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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: JESIBEL L. MUERTIGUE
Particulars Numerical Percentage Weight Equivalent
1 Rating (2) (3) Numerical Rating
(2x3)
1. Numerical Rating per IPCR §- 88 70% 3.
2. Supervisor/Head's assessment i b 30% U2
of his contribution towards -1 "
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.39
TOTAL NUMERICAL RATING: {849
Add: Additional Approved Points, if any: B
TOTAL NUMERICAL RATING: 7.99
FINAL NUMERICAL RATING {
ADJECTIVAL RATING: OUBTRAOING
Prepared by: — ‘f—sno |/ Reviewed by:
CoAM sl a

JESIBEL L. M% ERTIGUE DENNIS
Name of St Dear‘

Recommending Approval:

Approved:
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INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

"Exhibit B"

|, Ma, Jesibel L, Muertique, of the

accomplishments in accordance with the Indlcntedmensum forthe period

-—

g commit to deliver and agree to be rated on tha attainment of the following

1/ Approve
Ratee H Deln. dres 4"
Rating Remarks
Program/ Annua| Actual
D';:g,':;;:';:' Success Indicators Activities/ Tasks Assigned | |Accomplis g g
Projects Target| hment !
= L
Advanced & Number of Gradesheets |Encode and print |Encode and print 8 (3) | 8/3 (267%) | N s =
Higher Education |encoded/printed gradesheet for 5 | £ o .
Services Submission to Graduate '
8ehool/Registrar's Office
Number of Learning Printing and Print and typeset
Guide printed and Typesetting Learning Guides of
typesetied Faculty for final
packaging
Number of course Encoding, Encode, typeset and 8 ; Printed Course
syllabus printed and typesetting and  |Print course syllabus for 0y > - 8yllabus for 2nd Sem
ty Printing submission ' > b4 g
Number of Tables of Encoding, Encode, typeset and 3 PrintedTOS for 2nd
Specifications, encoded, [typesetting and |Print Table of Sem 8Y 2020-2021
typetted, printed and Printing 8pecifications for 5 -le | &
submitted submission “ )
General
Administration
and Support
Services (QA8SH)
Efflcient and 0% complaint from client |Frentllining Frontline services no no
customer friendly [served compla| complaint
frontline service int




Student Services |Number of documents Clerical Prepared and facilitated | 5 (3) 35/3 ) Clearances,
requested by students doeuments for approval (1187%) F 1S N Registration forms,
served Readmission,

nomination of GAC,
Reguest for changing
degree programs,
revised plan of course
work, Application for
Graduation, Approval
of Thesis Outline,
Application for Leave
of Absence

Secretariat Works
Number of faculty Encode and print |[Encode and submitted §(3) |10/3 (333%) - . 9 regular faculy and 1
worklead for 2nd faeulty workload 7 GTA
Semester 8Y 2020-2021 (Individual & Actual) for
prepared and submitted 2nd Sem. 8Y 2020-2021
Number of Encode and print |Prints and submits 25 (13)110/113 (77%) Deans
accomplishment reports accomplishment reports N aceomplishment
encoded facllitated and for submission report, Job Order,
submitted Work from Home

Accomplishment
Repor.
Number of Student Facilitates Facllitates, records, 5(3) | 3/3(100%) |
Completion of Grades submission and |submits and files O &
facilitated and recorded |Filing of students completion of
Students' grades
Completion of
Grade
Number of Quigoing Encoding and  |Encodes and prints 25 (13)|10M13 (77%) v |la | Qutgoling
communications prepared |printing outgoing 1 Ao communications (April=
communications June 2021)
Number of Incoming and |Recording Records Incoming and |50 (28)| 43/28 & |« - Outgoling and
Qutgoing doeuments outgoing documents (172%) ) . 3 incoming documents
recorded & released (April-June 2021)
Number of OPCR, IPCR, |Preparation and |Encodes, prepares, 10 18/10 = 2 OPCR, 9 faculty, 4
prepared, reproduced and [submission of reproduces and submits (180%) S 5 S Admin,
submitted documents IPCR and OPCR




Evalubted and Rated by:

DEN PEQUE
Dean,
Date: 3/,“5‘. W

Approved

BEATR ZZONIAS

VP for Academic Affairs

Date:

£ I wn

Job Requests Preparation |Preparation and |Prepares and Submits 6 | B8/6(180%)| y y ., |Repair and
Submission of  |Job Requests to R R 4 . |Maintenance Requests
Job Requests  |Concerned Units
Number of Standard Preparation and |Prepares and submits |20 (10)| 26/10 A ia ¢ DTR's (April-June
government forms submigsion of  |standard government (260%) - . 4 " 2021), 8ALN,
standard forms Application for Leave
government
farms,
Number of Purchase Preparation of |Prepares and Submits 5(3) | 3/3(100%) | . ) B Laboratory Share,
Requests, PPMPs PR's and PPMPs |PRs and PPMPs il S L |General Fund, Trust
prepared and submitted Fund, Research
Projeets
Number of Payrolls Preparation and |Prepare and submits 16 (8) |24/8 (300%)| Job orders (April =
prepared submission of  [Payrollg of JO L g |5 June, 2021)
Payrolls
Number of Financial Preparation and |Prepare and submits 5(3) |3/3(100%) | . Payment for Snacks,
documents prepared and |submigsion of  [financial documents S > S I ¢ Petty Cash Cash
submitted financial Advance,
documents Reimbursement of
DPPs POAP Training
Fee
Number of CFES Consolidating/  |Consolidates and files |30 (158)| 25/15 . |OPCR docs, incoming
documents filing doocuments (187%) - |V S > |and outgoing
.consolldated/filed dogy
Does task Does task assigned as 1 1 ] ; . Deputy Document
assigned as member of the 1Y | Y] Y [Record Controlier-
member of the |commlittee Cascading of ISO
committee Docs
Other Services
[otal Over-all Rating %7
|" rating divided by 4) 4 93 COmmn}s and Reocl?zr\n;ndltlonl f r Bwolopmont 5urpou:
Addttional Points /:""/‘AM Y Ehiandin” o coPc
ith copy of approval) Z A gg on17r-bnn,
FINAL RATING -39
{DJECTIVAL RATING Ouderaadin -




Name of Employee: JESIBEL L. MUERTIGUE

PERFORMANCE MONITORING FORM

Exhibit |

Task Task Description Expect Date Expected Actual Quality Over-All Remarks/Recommendation
No. ed Assigne Date to Date of Assessment
Output d Accomplish | Accompli | Output* | Of Output**
shed

1 Prepares office Very January | June 30, June 30, | Impressi | Very Keep going.
communications, payrolls, Impres | 1, 2021 2021 2021 ve Satisfactory
accomplishment reports, job | sive
requests, & etc, 1

. Follow up vouchers, Very January | June 30, June 30, | Impressi | Very Good work.
purchase requests, student | Impres | 1, 2021 2021 2021 ve Satisfactory
8 related concerns and sive
other request of the office.

3 Maintains the proper Very January | June 30, June 30, | Impressi | Very Good work
arrangement of files Inthe | Impres | 1, 2021 | 2021 2021 ve Satisfactory
office. sive

4 Monitors the incoming and | Very January | June 30, June 30, | Very Outstanding Good work,
outgoing documents for Impres | 1, 2021 2021 2021 Impressi

i} record purposes, sive ve ,

5 Assists and monitors the Very January | June 30, June 30, | Very Outstanding Good work.
delivery of requested impres | 1, 2021 2021 2021 Impressi
documents on time sive ve

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

Prepared by:
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Instrument for Performance Effectiveness of Administrative Staff

Rating Period: April to June 2021
Name of Staff: JESIBEL L. MUERTIGUE Position: Administrative Aide lii

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
Rating

Scale 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 s ati\s/fea rgtory 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) o Scale

1. Demonstrates sensitivity to client’s needs and makes the latter's {:f) 4131211
experience in transacting business with the office fulfilling and rewarding. |~

2. Makes self-available to clients even beyond official time f\5_) 413|121

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

5. Commits himself/herself to help attain the targets of his/her office by B\ 43|21

assisting co- employees who fail to perform all assigned tasks

6. Regularly reports to work on time, logs in upon arrival, secures pass slip [’5) 4 13(2]|1
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 ‘@ 4 13 (2|1
?\

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 5
increase effectiveness of the office or satisfaction of clientele

11.  Accepts objective criticisms and opens to suggestions and innovations for | 5 41312 1

3121

0
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improvement of his work accomplishment

12.

Willing to be trained and developed 5143

Total | &//
Score > !

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

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

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.

Innovates for the purpose of improving efficiency and effectiveness of the

operational processes and functions of the department/office for further | 5 | 4 | 3

satisfaction of clients.

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

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 | 5/

Average Score | /. 1/

Qverall recommendation

A%
DENNIS P{ PEQUE

Printeq Name and Signature
Head af Office
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Mission:

A globally competitive university for science, technology, and environmental conservation.
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EXHIBITL

EMPLOYEE DEVELOPMENT PLAN

Name of Employee : Jesibel L. Muertigue
Performance Rating : 4.89 (Outstanding) April — June 2021

Aim:  To help facilitate the office documents related to students, faculty, staff and other
administrative matters in accordance to the ISO Quality Management System of the university

by following the quality procedure. Keeps and maintains quality records and improve
percentage of delivery on requested documents on time.

Proposed Interventions to improve Performance and/or Competence and Qualification to

Date: Apnil 2021 Target Date: June 2021

First Step:

Monitor Ms. Muertigue’s performance regarding the facilitation of office documents and the
im on the of faculty, students, staff ed documents.

Result:

Maijority of the requested documents were prepared on time.

Prepared by:
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DENNIS P| PEQUE
Un

Conforme:

/\/AKU ‘}‘”v 4 1/1/\
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Ratee \\ \
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