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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: Jenefer B. Jayme
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) (3) Numerical Rating
(2x3)
3.44
1. Numerical Rating per IPCR 492 70%
2. Supervisor/Head's assessment 4.92 30% 1.48
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.92
TOTAL NUMERICAL RATING:
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING 4.92
ADJECTIVAL RATING: Outstanding
Prepared by: Reviewed by:

095 JuL 2 1 JuL 2023
JENEFE YME MIRIAM M. DE LA TORRE
Name of Staff Department/Office Head

Recommending Approval:

Kers, 21 JUL 2005
HONEY SOFIA V. COLIS

Dean/Director

Approved:
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INDIVIDUAL PERFORMANCE COMMITMENT AN

following targets in accordance with the indicated measures for the period January- December 2023

JENEFE
Ratee

05J0L 208

AYME

Approved:

D.EVIEW (IPCR)

I, Jenefer B. Jayme , of the Recruitment, Selection, Placement and Personnel Records Office commits to deliver and agree to be rated on the attainment of the

Exhibit B

3}_" JuL Lu23
MIRIAMU/M. DE LA TORRE

OIC Head, RSPPRO

Target Jan.-
December January -June 2023 Rati R
MFOs/PAFs Success Indicator Tasks Assigned 2023 - —_ o
Actual o ix]l 7Tl A
i Percentage
UMFOS. SUPPORT TO OPERATIONS Accomplishment
OVPAF MFO 1: ISO aligned management and administrative support services
HRMO MFO 1: Administrative and support services Management
PI. 1 Efficient & customer
friendly frontline service »
Satisfied clients due |Entertains faculty & staff  |Zero percent Zero percent
to prompt, efficient  |needing assistance or complaint from |complaint from clients 100% 5 5 S 5.00
and effective service |services of the office clients served  [served
Preparation of PPMP,
. : purchase request for
o I:{ior:ilt;)rst;l;pp;ise supplies needed at the l rT;M]e) aod Zt ! PiMP i 2t 100% 5 5 5 5.00
eeded for the office. ODAHRD & other purchase request| purchase reques
financial docs.




HRMO MFO 2:IMPLEMENTATION OF THE RECRUITMENT, SELECTION AND PLACEMENT S.‘ YEM

PI. 5 Percentage of screening

Websites

and evaluation of applicants Prepares and Releases 100 reg.
to vacant positions processed . . bl staff/casual / 162 reg. staff/casual / Faculty- 96
B i " | Number of staff with |notice of expiration of ;
in accordance with the Merit : : X contractual contractual notified 100% 5.00 |[Casual- 44
, expired appointments |appointments to :
System and appointment of notified for for renewal Contractual- 22
dept./centers concern
selected employees processed renewal
and approved without
invalidation by CSC
100% of
0,
Number of staff Reviews and check SeEmA/asakont 100% of
; . ; ntractual appts |regular/casual/
submit requirments  |supporting documents for : 100% 5.00
for appointments appointments wd pstinas  [ronionctodl agEs 1
PP PP contract 1 day |day from receipt
from receipt
No. of publications of
administrative
vacancies submitted
to CSC and vacancy Drafts request for
announcements for publication of vacant it 70 publications o
faculty positions | administrative positions for A drafted 1% =
prepared & posted in submission to CSC
bulletin boards,
website & social
media
Reproduces copies of the
ts fi - . e
gzzzzytﬂ?ulﬁ:;mbf;: dsor 75 publications 256 copies 100% 4.67 | 64 publications
website & social media
Emails the approved
publication of vacant to o N o
: 1 o X
CSC for posting on CSC 15 publications 64 publications 100% 5.00




Publish approved
publication of vacant

¢

_ . o
ositions o HIIS for 15 publications 64 publications 100% 4.67
posting at jobs.edu.ph
Receives
recommendations/APB/NA | 15 from APB ; o APB- 16
PB minutes for issuance of | /NAPB minutes St Ikt —— - NAPB-26
appointments and contracts
PL.7 Number of RSP 10 appointments {44 appointments
documents generated from Prepares appointments for pr'ocessed generated from HRIS
the system regular staff using the ,w'th(,mt . 100% 4.67
HRIS system invalidation
250
Prepares appointments for Sppeanents
casual/contractual/regular  |P rpcessed 164 appointments 100% 5.00
staff without
invalidation
100% of
, . 100%of all ;3004 of all
Reviews appointment appointments —
from external campuses if |from external Y i R 100% 5.00
" external campuses
in order campuses .
i reviewed
reviewed
P Reports of 0 RAI
S S . PRl e AT ropared] 100% 5.00

Appointment Issued

>




Process report for i e A . .
; h with 200 126 copies 100% 5 S 5 5.00
signatories and approval.
employees
100% validation 100% validation
Process appointment
pursant to ORAOHRA 100% S 5 5 5.00
guidelines
Releases appointments for
Records 201 file thru 100% 100% 100% 5 5 4 4.67
PRPEO
Dacother task sssigned b 100% of the task 100% of the task
the head/supervisor within Rasigued by .the adigeed l?y i 100% 5 5 5 5.00
Bl R heaWsupemsor head/superv.lsor was
was complied complied
Total Over-all Rating 4.92
Average Rating : 492
Additional Points:
Punctuality
Approved Additional points
(with_copy of approval)
FINAL RATING 4.92
ADJECTIVAL RATING (0]
Evaluated & Rated by: Approved by:
Comments & Recommendations for

MIRIAI\Q M. DE LA TORRE HONE%OFIA V. COLIS

OIC Head, RSPPRO

Date: 2 I o ZUL

Legend: 1 - Quality

DANIEL LESLIE S. TAN

VP for Wdmin & Finance
f JuL 2023

Director, HRMO

94 v N

2 - Efficiency

Date:

3- Timeliness 4 - Average

Developrgent Purposes: /

g
ably fv honglle
cﬂ(ﬁ‘ m..,J/w




RECRUIT T, SELECTION, PLACEMENT
AND PER NEL RECORDS OFFICE
Visca Baybay City, Leyte 6521-A, Philippines

Phone/Fax: 565-0600 local 563-7323
STATE UNIVE RS'TY Email Address: prpeo@vsu.edu.ph

Website: www.vsu.edu.ph

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January 1, 2023 to June 30, 2023
Name of Staff: Jenefer B. Jayme Position: Administrative Aide |V

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.

Descriptive

Scale Rating

Qualitative Description

The performance almost always exceeds the job requirements.
5 Outstanding The staff delivers outputs which always results to best practice of
the unit. He is an exceptional role model

4 S ati\s/erZt ory The performance meets and often exceeds the job requirements
3 Satisfactory The performance meets job requirements
5 Eair 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 fulfilling and rewarding.

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

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

4. Accepts all assigned tasks as his/her 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.

7. 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

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 office or satisfaction of clientele

CICECROIG;
D

41321

@ | @ @ ©

11. Accepts objective criticisms and opens to suggestions and innovations for 41321
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improvement of his work accomplishment

12,

Willing to be trained and developed

Total
Score

B. Leadership & Management (For supervisors only to be rated by higher
supervisor)

Demonstrates mastery and expertise in all areas of work to gain trust,
respect and confidence from subordinates and that of higher superiors

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.

Innovates for the purpose of improving efficiency and effectiveness of the
operational processes and functions of the department/office for further
satisfaction of clients.

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

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

(30)

Overall recommendation

Dt fo poomotios to g0 /W/M

ﬁf ?f : %5 JUL 203
MIRI M. DE LATORRE

OIC - Head, RSPPRO

Vision:
Mission:

A globally competitive university for science, technology, and environmental conservation.
Development of a highly competitive human resource, cutting-edge scientific knowledge
and innovative technologies for sustainable communities and environment.
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Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: Jenefer B. Jayme
Performance Rating: January 1, 2023 — June 30, 2023

Aim: _Ehhoneedl komledne % k)l pelod 4 pechimond_soloedon
% plowomed &y snploy-ees

Proposed Interventions to Improve Performance: 4Méncdmee o Taiinivgy /5~ h)/L'e—wu%\Zong

Date: January 1, 2023 Target Date: June 30, 2023

First Step:
keep Topuke on CSC :gﬂp‘/a@& .  OHRA-OHPRA

Result: Mo m‘/w&dfwaw of WM

Date: January 1, 2023 Target Date: June 30, 2023
Next Step:

Outcome: #5508y Af‘ Aotisvie, i Foms, @ WM Vkned wedrf
wutn Sugoest weys fo/ Ha betemad W{VWM

Final Step/Recommendation:

Shoddl conssiglon frikhig oporolucde sladin, Hos the copubilly
v homadle ,?,"74 W//W’ﬂ%?

Prepared by: 2 1 JuL St
MIRIA . DE LA TORRE

Unit Head
2 1 J UL Zb:‘.u
JENEFE AYME
Name of Rateé Faculty/Staff

Conforme:




