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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: SHEILA MARIE C. LEMOS
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) 3) Numerical Rating
(2x3)
1. Numerical Rating per IPCR 4.41 70% 3.08
2. Supervisor/Head's assessment 4.58 30% 1.374
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.454
TOTAL NUMERICAL RATING: 4.454
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING 4.454
ADJECTIVAL RATING: VS
Prepared by: | Reviewed by:
’
SHEILA IE C. LEMOS ALELI/A. VILLOCINO
Name of Staff Depa?fment/Ofﬁce Head
/
Approved: Q‘(M_’\J
ALELI A VILLOCINO
VP for SAS
Vision: A globally competitive university for science, technology, and environmental conservation. Page 1ol
Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge Fv“:ﬂ?:‘zozzz

and innovative technologies for sustainable communities and environment.

No.VPS-IndRat-2022-02




INDIVIDUAL PERFORMANCE and COMMITMENT REVIEW FORM (IPCR)

Visayas State University

Visca, Baybay City, Leyte

|, SHEILA MARIE C. LEMOS, Administrative Aide IV of the Office of the Vice President for Student Affairs, commit to deliver and agree to
be rated on the attainment of the following targets/accomplishments in accordance with the indicated measures for the period January-

December 2022.
ALELIA. VILLOCINO
VP for Student Affaj a? Services
Date: FEB ?%K? 3
Rating
Target Actual
Success : | ®
MFO No. MFO | | icator | . PerSOMS  |1ock Assigned| (Januany- | Accomplish | 2| &1 8| & Remark/s
Description (Sl) Responsible December| ment (July- ] .g =| 5
2022) December |C|E | E| Z
wlE| <
2022) .
UMFO 6 General Administration and Support Services
OVPSAS GASS 1: Administrative and Support Services Management
OVPSAS GASS 1: Administrative and Support Services
*OVPSAS hired a student
assistant on September
28, 2022. Only the
preparation of payroll was
R — done, hence the l"educed
;i Prepare JO 10 3 5lalalass result of accomplishment.

financial/administrative
documents

SMCLemos
contract, payroll




Prepare Vouchers - 7
vouchers/travel Obligation Request - 10
papers, Purchase requests - 4
PRs/RIS/reimbu| 20 27 4.33 |Requisition and Issue Slip
rsement and 6
others
Prepare office Preparation of PPMP was
PPMP 3 2 4.33 |done using SPPMIS.
Accomplisment Report - 5
Certification - 5
; Communication - 21
Prepare notice Notice of meeting - 17
Pl 2. Preparation of :r:‘en;?st";rga‘vel el
g 2 PPO Service Requests -
communications and other requests, OIC, 50 135 4.33 21 9
documents attendance OIC Communications - 15
sheet, trip ticket Attendance sheet - 12
and others Trip ticket - 13
Travel requests - 10
Minutes of meeting - 12
Encode offfice
Quality Records
Matrix of 50 101 4.66
different ISO
documents
*Results are based using
Record of the Document Tracking
E 3, gt e incomingloutgoi | 50 66 4.33 |System of HRIS.
eeping
ng documents
Pl 4. Document filing File office 50 101 433

documents




Virtual meeting links was
created using zoom and
linked to Google calendar.
2 5 For the accomplishment
Pl 5.t.CreI§t|:p oft virtual Numper Qf _ 5 1 5| 4 433 |from July-December 2022,
meeting link invite meeting invites only 1 zoom/google meet
link was created because
majority of meetings were
done face-to-face.
: . Zero percent
Pl 6: Efficient and customer . No = ’ Customer feedback report
friendly assistance cgmplalnts R complaints D conmpisint § 5§ 5 &R related to student affairs.
clients served
Core Deputy
Pl 1. Attendance to :
gocur:ent and meetings called by mf:;geg: 1 meeting/s A:Leer;c:;d : 5| 4 4.33
. University DRC 9
Controller
SAS Memo - 1
L e Communication - 6
z‘l 2, Ass;gmngt; olf . ZIumber of 50 11 5| 4 433 |Notice of Meeting - 2
ocument control numbers ocuments Jobe request for ICTMC
1 OTP -1
- Approval of Purchase request
:ldn"(':'tti'::a' ;'JC' (S:\;‘: - am’?off;ns) Purchase 10 14 5| 4 | 4| 4.33 [approved thru the
Request/s SPPMIS.
Total Overall Rating 52.96 Comments and Recommendations for Development Purpose:
Ihe R ¢ a o KX 7’)0/
Average Rating 4.41 s N llnns By * h

Adjectival Rating

Very Satisfactory

AVPSAS . 2

of Aty

W‘% Mo“‘l/

Rated by:

Cke/v—(/
ALELJA. VILLOCINO
Immediate Sunervisor
Date:

[

Approved:

T frhe The Carcin Zomite Spmn( faoforiurnal)
laved )

%Q/\-# /

/
ALEL/I/A. VILLOCINO

VP for Student Aiffairs and Services
Date:_ﬂB 3 2023




Exhibit |
PERFORMANCE MONITORING FORM
Name of Employee: SHEILA MARIE C. LEMOS
Task | Task Description Expected Output Date Expected | Actual Date Quality of Over-all Remarks/
No. Assigned Date to accomplished Output* assessment | Recommen
Accomplish of output** dation

1 Prepare office | Number of office Daily Upon receipt | Impressive Very

documents documents prepared of task satisfactory

Document record | Number of Immediate Needs Very
2 keeping documents recorded Daily action improvement | satisfactory

Meetings Number of meetings Upon request | Impressive Very
3 facilitated assisted/facilitated. satisfactory

Assign document | Number of Immediate Impressive Very
4 control numbers | documents with action satisfactory

control numbers

5 Assistance Interaction with As the client | Immediate Impressive Very

extended to | clients visiting arrives action satisfactory

clients OVPSAS
6 BAC TWG for | Approval of Upon receipt | Impressive Very

awards and | purchase requests of request satisfactory

tokens (PRs)

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

Prepared by:

ALELI/A. VILLOCINO
VP for Student Affairs and Services




OFFICE,, THE VICE PRESIDENT FOR
STUDEN) AFFAIRS AND SERVICES
Visca Baybay City, Leyte 6521-A, Philippines
Phone/Fax: 565-0600 local 563-7323

STATE U N |VERS‘TY Email Address: ovpsas@vsu.edu.ph

Website: www.vsu.edu.ph

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July-December 2022
Name of Staff: Sheila Marie C. Lemos Position: Administrative Aide VI

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
5 Outstanding 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
s 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 514|321
transacting business with the office fulfilling and rewarding.
2. Makes self-available to clients even beyond official time 514 (321

3 Submits urgent non-routine reports required by higher offices/agencies such as
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within |5 |4 [ 3 |2 | 1
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 514|321
outputs within the prescribed time.

5. Commits himself/herself to help attain the targets of his/her office by assisting co- |5 [4 |3 |2 |1
employees who fail to perform all assigned tasks

6.  Regularly reports to work on time, logs in upon arrival, secures pass slip when 514|321
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. 51418321

8.  Suggests new ways to further improve her work and the services of the office toits |5 |4 | 3 | 2 | 1
clients

9  Accepts additional tasks assigned by the head or by higher offices even if the 5141321

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 ofthe | 5 |4 |3 | 2 | 1
office or satisfaction of clientele

11. Accepts objective criticisms and opens to suggestions and innovations for 5(4(3|2]|1
improvement of his work accomplishment
12. Willing to be trained and developed 5(4(3|2]|1
Total Score 55
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Total Score 55
B. Leadership & Management (For supervisors only to be rated by higher Sesle
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect 41312101
and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of the 41321
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 413|121
satisfaction of clients.
4. Accepts accountability for the overall performance and in delivering the output 41302101
required of his/her unit.
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks 413121
needed for the attainment of the calibrated targets of the unit
Total Score
Average Score 458
Overall recommendation . Learn through interaction with others.
ALELA A. VILLOCINO
Printed Name and Signature
Head of Office
. - sl 3 . . Page 2 of 2
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Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: SHEILA MARIE C. LEMOS
Performance Rating: July-December 2022

Aim: To establish professional growth.

Proposed Interventions to Improve Performance:
Date: August 2022 Target Date: June 2022

First Step: To take the CSC Professional Exam for next step eligibility.

Result: File application for CSC exam.

Date: August 2022 Target Date: December 2022

Next Step: Pursue masteral studies.

Qutcome: Professional growth.

Final Step/Recommendation:

Take on new challenges in current position to keep up with new technology, systems and
processes.
Prepar?d by:
\
\\Q_/L/\"‘)

ALELI A VILLOCINO
Unit Héad

Conforme;

SHEILA MARIE C. LEMOS

Name of Ratee Faculty/Staff




