COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff: Lorna B. Abamo

Annex P

; Numerical | Percentage Equuva!ent
Particulars y ; Numerical
Rating Weight .
(1) (2) (3) Rating
(2x3)
1. Numerical Rating per IPCR 463 70% 3.24
2. Supervisor/Head's assessment of his
contribution towards attainment of office 5 30% 1.50
accomplishments
TOTAL NUMERICAL
RATING A7
TOTAL NUMERICAL RATING: 4.74 [ Rating |
Add: Additional Approved Points, if any: 0 gqtgvz:le:nts&
TOTAL NUMERICAL RATING: 4.74 iy
| Satisfactory
FINAL NUMERICAL RATING 4.74 g:g:it:sfactory
1 - Poor
ADJECTIVAL RATING: Outstanding
Prepared by: Reviewed by:

LORNA B. ABAMO
Name of Staff

Approved:

]
BEATRIZ .%NIAS

VP, Instryction

Head. Degpartment of Meteorology




VISAYAS ?

STATE UNIVERSITY

College of Engineering & Technology
Bepartment of Meteorology

1t Floor Annex Engineering Building
Visca Baybay City, Leyte 6521-A

Email Address: dmet@vsu.edu.ph
Website: www.vsu.edu.ph

I, LORNA B. ABAMO , an administrative staff of the DEPARTMENT OF METEOROLOGY comnmits to deliver and agree to be rated on the attainment

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

of the following targets in accordance with the indicated measures for the period January to June 2019.

trainings/workshops/reviews conducted/attended

= < RY.. ¢
LORNA B. ABAMO CHARLI TORRIOQ\’;_ - <
Ratee Departpient Head “gAav
Date: Date/ OCtoler &, 2019
Rating
Success/Performance Indicator Adon oy § @
MFO No. MFO & PAPS/Description P) Task Assigned Target |Accomplish iy = £ > Remark(s)
ments s & 2 E
w = =
OVPI MFO 1. Curriculum Program Management Services
Pl 1: Total FTE Monitored Computes FTE I;); l:rt\e faculty in the 1.00 1.00 5.00 5.00 4.00 467
UMFO 6. GENERAL ADMINISTRATION & SUPPORT SERVICES
MFO 1. Administrative and Facilitative Services
PI7. Number of office supplies Preparation of Purchase Request (Prepared PR and follow up for timely delivery
) 2 3 4.0 5.0 4.0 433
purchased of office supplies
Prepared documents for submission to offices
Prepares & Submits Documents to , requiring such documents: i.e. workloads,
requiring offices Frepanaton of documents teaching load, renewal, PPMP and others that 2 - - o 50 %4
are asked for submission as a department
Making of communications Drafting of communication, i.e. Drafpng, finalizing & printing of communication 3 ; 40 50 50 467
letters for signature of the Dept Head
Number of evaluation conducted and |Evaluation Facilitator Evaluation Facilitator
results submitted to OVPI 10 15 50 50 50 5.00
Number of copies reproduced in Reproduction of Exams of the Printing of exams
reproduction of instructional materials [subjects handled by the head of 200 300 5.0 5.0 50 5.00
DMet
MFO 2. Student Management Services
Number of hours devoted for assisting student Assist instructors and students Preparation of documents needed 2 3 4.00 5.00 5.00 4.67
Number of in-house seminars/ g;t?/néijnce totraining organized | rendance and partcipation : . 500 500 4.00 4.67

ool No < 133



o Ratin
: . Success/Performance Indicator ; ' Actual_ oy : b e
MFO No. MFO & PAPS/Description (Pl) Task Assigned Target |Accomplish %‘ S £ 4 Remark(s)
ments S 2 g 2
17] =
MFO 2. Frontline Services
Pl 1. Efficient and customer-friendly  [Frontiine Service Serving of the Clientele/customer One Zero
frontline service complain | complain 4.0 50 40 4.33
from | from clients
Clientele | served
Pl 2. Additional Outputs/Best
Facilitate in the Youth Conference on |Facilitation Facilitates the conference
Number of students given certificates Preparation of certificates
for ining
gt(t)::;:nl,n(t;e; :;gﬁ;ﬂ;ﬁgngo;ng Participant Participates during training
Facilitate in the establishing of the . . Setting up of the physical set up of
physical set-up of the admi%istrative Condinaiewist s OB aborers admin?strgtive ofﬁ‘::eyof DMet '
Total Points|  41.0 44.0 40.0 4.63
Total Over-all Rating 125.00
Average Rating 4.63
Adjectival Rating Outstanding
Average Rating (Total Over-all rating divided by 27) 463 Comments & Recommendations for Development Purpose:
Additional Points: Should  oend  meteordogy and diisasder /rick  prevention
Approved Additional points (with copy of approval) trainigs and workshops to enhance  ckills fhe facili-
FINAL RATING 463 tstior of depsriment-bosed exteni»  grograme M the
ADJECTIVAL RATING 0 Arture-
Evaluated & Rated by: Recommending Approval: Approved:
\?S AA ‘\k &Z/ '
CHARLI . TORRION ROBER C. Gw\ BEAT S. BELONIAS
Dean, e of Engineering Dean, QOIIege of Engineering & Technology VP, InStruction
Date: Date: Date:

Rating Equivalents:
5 - Outstanding

4 - Very Satisfactory
3 - Satisfactory

2 - Fair




Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January to June 2019

Name of Staff: LORNA B. ABAMO Position: Administrative Staff

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 delivers

2 Outstanding 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 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.

9. 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

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

50| 60 | CRE (1@ 0 © B &

12. Willing to be trained and developed 4 1312 |1
Total Score
B. Leadership & Management (For supervisors only to be rated by higher Spals
supervisor) _ ot in glusteA

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

2. 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.

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




3>

unit.

5. 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 (5 ) 4 | 3

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

Total Score | 2D

Average Score | GO =5

Overall recommendation




Exhibit L
EMPLOYEE DEVELOPMENT PLAN

Name of Employee: LORNA B. ABAMO
Performance Rating: Qutstanding

Aim: To improve facilitation in setting the physical set up of the admin office of the Department

of Meteorology in the College of Engineering Annex building.

Proposed Interventions to Improve Performance:

Date: June 3, 2018 Target Date: June 28, 2018

First Step:

Visit other academic departments especially in the College of Engineering how they set up
their admin office physically.

Result:

Physical set up of other departments under the college were noted and adopted in the set-up

of the admin office of the Department of Meteorology

Date: July 2, 2019 Target Date: July 18, 2019
Next Step:

Signage needed to set up the admin office were prepared and printed following the standard

format of the college.

Outcome: The admin office of the Department of Meteorology is now functional.

Final Step/Recommendation: None

Prepared by:

Conforme:

LORﬁA B. ABAMO

Name of Ratee /Staff




