COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff:

Analou S. Montejo

Particulars Numerical | Percentage Weight Equivalent
(1) Rating (2) 70% Numerical Rating
(3) (2x3)
1. Numerical Rating per [IPCR 4.61 4.61 x 70% 3.23
2.Supervisor/Head s assessment
of his contribution towards 4.83 4.83 x 30% 1.45
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.68

TOTAL NUMERICAL RATING: 4.68
Add: Additional Approved Points, if any: -
TOTAL NUMERICAL RATING: 4.68
ADJECTIVAL RATING: Very Satisfactory
Prepared by: Reviewed by: p .
A)ﬁ%b@.(MONTEJo  NANCY ’(ﬁ;UING
Name of Staff Department/Office Head
Recommending Approval:
ov
1a)l]

Fa ﬁ'
NEMBERTO A. PAT/MDOL

Approved:

Chairman, PMT

President

Annex P




ONINOVINNG "A ADNVN

74

22uepI0d2e Ul 5198183 SUIMO||0} Y3 JO JUSWIUIRIIE By} UO Pajes 3q 0} 3a1Se pue JBAIIRP 03 SHW WD JuawaSeue|y AjjedsoH g ;ownsuo) Jo Juswiiedaq ayl o ‘OrILNON S NOTVYNY ‘|

(¥0d1) IWHO4 M3IATY '8 INIALIWNOD IDNVINHOIHId TYNAIAIGNI

«8 1qIYx3,,

03d¥d/IdAO 01
s}nsaJl paywgns
pue suoljenjeAs AmUO B 19V
souewsopad | Polad uonenjeAs Buunp auljpesp ay3 J€N) uonenjea3
Suiyoeay | UIYUM O3dHd/IdAO 03 paniwgns s} nsal dduewlopad
99| v S S % 5 pajnpuo) pue paindwod SuoieN|eAs JO Jaquiny Suiyoeay
paisanbau
se aw
uo SjUBWNJ0P awi3 Uo panssi
99y | v S S %56 %58 panss| Sjuawndop paisanbal jo agejuadiad
sQl uapnis ‘AlUN
JOAIBAN ,SIUBPNIS'E
paisanbai JWIdd uoneslsi8dy 'z
se aw 32UBJEd|D [RUIBIU| T
uo Ssju3WNI0p 3w} UO panIas
99y v [~ S %00T %S6 panias sjuapnis Aq palsanbaia sjusawndoq S92IAIDS JUBPNIS
9JIAI3S BUI]IUOLY
juieldwod juiejdwod Ajpuany-1owolsnd
QY| ¥ S S OuU %00T OU %56 SIUI|d PaAIaS PanIas Jual|d wouy Juie|dwod %0 pue juaiig
BERINYEN
140ddns
JALLVYLSININGY
oV el 3 [0 | swuawysijdwoddy
SyJeway Suney jen3oy SEEI]] pausissy sysel $10}BJIpU| $S322NS Sdvd '8 04N
Jun Jo peaH 29ey
:panouddy

Or3LNOWN ;S NV
-

*/T0Z 2unf o3 Alenuer pouad ay) JOj SINSEIW PAILIIPUl Y} YIM




99'v

618

00¢

Swioy
Juawuianos
piepuels pue

SUOIIEIIUNWILWIOD

awn
uo paJedaud

a3Hd

NIVS

199yS ele( |BUOSIad
SI9YINoA Juawasingsig
s¥ng/s¥o

s1sanbay aseyaing
s1oesju0)/syuawnuioddy
anea Joy uonedyddy
sjjoahed

syl1d

19pI0 |2ARIL

SIY
sy dujg

SLIIOJ JUBWIUIBA0S pJepuels
SuoledIUNWWO)

awli} uo papwgns

/paiedaid syuawnoop Jo JaquinN

SYJIOMN\ 1BLIE]RIDBS

K

pue %t_snzm

.




28eJaAy -
ssaulPwWi] — €

Auspiy3 -z
Ajenp -1
:91eQ :31eQ :31eqQ :33eq
Emu_wwf JU3P|Sad 39 1Ad Y0 74 &%
SVINOTHE, 75 L VHT OONILYS °Y OLYMEGWEY VIONVNING *T VIISEHIHEL
» -
:Aq panoaddy :lenosddy Sujpusawiwoday Lu% \\c& :Aq paiesqiied :Aq paniaday
SA ONILVYY TVAILIIQY
197 ONILVY TVNI4
(lenoadde jo Adod yum) sauiod jeuonippy panosddy
Anjenypung
:9sodind Juawdojanag :S]Ul0d |euOnIpPPY
JOJ SUOIIEPUSWILLIOIRY 1B SIUBWWOD) 19 ( 9 Aq papiaip Sunel jje-13AQ |e30] ) Sunney adesany
Suney
€9°L¢ ||e-43A0 ;101
NSA J0
apisIno/apisul
S321440 J3Y10
pue syuapnis
JO s1asinpe NSA JO apisino/apisul
‘s1039n135U1 S$921440 JBY30 pue sjusapnis
0} Ssjuawnaop JO SISSIAPE ‘S1030NJ3SU| 0} S|eliajew
€€V | ¥ g v I1€ 0SZ. paJanlleg Jayo pue ﬂcmﬁ,uou paJaAllRg SERITVEINSEITiTe)




0 |

Annex O

Instrument for Performance Effectiveness of Administrative Staff

Rating Period:_J2nuary te Jun= 2017

Name of Staff An-1su £. Ment=je Ppogition: Ada. 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

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
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 @ 41312
transacting business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time 5)[4 (32

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 @ 3|2
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 @ 4 3|2
outputs within the prescribed time.

5. Commits himself/herself to help attain the targets of his/her office by assisting co- @ 413]|2
employees who fail to perform all assigned tasks

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when @ 413 |2
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. (5]4]3]2

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

9 Accepts additional tasks assigned by the head or by higher offices even if the B1l4|3]2
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 9 413|2
office or satisfaction of clientele




11.  Accepts objective criticisms and opens to suggestions and innovations for @ #1312
improvement of his work accomplishment
12. Willing to be trained and developed b)|4]3]2

Total Score

B. Leadership & Management (For supervisors only to be rated by higher
supervisor)

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.

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
needed for the attainment of the calibrated targets of the unit

Total Score

Average Score

Overall recommendation

NANCY UK DUMAGUING

Name of Head




