Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff: Ulderico B. Alviola
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) 70% Numerical Rating
(3) (2x3)
1. Numerical Rating per IPCR 4.86 x 70% 3.402
2. Supervisor/Head‘s assessment
of his contribution towards 4.88 x 30% 1.464
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.866
TOTAL NUMERICAL RATING: 4.866
Add: Additional Approved Points, if any: e
TOTAL NUMERICAL RATING: 4.866
ADJECTIVAL RATING: Qutstanding
Prepared by: Reviewed by:
ULDERICO B. ALVIOLA CHRISTINA A. GABRILLO
Instructor Head, DDC

Recommending Approval:
slv
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REMBERTQ A. RATINDOL
Chairman, PMT

EDGARDO E.TULIN
gP sident




q00Z DA2Q/e00T
DJA3Q ‘U0I1dNPOId 03PIA
‘GGT DAaQ ‘Aydesdoloyd (3.14) wusjeainbi|  sa21n13S Juawadeuey
0's 0°S 0'S 0'S SO'ET vi'6 diseg ‘€ZT DAa(Q ysne| duiyoea] awiy-j|n4 [e30] weugoud Jenorun) [4
$321n43S uonpINP3 13YbiH :Z 04N IdAO
S3IINIDS
(3.14) usjeainbj| juawaseuelp weiSoid
duiyoea] awil-||n4 |e3o| 29.48aQq 91enpesn T
321113 UonLINP3 PAdULAPY :T 04N IdAO
z =! = o "ON 04
z | 3 a | & N
[ = o =
18| 3|7
% <
SHYVINIY ONILYYH SLNINHSITdINODDV S13OYVL J3INDISSV SISVL SYOLVYIIANI SS320NS SdVd '8 SO4IN
lun Jo pesH 2918y

OT1IHEVYD 'V VNILSIYHD

Y

‘d3A0YddV

VIOIATV "8 00143d1n

¥

"£LT0T ‘dunr 03 Arenuer jo porsad ay3 104 saunseaw pajedipul 3y} Ylm aduepiodde uj syusawysijdwodde Suimo)jo) ayl JO Jusawulele
9y} UO pajes 3q 0} paaJde pue JIAIIBP 03 PAIWWOI ‘UoiEedIUNWWO) JuaWdo|aAa( Jo Juawedaq ayl woll YI0IATY '8 0J1¥IaIN ‘I

(¥2d1) M3IAFY B LINIWLININOD IDNVINYO4YId TYNAIAIANI

21Aa7 ‘A1) AegAeg ‘easin
FON3I1DS AOO04 ANV FHNLINIIYOY 40 39371100

NOILYIINNWINOD LIN3IINdOTIAIA 40 INJNLYVLIA

Ajis1anlun a3eis seAesip



:a1eq

:91eQ

:91eQ
Juapisald uoI139NJISU| 10} )S31d PIIA LIAId ‘uewulieyd 132140 mc:}cm_}
NIL 503 m<_zon S Z14fvig 000y Yy ARIIWDY \i
tu&_.. \}\I& i‘
a0
:panoiddy :leroaddy uipuawwoday :Aq pajeuqied :Aq panigday
ONIANVISLNO ONILYY TVAILDIIAY
€6’V ONILVY TVNIS
sjuiod jeuonippe panoiddy
Ayjenyoung
:sjutod |euonippy
L9'vT Zuneu je-1anQ |e10] ) Suney adesany
ONIANV1SLNO 3uney |eAandalpy
EE6'Y 3uney ||e-19AQ0 |e101
£99°vC
PaAIaS SJualjD
juieldwod ou %00T|0'S |0S  |0'S 0's 000 000 sjuald 03 Joddes pooo wouy julejdwod Juadiad 0197
Ajlep paues|d
0's [0S 0'S 0'S 00°L Buiueapd Ajieg swoous Ajnaey jo JaquinN




Annex O

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January to June 2017
Name of Staff: Ulderico B. Alviola Position: Instructor

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

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
b 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 3|2
transacting business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time 3 |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 3 12
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 32
outputs within the prescribed time.

5. Commits himself/herself to help attain the targets of his/her office by assisting co- 32
employees who fail to perform all assigned tasks

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when 312
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. 312

8. Suggests new ways to further improve her work and the services of the office to its 312
clients

9 Accepts additional tasks assigned by the head or by higher offices even if the 312
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 914|132
Total Score 60
B. Leadership & Management (For supervisors only to be rated by higher Scale
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect Bla|3]2
and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of the §lal3]2

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|4 | 3 | 2
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 | 5 |4 | 3 | 2
needed for the attainment of the calibrated targets of the unit

Total Score 83

Average Score 4.88

Overall recommendation

CHRISTINA A. GABRILLO
Head, DDC



Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee ULDERICO B. ALVIOLA
Performance Rating: OUTSTANDING

Aim: To become a better faculty member at DDC.

Proposed Interventions to Improve Performance:

Date: December 4, 2017 Target Date: December 2018

First Step: Purchase Additional Equipment for Production of DevCom IEC Outputs.

Result: Better learning among students and hands-on training for them.

Date: December 04,2017 Target Date: July 2018

Next Step: Finish my Doctoral Degree at UPLB.

Outcome:_Professional Advancement.

Final Step/Recommendation:

New Research Opportunities.

Prepared by:

CHRISTINA A. GABRILLO
DDC Head




