Annex P
COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF
Name of Administrative Staff: TEOFILO C. GOFREDO
. . . Percentage Equivalent
( 1)Part|culars Numenz:za)l Rating Weight 70% Numerical Rating
(3) (2X3)
1. Numircal Rating per IPCR 4.79 0.70 3.35
2. Supervisor/Head's
assessment of his contribution
towards attainment of office il 050 L
accomplishments
TOTAL NUMERICAL RATING 4.78
TOTAL NUMERICAL RATING: 478
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 478
ADJECTIVAL RATING: OUTSTANDING
Prepared by: Reviewed by:
TEOFIL&?BZDO ALICIA'M. FLORES

Naz(eo}taﬁ

Recommending Approval:

Approved:

Department/Office Head

REMBERTO A. PATINDO

Chairman, PMT

_EDGARDO E. TULIN

g President




¢iot1

0Q34409 'L
UIWoINo0.1d PIIEIio89
. st 8uippiq d1jgnd Supnp
z 40) 5 EHf4T EREHRLTDNI pUE SaW} 7 J0J pajie} Se paJe|dap swall
b ¥ 8 e 2 5 duippiq 21ignd Bupnp saw 7 404 pajiey 15 .ENSM hu m. : m " _E” ey
Se paJe[dap swall 10j DY saiedald :€ L 4P {044 40 3QUINN ‘€'Y
JU3WAJN20.4 JUIWAINJ0U4 JO
1[9'¥ v g g ST (Y4 JO POYISA 2AIRUIAY|Y NIY3 JudwWaInd0id| poyid|A 8ARRUIRY|Y NIy} Juawaindold
JO SJ9pIQ 3seydund sasedald :z 1| JO S1apuQ 9seyaind o sRquinp : 'V
siayddns passado.d 8uissasoud pue
L9V 14 S S Y47 00€ 0} 9|qeAed syuswnoop 3uiuoddns| pue pasedasd syusawnacp Suipoddns uonesedad syuawndop
J3Y30 pue suayonoA sasedaid :T 1| J9Yl0 pue SI3YONOA JO sBquiny : T'Y 1uawWaINdo0id :Z Id
juawaseue|p SS320.1d JUdWAINI044 :Z'9 04N n!
) *s8uIppIq 21|(Nd puB S3dU3IJU0D)
00°s S % 8 9% R ‘s8unaaw 03 adepuany i€ L
L9V ¥ S S 0zz 08T spuawndop Jvg gunsoddns Jayjo pue — " 55 R
5J9pJQ 3seydund Jo uoneledald "z 1 WO Ve SRl ramat
‘Jaquiaj\ se uonesedald syuawnop Jofew jo uoneulpIo0)
L9V 14 S S 9¢ 0¢ sjuawndop Buippiq Jo Sulpuig i1 1 pue saniAnRle paiejai Jovg TT°W|  PUe JuawaAjoau) i€ |d
PAAIIS SJUID | PIAIDS SIUDI[D
. WwoJJ Jure a&oo wicdy yurejduiod $9Hinbu} pUs REsNbA S91AIS aul3uo :T'Y| S92 Ajpuaiiy 13w 03snd
00°S S S S 1 Jure] 1J Jure] SJUI3[D O} SPUBNIE PUE SIAJIS :T | ! juosy TV NS Alpually 1
waored o107 | jueorad o7 pue juaRy3 T Id
$321A435 Hoddng pue aapensiuIWPY :TOJN OWddS
S3JIAIAS JUBWIBINI0L] (9 04N 4VdAO
$321A13S J40ddng pue aAjesISIuIWpPY [eI3UID 9 O4IAIN
syseway 0 e . 9 b i s pausissy jyseL ujeHapun sanIAPY/weidold Sdvd/04N ‘l
Suney 1394VL B )
OIANddS - PeaH aley
STHOTE, AN YIDITY oaxd 14031

*LT0Z 13qwiad3Q 03 Ajnr porsad ay) Joj SaINseaw pajedipul 3yl Yiim ajueplodde
Ul s3198Je3 BUIMO||0) Y} JO JUBWUIRIIE Y} UO PajeJ 3q 0} 33J3e PUB JSAISP 0} SHWWOI ‘IO JUSWIERUERIA $3IIAISS JUBWSII0I4 3Y] JO ‘OpaLJ0D) *) 01§01 |

(¥2d1) WHO4 M3INTY 8 INFWLININOD IDNVINYOIYHId TVNAIAIGNI



(4 X4

0Q3¥409 'L
:91eQ :21eQ :91eQ :21eQ
luapisald 1u9pIsald I3IA 1Ad 03d¥d ‘PeeH
NITNL "3 OQ¥Yy®a3 TOANILYd ‘'Y OL43IgINTY TOANILY, OlY¥3dIN3Y VIONVNINO "1 <%muzu2
:Aq panoiddy :lencsddy Suipuswwoday :Aq pajeaqied :Aq paniaoay
ONILVY TVAILI[AV
ONILYY
(lenoadde jo Adod yim) syujod jeuonippy panoiddy
Ayjenpund
:Sjulod |euonippy
:sasodind juawdojanaq
10} SUOIIEPUILILLIOIRY 1B SIUBWILWIO) 6L'Y (1T Aq papiaip 8uned jje-1anQ |e10)) Sujiey adesany
Suney a8esany
£999°CS 14 5SS SS Buney |je-1anQ [ejo L
AJaniap Supjoe|/aia|dwodul A1anllep 3upjoe|/a13|dwodul
L9V 14 S S St ST / . S SRRl o
YIM 5,04 J0 BULIONUOA :€ L YIM S,0d O JequinN :€°V
) (YINd) Hoday pasedasd poday Sunojuon
00s S S S ' 1 Surolluo JUBWAIND0U Sasedald :Z L JUSWBINJ044 JO JaquINN :Z°V
Suippiq "dn pamoj|oy pue paiojiuow| Suojuow pue Suissadoid
9V v S q 0s 0¢ 211qnd nay3 pasndoud 3/|A/S o suswied Buippiq 2119nd nay3 pasnaoud ‘uonjesedad sjua
dn mo||0§ pue SILIBAIIBP JONUON T L|  3/IN/S JO SSLIBAIISP JO JaquInN : T'V uswaindold -¢ |d
juawaseuepy SulIOIUOIAl JUBWAINI04G (€9 04N OIS
104 AegAe 104 AegAeg je dn payaid nga
00°S G c G o€ 05 d Aeq .m d AeqAeg pa .n.u
18 NQga) woJy |lexiwsuesy dnydid ‘9 W0J) [eI}IWSURIY JO JAQWINN : p'Y
SIIIAIDS JUBWBINI0I] 9 04N 4VdAO
$321A13S Joddng pue aApesISIuIWPpY [BJ3U3D 9 O4AIN
A
syJeway oY g 3 10 LIOE ARGramang o Nt pausissy jsel uayeuapun saniANdY/weisoid Sdvd/04N
Suney 1394VL




Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: JULY TO DECEMBER, 2017

Name of Staff: TEOFILO C. GOFREDQO Position: ADMINISTRATIVE AIDE il

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 De;::ilggve 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

Satisfactory 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
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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
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6. Regularly reports to work on time, logs in upon arrival, secures pass slip @ 41321
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

(o) &P (9

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

Total

Score S :}




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, 51432
respect and confidence from subordinates and that of higher superiors

2. Visionary and creative to draw strategic and specific plans and targets of 5432
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
opeiational processes and functions of the department/office for further | 5 (4 (3 (2 | 1
satisfaction of clients.

4. Accepts accountability for the overall performance and in delivering the 5432
output required of his/her unit.

5. Demonstrates, teaches, monitors, coaches and motivates subordinates
for their improved efficiency and effectiveness in accomplishing their 514(3]2
assigned tasks needed for the attainment of the calibrated targets of the
unit

Total Score

St
Average Score 4 ,'7‘(

Overall recommendation

ALICIA %ES

Name of Head



