Anpex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff GILDA D. DURAN

1) Numerical Percentage Weight Equivalent
Rating (2) 3 Numerical Rating
(2x3)
1. Numerical Rating per IPCR 492 70% 344
2. Sopervisor/Head"s assessment 4.92 30%
of his contribution towards 1.47
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.91
TOTAL NUMERICAL RATING: 491
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING 4.91
ADIECTIVAL RATING: 0
Prepared by: Reviewed by: OSL'
A//{/\«/W SM
G@A D. DURAN RO
ame of Staff Depm'tmentf{}ﬁice Head
Recommending Approval: : 1
VICTOR B. ASIO
Dean/Director
Approved: ’
BEA 5. BELONIAS

Vice President
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Total Over-all Rating

39.34

Average Rating

4.92

Adjectival Rating

Average Rating (Total Over-all rating divided by 4)

4.92
Additional Points: -
Punctuality 5
Approved Additional points (with copy of approval) XX
FINAL RATING 4.92
ADJECTIVAL RATING Outstanding

Evaluated ang Rated by:

ROSARIGA. SALAS
Head, DOH
Date:

Date:

@ending Approval:

40 RB. ASIO

CAFS s

Approved:

BE RfZéLONIAS

Vice President for Instruction

Date:

Comments and Recommendations

for Development Purpose:

g b g




Annex
instrument for Performance Effectiveness of Administrative Staff

Rating Pericd: January - June 2018

G A RA1 . s s Ak 4 -
Name of Staf GILDA De DURAN Bosition: SdMinigtrative iide IV

Instruction to supervisor: Please evaluste the effactiveness of your subordinats in contributing towards
sttzinment of the calibraied targets of vour deparment/office/center/college/campus using the scale below.
Encircle your rating.

Scsie Descriptive Rating Guszlitative Description

[%g)

Cutstanding The performance slmost slways exceeds the job requirements. The staff
delivers outputs which always resulis to best practice of the unit. Ha iz an
exceptionalirele modsl

4 Vary Satisfactory The performance meets and often exceeds the job requirements

3 Satisfactory The performance meets job requirements

2 Fair The perfermance needs some development to meet job requirements
i Poor The staff fzils to meet job requirements

A. Commitment {both for subordinates and supervisors)

1. Demonstraies sensitivity 1o client’s needs and makes the jatter's experiencein 413132
transacting business with the office fulfilling and rewarding

Z. hiake seif-availabie to clients beyond officiai tims 413 |2

3. Submit urgent non-routine reports required by higher offices/agencies such as 41312

CHED,DBM, O30, DOST, MEDA PASUL and similar reguistory agencies within
=pecified time by rendering overtime work sven without overtime pay

;lZu

Accepts sl zssigned tasks as his/her share of the office targets and delivers outputs (
within the prescribed time

L2
L
[

5. Commits himsal fherself to help attain the targets of his/her office by assisting co- (
empiovees who fail to perform 2l assigned tasks

o[ (g ()

&. Regularly reports to work on time, logs in upon arrival, secures pass slip whean going @ 312
oui on perzonzi matters and logs out upon departure from work.

7. Keeps accurate records of her work which is easily retrievabie when needed SA4 13 |2

8 Suggesis new ways to further improve her work and the services of the office to its Ha 1312
clisnts

3. Accepts zdditionaltasks azsigned by the head or by higher officez even if the '\S) 41312

ssignment is not related to his position but criticai towards the attainment of the

functions of the univarsity L

10. Maximizes office hours during lean periods by performing non-routine functions the @ 41312

cutputs of which resuits as 3 best practice that further increase effectiveness of the
office or satisfaction of clientele

it
Jt

. Accepts objective criticisms and opens to suggestions and innovations for
improvement of his work accomplishment

b ()
£
(RN}
[

12, Willing to be trained and developed
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N
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TOTAL SCORE I
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Leadership & Management {For supervisors oniy to be rated by higher
supervisor) Scale

1. Demonsirate mastery and expertise in all areas of work to gain trust, respect and
confidence from subordinates and that of higher superiors -

2. Visionary and crestive to drsw strategic and specific plans and targets of the 41312
oftice/department aligned to that of the overall plans of the university

3. Innovates for the purpose of improving efficiency and effectiveness of the
operational proceszes and functions of the departmeant/office for further
satisfaction of clients

4. Accepts accountability for the overall performance and in delivering the output 413 2

required of his/her unit

5. Demoenstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks nesded
for the attainment of the calibrated targets of the unit

CISESICIS

TOTAL SCORE

AVERAGE SCORE

Oversll recommendstion

msgwﬁm

Mame of Head







Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee GILDA D. DURAN
Performance Rating: Ouistanding

At To sustsin the Ouistanding rating
Proposed Interventions to Improve Performance:

Date  January 2018 Target Date:  June 2018

First Step: To attend and parficipate in wainings and seminars to tmprove skills and for

sdlimprovement 5o as to be more competent as support staff of the Dept. of

Horicture., To improve computer skills by attending short course tramngs mnd self

study.

Result Attended trainings and seminars.

Date _ Ily 2018 Target Date: __December 2018

Next Step:

Outcome:

Final Step/Recommendation:

Prepared by: “f% L
ROSARIO A SATAS

Uit Head

Conforme:

GH.D% D. DURAN
Name /of Ratee Faculty/Staff






