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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: POLICARPO C. GUMBA, JR.

Numerica
I Rating
)

Particulars
(1)

Percentag
e Weight
3)

Equivalent
rating (2x3)

1

Numerical Rating per IPCR 492

0.70

3.44

2 Supervisor/Head's assessment of his contribution

. towards attainment of office accomplishments LS

0.30

143

TOTAL NUMERICAL RATING

4.87

TOTAL NUMERICAL RATING: 4387

Add: Additional Approved Points, if any:

TOTAL NUMERICAL RATING: | 4.87 |

ADJECTIVALRATING: | OUTSTANDING

Prepared by: Reviewed by:

IR.

of Staff

Recommending Approval:

B. ASIO
Dean, CAFS

RATING SCALE: 4.65.0

3.845

Outstanding
Very Satisfactory
3.03.7 Satisfactory
2.2-2.9 Unsatisfactory
2.1- & below Poor
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STATE UNIVERSITY

VISAYAS |

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July-December, 2019
Name of Staff. POLICARPQO C. GU JR Position: Administrative Aide 4

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

&* }D - l- R I- L‘ Q ﬁ' l- D = l-

The performance almost always exceeds the job requirements. The staff

5 Ouisianding | delivers outpuis which aiways resuits io 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 experiencein ~ (5)/4 |3 ]2 |1
transacting business with the office fulfilling and rewanding.

2. Makes seif-available fo 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 | 5 /(453 |2 | 1
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 5 3j2|1
outputs within the prescribed time.

5. Commits himsetifherself to help attain the targets of his/her office by assisting co-
employees who fail to perform all assigned tasks

6. Regulardy reports to work on time, logs in upon amival, secures pass slip 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 fo its
clients

()
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o @ @
-
(7%
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9 Accepts addilional tasks assigned by the head or by higher offices even if the
assignment is not related fo his position but criical towards the attainment of the
functions of the university

10. Maximizes office hours during lean periods by performing non-routine funcions the |
outputs of which results as a best praciice that further increase effectiveness of the | 5 |(4) 3 | 2 | 1
ofice or saiisfaction of cieniele

@)

—

CW;

11, Accepts objective criticisms and opens to suggestions and innovations for (5141321
improvement of his work accomplishment
12.  Willing to be trained and developed 51413121

Total Score

Mission: Development of @ highly competitive human resource, culing-edge scientific knowiedge and innovelive technologies for sustainable communities and
erviromment.
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nm&mwmmwumwm
supervisor) 4

1.

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

2

Vlsionargaldueaﬁvelndrawshmgicmdspedﬁcplmsandtagetsofme
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
satisfaction of clients.

Aweptsaooummﬂybrﬂ\eoverdperbnnma\dindeﬁvelilgmeouum
required of his/her unit.

Demonsliates, teaches, monitors, coaches and motivates subordinates for their
hluwedemdemyaneﬁecﬁvermhmnpﬁshimmeirassignedtasks
needed for the attainment of the calibrated targets of the unit

Total Score

Average Score

Overall recommendation

et —"
JULIU§V.ABELA ™
inted Name and Signature
of Office

ESssion: Development of a highly wetitive mwmwmwhmmm

erprrmment.
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EXHIBITL

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: = POLICARPO C. GUMBA, JR.
Performance Rating:  Outstanding

Aim: _To improve work efficiency and achieve targets on time.

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

Date: July, 2019 Target Date: September, 2019

First Step: Follow-up requests on 2019 PPMP for office/lab./proj. supplies/
materials with assistance of Victorino M.Lamo and prepares/encodes/ routinely
office documents ahead of time schedule for submission

Result: Armival of office/laboratory/farm supplies/materials was delayed due to
Supply Office and Management Division had a hard time on following strict

__procurement procedures. Other routine works was properly attended to and
submitted on time.

Date:  October 2019 Target Date: December 2019

Next Step: Continuous follow-up of all requests/documents for approval and
also seek assistance with Mr. Carlito V. Ranchez (DAS Administrative Officer |
regarding project requests and laborers’ work attendances for payroll matters;
and proper lay outing of schedule of activities and document files.

Outcome:  Smooth operation of office works.

Final Step/Recommendation:
Keep up the good works.

Prepared by:




