0IBIOqeE] NSA @Yl JO VSOdaVvL -1 NAIDNI

(42d1) WHO4 M3IAIY B LNIWLININOD IDNVINYOIYId TVNAIAIANI




-9leqg

JuapIsaid \%
NITNL '3 OQ¥Yy9d3 "¥a

:Aq panoiddy

:9sodind juawdojanaq J10j
SUOIIEPUIWILIOIDY B SIUBWIWIO)

a8eJany - ¢
ssaulpwi] - ¢

Aduaniyi-z

Aujenp -1

:31eQg :21eQ :91eq

JuapIsald A, 1Ad 2210 Buluueld
SVINO139 'S ZIY1VAS ¥a TO0ANILYd 'V J9IN3Y "Ha VIONVNIND "1 VLIS
“_.m>o.aa< Suipuawwoday :Aq paieuqied :Aq paniaday
ONILLVY TVAILIrQY
ONILYY TYNIS

(1enoudde jo Adod yum) sjujod jeuoiyippy panoiddy

Ayjenpung

1SU10d [BUORIPPY

(v Aq papiaip Buiied je-13AQ |e301) Supiey adesany




Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July to December 2017

Name of Staff: LUCILYN L. TABROSA Position: Admin. Aide Il

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 Outstanding 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 latter's experience in
transacting business with the office fulfiling and rewarding.
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2. Makes self-available to clients even beyond official time

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

4. Accepts all assigned tasks as histher share of the office targets and delivers
outputs within the prescribed time.

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

6. 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.

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

Q QU ©@ e o O ©

9 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 |




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 @ 312
office or satisfaction of clientele
11.  Accepts objective criticisms and opens to suggestions and innovations for @ 3|2
improvement of his work accomplishment
12. Willing to be trained and developed ® 3|2
Total Score
B. Leadership & Management (For supervisors only to be rated by higher Sl
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect 5 3|9
and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of the 5 309
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 | 5 3|2
satisfaction of clients.
4. Accepts accountability for the overall performance and in delivering the output 5 3|0
required of his/her unit.
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks | 5 312
needed for the attainment of the calibrated targets of the unit

Total Score

Average Score

Overall recommendation

ROSARI@ P. ABELA, Ed.D.

Name of Head




