Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administraiive Staff : LILIBETH VICTORIA V. PAGALAN

Numerical Percentage Equivaient
Parficulars Rafing Weight | Numesical Rating
(1) 2 3) 4
1. Numerical Rafing per IPCR 463 70% 324
E towards aitanment of ofice accomplishments 483 30% 145
469
TOTAL NUMERICAL RATING : 459
Add: Addiional Approved Points, if any -
TOTAL NUMERICAL RATING - 469
ADJECTIVAL RATING Outstanding
Prepared by: Reviewed by:
\LQ\U\)\/"
ARMECIN
Head

Recommending Approvat




“Exhibit B”
VISAYAS STATE UNIVERSITY
Vieca, Baybay City, Leyte, Philippines
INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)
|, LILIBETH VICTORIA V, PAGALAN, Administrative Alde |V of the = and agree
to be rated on the attainment of the following targets in accordance with the indicated measures for the period January to June 2019,
Unit Head
Success/ Performance QOORMBERHDIN ﬂ-n_sn
MFO No.| MFO Description indlaatats Task Assigned Target Actual |Details of accomplishment| o' | g | T° | At Remarks
MFO 8 [General Admin. |PL1: No. of staff supervised
& Support and monitored
Services PL2: No. of meetings
conducted
PL3: No. of |etters/ memos
issued
PL4: No. of reports/
documents submitted
PL8: No. of documents
reviewed/ signed
PL6: Amount of funds
generated outside V8U
PLZ: No.of IGP/STF's
supervised
PL8: No.of reports/ documents [ Prepares monthly summary 6 6
reviewed/signed production and sales report \+ b m* h\
PL9: Additional outputs ! ’
Efficient and customer-friendly |Entertains clients and / or 12 clients | 18 clients
frontline service refers clients to approriate with zero with zero ], s s hl!
technical staff for his/ner complaints | complaints % w w
concerns
Implementation of SPMS Prepares / encodes OPCR / ] ]

IPCR of the Institute's
administrative staff




Secretariat

Meetings, Attendance
Sheets, Minutes, Invitations
to Observers

No. of administrative/financial |Prepares / processes 50 56
documents acted upon on time |administrative documents
(Institute’s OIC
Recommendation, an | =
Recommendation & /w V w h’
Appolntment of Project/Study
Leader and Project Staff,
Leave Status, Contract of
Service, etc.)
Prepares / processes financial B0 83
documents (Cash Advance, CA /n\ = = =™
Liquidation, Payroll, Travel w 1« /w
Request, RIS, Purchase
Request, etc.)
No. of incoming documents Receives incoming 30 41 =)l =
acted documents @.! .a wA’ m
No. of documents filed/ Sorts and flles documents 80 90 T
photocopled _ H &../ Nm
Photocopys documents 4 8 L
(reports of STF projects, ok 1.
MOAs, etc.) ﬁ rw m
Additional Outputs;
1. No. of faculty evaluation Facilitates faculty evaluation |4 faculty / 8| 4 faculty/
monitored/facilitated total 8 total A\
subjects subjects h’\ Aﬁx
2. Member of the BAC Prepares Notice of 12 16




Total
Over-all
Rating

Ave, Rating (Total
Over-all rating divided

by )

&
S

Additional Points:
* Punctuality

* Approved Additional
points (with copy of
approval)

FINAL RATING

4.%%

ADJECTIVAL

0

Evaluated and rated by.

\W—~

ROMEL B. ARMECIN
uUnit Head

1-Qua
2 - Effiollency
3 - Timeliness

4 - Average

Recommending Approval:

Comments and Recommendations for Development Purposes:

To wade bed (w ofRu
ey ,r“ﬁ\.,e,mnxv.xwym
%L, Senid)

Approved by:

VP tor Icaonﬂ h & Extension




Exhibit G

PERFORMANCE MONITORING & COACHING JOURNAL
Rating Period: January - June 2019

v st | @
)
v 2nd A
R
3rd T
E
4th R
Name of Employee: LILIBETH VICTORIA V. PAGALAN
Head of Office : ROMEL B. ARMECIN
Number of Personnel: 1
MECHANISM
Activity Monitoring Meeting ™M Others {Pis. Remarks
One-on-One | Group Specify

M\u\\ - )(:bQ.,,),

e

rbma{ckj\jf* Moyl
Mv\w\

Note: Pleasemdx@ﬂ:edateinﬂleappmpriateboxwhenﬂlemommﬁngmswnducted_

Conducted by: Noted by:
e ol
ROMEL B. ARMECIN NO
immediate Supervisor Next Higher Sypervisor
cc: OVPI

ODAHRD
PRPEC




. . Annex O

instrument for Performance Effecfiveness of Administraive Staff
Raling Period : January - June 2019

Name of Staff : LILIBETH VICTORIA V. PAGALAN Position: Administrative Aide IV

Instruciion to supevisor. Please evaluate the eflectiveness of your subordinate in contributing fowards attainment of the calibrated
targets of your officelcenter using the scalle below. Encircle your rafing.

Scale Descriptive Rafing Qualitative Description
5 The performance aimost always exceeds the job requirements. The staff delivers
ng ouliput which always result to best practice of the unit. He is excepfional role model.

4 Very Saiisfaciory The perfiormance meets and ofien exceeds ihe job requiremenis

3 Satiisfaciory The performance meels job requirements

2 Fair The performance needs some development to meet job requiremenis

1 Poor The: st faills to meet requitemenis

A. |Commitment (both for subordinates and supervisors) Scales
1. Demonsirsie sensiivily to dienf’s needs and makes the latier's experience in iransaciing 51413121 1
business with the office fulfiling and rewarding N

2. Makes seif avaiiable b cients even beyond official time ‘5 4)l3]|2]1
3. Submils urgent non-rouline reports required by higher offices/agencies such as CHED, 5 @ 3121

DBM, CSC, DOST, NEDA, PASUC and similar reguiafory agencies within specified fime by

4. Accepis 3l assigned tasks as hisher share of the office targets and delivers oulpuis within
the prescribed time.

5. Commits himselffherself to help attain the tamgets of histher office by assisting co-employees
who fail & perform all assigned tasks.

6. Reguiary reports i work on time, logs in upon amival, secures pass siip when going outon
personal matiers and logs out upon departure from work.

7. Keeps accuralie records of her work which is easiy refrievable when needed

8. Suggest new ways fo further improve her work and the sesvices of the office to s diienis

9. Accepts additional task assigned by the head or by higher offices even £ he assignment is
ot reliatied 1o his position but critical towards the aliainment of the fundlions of the university.

10. mmmmmmwmmmmm<
of which results as a best praciice that further increase effectiveness of the office or
satisfaction of dientele.

11.mmmmmbWMthhmid\j 41312} 1
his work accomplishments.

12 Wiling © be trained and developed 43|21

Total Score

{B. |Leadesship & Management (For supesvisor only 1o be raled by higher supesvisor) Scale

1 Demonstraie masiery and expertise in all areas of work i gain trust, respect andconfidence] 5 |4 1 3 | 2| 1
from subordinates and that of higher superiors.

2 Visionary and crealive t draw siralegic and specific plans and targets of the office aligned (5 | 4§ 3 | 2 | 1
o that of the overall plans of the universily

3  Innovates for the purpose of improving efficiency and effeciiveness of the operafional 5141312 1
processes and funciions of the office for further salisiaction of diens

4 Accepts accountabilily for the overall performance and in delivering the oufputs requiredof |5 | 4 | 3§ 2 | 1
his/her unit

5 Demonsiraie, teaches, monitors, coaches and motivaies subordinaies for their improved S|l4]3)2]1
efficiency and effeciiveness in accomplishing their assigned fasks needed for the
altainments of the calibraiied tangets of the unit.

Total Score | 582

Average Score| 4123

B. ARMECIN
, Eco-FARMI




Exhibit L
EMPLOYEE DEVELOPMENT PLAN
Rating Period: January - June 2019
Name of Employee :  LILIBETH VICTORIA V. PAGALAN
Performance Rating s
Aim: To develop the knowledge and skills needed to perform effectively the functions
of an Administrative Aide IV.

Proposed interventions to improve Performance and/or Competence and Qualification to
hig} bilit

Date: January 2019 Target Date: within 2nd Quarter 2019

First Step:

Review the duties and responsibilities of an Administrative Aide IV position.

Seek trainings relevant to administrative work.

Result:

Developed strategies and skills to improve performance through coaching.

Date: April 2019 Target Date: within 2nd Quarter 2019

Next Step:
Seek orientation, seminar, and/or training to improve customer service.

Seek training on record management.

Outcome: B _
Improved and efficient customer service skills
_Improved record keepting

Final Step/Recommendation:
Continue seeking/attending relevant seminars/trainings to improve personal effectiveness and
develop work-life flexibility.

Coar: 4 preparedby: ()
uz@jgz%m B. ARMECIN
Horta

immediate Supervisor




