STATE UNIVERSITY

VISAYAS | @R Tt

AnnexP
COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: VICTORINO M. LAMO

Particul Numerical Percentage | Equivalent
) Rating Weight Numerical
(2) 3) rating (23)
1. Numerical Rating per IPCR 4.80 0.70 3.36
Supervisor/Head's assessment of his contribution towards 140
- attainment of office accomplishments paad 0
TOTAL NUMERICAL RATING 4.76
TOTAL NUMERICAL RATING: 476
Add: Additional Approved Points, if any: -
TOTALNUMERICALRATING: | 476 |
ADJECTIVAL RATING: | OUTSTANDING |
Prepared by: Reviewed by:
% é b4
ClL—
M. LAMO JULIUS V. |
Name of Staff Office Head
Recommending Approval: Approved:
R B. ASIO BEA S. 1AS
Dean, CAFS Vice- dent for Instruction
RATING SCALE: 4.6-5.0 Outstanding
3.8-4.5 Very Saiisfaciory
3.0-3.7 Satisfactory
2.2-2.9 Unsatisfactory
2.1- & below Poor
Vision: A globodly cornpetitive university for science, technology, and emsronsmenttal conservation.
Mission: Development of a highly cormpetitive husnon resourte, cutting-edge scentific knowiedge and i tive technologies for imabiie conmrmnities ond eosiTomment.
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STATE UNIVERSITY

VISAYAS g

Bepartment of Dmimal Sciemr —
Colirge of Agritaiture and Foed Sciemre

instrument for Performance Effectiveness of Administrative Staff

Rating Period: July-December, 2019
Name of Staff. VICTORINO M. LAMO Position: Farm Worker 2

Instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing
towards attainment of the calibrated targets of your departmentioffice/centericollege/campus

ing the scale below. Encircle your rating.
Scale D 'rn:';‘is R e e v

an exceptional role model

5 Ouisianding deiivers oulpuis which aiways resuits fo best practice of ihe unit. He is

Very Satisfaclory = The performance meets and often exceeds the job requirements

Satisfactory The performance meefs job requirements

Fair The performance needs some development fo meet job requirements.

- D | & | P

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 latier's experience in

3121

=

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

Accepts all assigned tasks as his/her share of the office targets and delivers

Commits himselffherself to help attain the targets of hisher office by assisting co-
employees who fail to perform all assigned tasks

-&@@
w
N

Regularly reports to work on time, logs in upon anival, secures pass slip when
going out on personal matters and logs out upon departure from work.

Keeps accurate records of her work which is easily refrievable when needed.

Suggests new ways to further improve her work and the services of the office to its
clients

@m
-
w
N

Accepis additional fasks assigned by the head or by higher offices even if ihe
assignment is not related fo his position but critical towards the attainment of the
functions of the university

2
N
(%)
N
Y

10.

Maximizes office hours during lean periods by performing non-routine functions the
outputs of which resuits as a best practice that further increase effeciveness of the
ofiice or satisfaction of clienicie

5(®){3]2]1

11.  Accepis objective criticisms and opens to suggestions and innovations for G) 43|21
improvement of his work accomplishment
12. Willing to be trained and developed (5)|4]3]2]1
Total Score S5

Wssion: Developrnent of @ highly compelitive Iuman resowrce, MMW and innovalive technologies nm conymunties and

o,
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STATE UNIVERSITY
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) Ennail: i

__ Bepartment of Awimal Sciemoe —
= O\ Csllege of Agriraiture 2ud Food Sciemer |
. Visca, Baybay Cily, Leyte, PHILIPPINES

ansci@vsu_edu ph
Website: waww vsu edu ph

-

&m&wwmwmmmmm
supervisor)

1. Demonsirates mastery and expertise in all areas of work fo gain frust, respect
and confidence from subordinates and that of higher superiors

2. Vlsmarymdcreauvemdrawstmegcmdspeuﬁcplmsmdtage(sofme
ofﬁoeldepamentdgnedtoﬂlatofmeovedumsoﬂhemversﬂy

3. Innovates for the purpose of improving efficiency and effectiveness of the
operational processes and functions of the departmentioffice 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 motivales 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

 —

26

Average Score

.07

Overall recommendation

JULIUB V. ABELA
intgk! Name and Signature
of Office

Vision: A giabally competitive universitty for science, techmolingy, and emvircmmentsl conservation.

Mission: Development of & highly competitive hueman resource, cutiting-edge scientific knowedge and inmovative technologies for susteinable communities and

ermrorament.
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EXHIBIT L

EMPLOYEE DEVEL OPMENT PLAN

Name of Employee:  VICTORINO M. LAMO
Performance Rating: OUTSTANDING

Proposed Interventions to Iimprove Performance and/or Competence and
Qualification to assume higher responsibilities:

Date: July, 2019 Target Date:  September, 2019

First Step Prepare office documents ahead of time and constant follow-up of

documents to avoid delay in all office transactions.

Result: Purchase and procurement of supplies, materials and equipment

were facilitated.

Daie: October, 2019 Target Date: December, 2019
Next Step: Sharing of administrative workload with other administrative

staff for smooth flow of office transactions.

Ouicome: Submitied ofiice documenis on iime io achieve depi iargeis.

Final Step/Recommendation:

Proper sharing of work and well-organized schedule of weekly
activities posted in the administrative office for easy monitoring by the
department head.

Coih

VICTORINO M. LAMO
Name of Ratee (Staff)



