STATE UNIVERSITY SERVICES

NIVERSITY INFORMATION &
VI SAYAS COMMUNICATIONS TECHNOLOGY
Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: Marco L. Cabras

Particulars Numerical Percentage Weight Equivalent
Rating Numerical Rating
M ) ®) (2x3)
1. Numerical Rating per IPCR 4.2 70% 2.98
2. Supervisor/Head's assessment
of his contribution towards 4.75 30% 1.43
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.141
TOTAL NUMERICAL RATING: 4.41
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 4.41
FINAL NUMERICAL RATING 4.41
ADJECTIVAL RATING: Very Satisfacory

Department/Offjce Head //7/9/271

Recommending Approval:

N/A,

Dean Diﬂv:/tgr
Approved:
ELWIN JAY V. YU

Vice President 1/ 7"f/ g

UNIVERSITY INFORMATION &
COMMUNICATIONS TECHNOLOGY

SERVICES Fﬁgﬁé w?f;'/
Visayas State University, PQWV+PR Baybay City, Leyte V01 03-04-207%
2" floor DCST Building

Email: ictl@vsu.edu.ph No. ¢4 - 0¥

Phone: +63 53 565 0600 Local 1014



INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

I, MARCO L. CABRAS, of the Information & Communications Technology Management Center commits to deliver and agree to be rated on the

attainment of the following targets in accordance with the indicated measures for the period October to December 2024.
MARAO L/CABRAS torfos Approved: me

Ratée Head o1‘/6nit /7 1i"3/4\7*
Actual Ratin
MFOs/PAPs Success Indicators Task assigned Target SERE 5 8 Remarks
Accomplishment |Q E? ™ At
1. Administrative and Administrative office document i
: Job reqtfest received 25 78 = g 1 |azs
Support Service process & compile
Management s Internet bills
Process Interne 15 18 5 4 4 |a33
for payment
Process payrolls 3 3 4 4 4 4
Diesel t for
iesel reques 1 1 4 4 4 4
generator
Process PPMP/ PR 1 1 4 4 4 4
Efficient & costumer friendly attenduﬁng phamE
. . calls, clients & 20 24 5 4 4 |4.33
frontline service o
visitors
Generator maintenance Maintain generator 30 35 5 4 5 |4.67
Number of utility work Do utility work of the 10 14 5 4 4 14.33
2. Utility/ Messenger office & workplace




Work
Number of messengerial work Do messengerial 10 12 5 4 4 1433
work

Total Over-all Rating 38.3

Average Rating (Total Over-all
4.26 Commnet & Recommendations for
rating divided by 4 Development Purpose:
Addiional Point Confirue ﬂ%s’k bim fo cegrrfire wew shils
Punctualit XX .
Lo ; Yot enly as Amec Lt alyo ac bu's
Appoved Additional points XX . ‘
(with copy of approval) Fechy C’V/ SZ“{/Q "lﬂ"e""’( 1z /Z"" %o -
Final Rating 4.26
Adjectival Rating Very Satisfactory
Evaluated & Rated Recommending Approval: Approved by: L\/\
. (0) N/A ELWIN/JAY V. YU
Dept./Unit Head Dean/Director VP for dmm & Finance

Date: _J/2%/2C Date: Date: ( //P‘f/ 21

1- Quality 2- Efficiency 3- Timeliness 4- Average



PERFORMANCE MONITORING & COACHING JOURNAL

“Exhibit G”

Q
1st
U
an A
R
T
4th £
Name of Office: UICTS R
Head of Office: SEAN O. VILLAGONZALO
Number of Personnel: 9
Activit MECHANISM
Monitoriyn Meeting Memo Others (Pls. Remarks
B One-on-One Group specify)
Monitoring
Network repair January - Verbal During monthly
& maintenance December 2024 & emergency
meeting
Coaching
January -
Adyvised December 2024 | Verbal
everyone to look
For trainings
that can improve
office efficiency
in dealing
network
problems.
Note: Please indicate the date in the appropriate box when the monitoring was conducted.
Conducted by: Noted by: \
dohi
SEAN O. VILLAGONZALO /2, /Z - ELWIN JAY V. YU ;/7%;’7 o

Immediate Supérvisor

Next Hiéher Supervisor

\
\




Marco L. Cabras

TRACKING TOOL FOR MONITORING TARGETS

“Exhibit H”

Clerk Il
UICTS
i " TASK STATUS
oL R R RIS TASK ASSICNED|  DURATION ¥ [2% [39 4% | REMARKS
Week | Week | Week | Week
MFO 1: Administrative and Support Service Management
Job request Jan. - Dec., 2024
received & compile LR A X A A
Process Internet MLCabras | Jan. - Dec., 2024 X X X X
bills for payment
Administrative office document Process payrolls MLCabras | Jan. - Dec., 2024 X X X X
process
Diesel request for MLCabras | Jan. - Dec., 2024
| generator X X X X
ErRocess PPMP/ MLCabras | Jan. - Dec., 2024 X X X X
Efficient & costumer friendly attlTndl?g ;t)h%(ne MLCabras | Jan. - Dec., 2024 « « « y
frontline service cals, Glens
visitors
Generator maintenance Maintain generator MLCabras | Jan. - Dec., 2024
MFO 2: Utility/ Messenger Work
. Do utility work of the | MLCabras
Number of utility work office & workplace Jan. - Dec., 2024 | X X X X
Number of messengerial work Sgrrl;nessengenal MLCabras Jan. - Dec., 2024 | X X X X
Prepared by:
N O. VILLAGONZALO p A z /%/

UICTS Difector




Name of Employee: Marco L. Cabras

PERFORMANCE MONITORING FORM

Exhibit |

Expected . Over-all
Task | Task Date Actual Date Quality of Remarks/
e Expected Output : Date to : * assessment ;
No. Description Assigned Accomplish accomplished | Output of output™ Recommendation
Job request Compile Job - - very Outstanding
. Jan.-Dec. | Within Jan.- Within Jan.-
received & Requests for Work impressive
1 compile Schedule 2024 Dec. 2024 Dec. 2024 p
Prgtess Gis o payment | Jan.-Dec. | Within J Within J Y e |G
Internet bills for IS Tor paymen an.-vec. Itin Jan.- itnin Jan.- impressive
2 (Globe, Smart, 2024 Dec. 2024 Dec. 2024
payment PLDT)
Process Process payrolls for | Jan.-Dec. | Within Jan.- Within Jan.- very Outstanding
3 payrolls salary 2024 Dec. 2024 Dec. 2024 impressive
Request fuel for Jan.-Dec. Within Jan.- very Outstanding
Diesel request | generator for 2024 Within Jan.- Dec. 2024 impressive
4 for generator backup power to Dec. 2024
servers
Process PPMP/ PR | Jan.-Dec. o Within Jan.- very Outstanding
Process . Within Jan.-
for office supplies & | 2024 Dec. 2024 impressive
5 PPMP/ PR naads for NS Dec. 2024 Y
attending phone | Attending phone Jan.-Dec. Within Jan.- Within Jan.- very Outstanding
calls, clients & | calls for client 2024 ] Dec. 2024 impressive
6 visitors concern lieq. 2024 P
Maintenance of Jan.-Dec. Within Jan.- very Outstanding
Maintain Generator for 2024 Within Jan.- Dec. 2024 impressive
7 Backup power of
generator Seryeirs for YSU Dec. 2024
connectivity
8 Do utility work | Utility work of the Jan.-Dec. | Within Jan.- Within Jan.- very Outstanding
of the office & | office/ workplace 2024 Dec. 2024 Dec. 2024 impressive




workplace
Do Jan.-Dec. Within Jan.- Within Jan.- very Outstanding | Jan.-Dec. 2024
9. vrcgrisengenal Messengerial work | 2024 Dec. 2024 Dec. 2024 impressive

* Either very impressive, impressive, needs improvement, poor, very poor
** Qutstanding, very satisfactory, satisfactory, unsatisfactory, poor

Prepared by:




. ghibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: Marco L. Cabras
Performance Rating:

Aim:
As a clerk in ICT it generally includes efficiently managing and processing information, maintaining accurate

records, supporting data entry and retrieval, and ensuring effective communication within the organization through
the use of technology.

Proposed Interventions to Improve Performance:
Date: July - December 2024 Target Date: December 31, 2024

First Step:
Find regional and national short term trainings, seminar, workshop, conference &
Convention related to documents record keeping.

Result:
Several regional, national document record keeping related trainings are available.

Date: January - June 2025 Target Date: June 30, 2025

Next Step:

Send MLCabras to document record keeping related training, seminars, workshop, conference &
convention.

Outcome:
e Improved skills and technique due to training, seminars attended.
e Faster resolution of document record keeping related problems due to enhanced skills.
¢ Improved document record keeping and retrieval skills due to training attended.

Final Step/Recommendation:

e Continue sending Marco L. Cabras annually to training, seminar not only in the country but as well
as international, and if possible to a master’s degree related to document record keeping.

Prepared by:

Conforme:




i UNIVERSI‘.!FORMATION&
l IE‘n COMMUNICATIONS TECHNOLOGY

STATE UNIVERSITY TR SERVICES

Instrument for Performance Effectiveness of Administrative Staff

Rating Period:
Name of Staff: Marco L. Cabras Position: Clerk lll

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

sl 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 except1’ional role model

Very . :
4 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 @ 413121
experience in transacting business with the office fulfilling and rewarding.
2. Makes self-available to clients even beyond official time 5 @ 3121
3  Submits urgent non-routine reports required by higher offices/agencies
such as CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory 5 @ 3121
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.

0 © O v &

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

UNIVERSITY INFORMATION &
COMMUNICATIONS TECHNOLOGY

SERVICES ,f’;?:,;w?;%
Visayas State University, PQWV+PP Baybay City, Leyte V07 03-04-2024

Email: ict@vsu.edu.ph
Website: www.vsu.edu.ph
Phone: +63 53 565 0600 Local 1014
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9  Accepts additional tasks assigned by the head or by higher offices evenif |&)
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 5
increase effectiveness of the office or satisfaction of clientele

11. Accepts objective criticisms and opens to suggestions and innovations for @ 4131211
improvement of his work accomplishment
12. Willing to be trained and developed @ 41321
Total Score
B. Leadership & Management (For supervisors only to be rated by higher Scal
supervisor) s
1. Demonstrates mastery and expertise in all areas of work to gain trust, slalzl2]1
respect and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of 5lalslal1
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 department/office for further | 5 (4 |3 |2 | 1
satisfaction of clients.
4. Accepts accountability for the overall performance and in delivering the 50a4l3l2/]1
output required of his/her unit.
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for
their improved efficiency and effectiveness in accomplishing their 514321
assigned tasks needed for the attainment of the calibrated targets of the
unit
Total Score 5 7>
Average Score 4.25

21232:3@%?«9:}:%m fo acguire rew skills not only as JORC hot

ae wel/ as brc Fechnical skl iheeded (n the o%éc .

SEAN O. VILLAGONZALO
Immediate Supervisor

Vision:

Mission:

A global green university providing progressive leadership in agriculture, science & technology, education and
allied fields for societal transformation.

To produce graduates equipped with advanced knowledge and lifelong learning skills with ethical standards
through high quality instruction, innovative research, and impactful community engagements.
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