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Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: EMELITA S. PAUSANQOS

Particulars Numerical Percentage Weight Equivalent
Rating Numerical Rating
M ) @) (2x3)
1. Numerical Rating per IPCR 4.94 70% 3.46
2. Supervisor/Head's assessment
of his contribution towards 5.00 30% 1.5
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.96
TOTAL NUMERICAL RATING: 4.96
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 4.96
FINAL NUMERICAL RATING 4.96
ADJECTIVAL RATING: Qutstanding
Prepared by: Reviewed
emel L P ausanos DEEJAYAA LUMANAO
Name of Staff Departfent/Office Head
Recommending Approval: él ‘Z é’
Approved: \
Vice President
DEPARTMENT OF SOIL SCIENCE
Visayas State University, PQWH+97H Baybay City, Leyte
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"Exhibit B"
INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

|, Emelita S. Pausanos of the Department of Soil Science commits to deliver and agree to be rated on the attainment of the following accomplishment in accordance with the
indicated measures for the period July to December 2024,

EMELITA S. PAUSANOS

Admin. Aide IV
Date: fP
Rating Remarks
Actual
MFO & PAPs Success Indicators Tasks Assigned Target | Accomplishment 5 . 1
Juy-Dec204 | &1 | E T A
General Administration and
Support Services (GASS)
Efficient and Cusiomer friendly Serves as frontliner and delivers No
frontline services 0% complaint from client served friendly customer services to —— No complaint 5 5 5 5.00
clients P
Serves as dDRC of the dept;
Number of documents numbered, recorded | ..o sentrel numbers to all 100 617 5 5 5 5.00
and released 3
quality records of the department
Number of documents encoded in the Encodes document for document
document tracking system and number of  |tracking and generates bar codes 110 487 5 5 5 5.00
bar codes generated for each document
Number of teaching loads plotted and Plots faculty teaching load 9 1 5 5 5 500
assigned to faculty members (tentative and final) '
. . . Encodes in the dept. cumulus
Nurmber of sutjeats/sscllons updelsd inthe: 1y e o faculty assignedto | 20 19 48 | 5 5 493
department cumulus ;
handle the subject




Prepares Report of Actual

Teaching Load < 1 sl I 2 i
Prepares Individual Faculty
Workload 15 11 45 5 5 483
Prepares Projected Faculty
Number of documents/reports prepared and | Workload for hiring and renewal 1 1 5 5 5 5.00
submitted on time of appointments
Prepares Summary of Individual
Administrative/Clerical Services Rating of faculty IPCRs L ¥ 43 2 § L
Prepares PPMPs and PRs 2 12 5 5 5 5.00
Number of official
communications/recommendations Drafts official communications 5 5 5 5 5 5.00
drafted/encoded
Number of documents prepared for renewal Prepgreg sl elitates dhs
; submission of documents for
of appointments of faculty and contracts of | . 2 2 5 5 ] 5.00
. hiring of teachers and renewal of
part-time teachers :
appointments
Prepared travel orders (TOs), trip
- lical
Number of TOs, trip tickets App for Leave, t|cket., Appliestion for Ieavg,
; . appointment/ recommendation for
PR’s, appointments, payrolls cash advance, renewal for faculty temporary and
liquidation, reimbursements, OIC letters and | - v y lemporary 100 60 45 5 5 483
it tina d ‘ o part time faculty, appointment for
= supp;)r Rl e laborers/ students assistant,
apieva payrolls, PRs, cash advances,
liquidations, replenishment
/reimbursements, OIC letter,
classes to be missed
Number of documents filed and scanned rlBs N e o 25 40 5 4.5 5 483
documents
Number of meetings attended L 10 5 5 5 48 493

Department meetings, etc.




Other Services Number of trainings/seminars attended Participant 2 5 5 9 5.00
Number of innovations E-filing of department documents 1 5 5 5 5.00
Total Over-all Rating 84.03

Average Rating (Total Over-all
rating divided by number of
entries)

4.943

Additional Points:

Approved Additional points
(with copy of approval)

FINAL RATING

4.943

ADJECTIVAL RATING

Outstanding

SUZETTE B. QNA

Recommending Approval:

Dean, CAFS
Date: l [o

Comments & Recommendations for Development Purpose: Ms
Pausanos showed outstanding performance in her responsibilities as
admin staff. Continue attending seminars and workshops.

ROTACIO S.
VP for Academic Affairs
Date: M [ P
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O O “Exhibit G”

| PERFORMANCE MONITORING & COACHING JOURNAL

Q
1st
U
2nd A
R
3rd T
X E
. T 4th
Name of Office: Department of Soil Science R
Head of Office: DEEJAY M. LUMANAO
Number of Personnel: 6 Permanent faculty; 4 Admin staff; 7 JO staff
MECHANISM Remarks
Activity Monitoring Meeting Memo Others (PlIs.
One-on-One | Group specify)
Monitoring
Preparation of X
Teaching Materials (DSS meeting)
Teaching Load X
assignments (DSS meeting)
Improved a lot
already
Reporting on Time in X
the office (DSS meeting)
Coaching
- Root cause Group meeting
analysis
- Identifying
corrective
action
- Making of
OBE-Syllabus

Note: Please indicate the date in the appropriate box when the monitoring was conducted.

Conducted b Noted by: %'
DEEJAY.M/ LUMANAO suzg‘:r'é _LINA

Immedéte Supervisor Next Higher Supervisor
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Exhibit L
EMPLOYEE DEVELOPMENT PLAN

Name of Employee: EMELITA S. PAUSANOS
Performance Rating: OUTSTANDING

Aim: To sustain the outstanding rating

Proposed Interventions to Improve Performance:

Date: July 2024 Target Date: December 2024

First Step:
To attend trainings and seminars to improve skills as administrative staff
Apply the skills gained from ISO seminars/workshops for excellent service

Result:
Has attended training on ISO, PPMP, CUMULUS, HRIS

Knowledgeable in using HRIS and other computer-based applications learned from
seminars/workshops and ISO protocols

Date: Jan 2025 Target Date: June 2025
Next Step:

Attend more trainings and seminars related to administrative work.

Outcome: Scout for trainings and seminars outside the university related to administrative
function.

Final Step/Recommendation:

If there are virtual trainings and seminars related to the function, a letter requesting
administration’s approval and possible funding will be prepared.

Prepared by:

DEEJAY M. LUMANAO
H#i, DSS

Conforme:

AT
EMEITEA'S. PAUSANOS
DSS Staff
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VISAYAS DEPARTMENT OF

STATE UNIVERSITY SO' L SCI ENCE

Instrument for Performance Effectiveness of Administrative Staff

Rating Period:
Name of Staff: EMELITA S. PAUSANOS Position: ADMIN AIDE IV

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

Beale 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 _Very The performance meets and often exceeds the job requirements
Satisfactory
3 Satisfactory | The performance meets job requirements
9 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.

Makes self-available to clients even beyond official time
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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 fropd
work. 7

@ & @ Ww
N
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7. Keeps accurate records of her work which is easily retrievable when
needed.
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office to its clients

8. Suggests new ways to further improve her work and the services of the @ 413(2]1
O,

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

11. Accepts objective criticisms and opens to suggestions and innovations
for improvement of his work accomplishment
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12. Willing to be trained and developed 1/5) 413121
Total Score |
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, @ alal2ls
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.

I
w
N
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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.

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

N
w
N
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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 targets of the
unit

'S
&
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Total Score

c

Average Score

Overall recommendation:

DEEJAY/M. LUMANAO
Immqé{ate Supervisor
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Vision: A globally competitive university for science, technology, and environmental conservation.
Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge
and innovative technologies for sustainable communities and environment.



