Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR

ADMINISTRATIVE STAFF
Name of Administrative Staff’ Maria Fe Baslan
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) 70% Numerical Rating
(3) (2x3)
19. Numerical Rating per 4.90 4.90 x 70% 343
IPCR
20. Supervisor/Head's
assessment 483 4.83 x 30% 1.45
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.88
TOTAL NUMERICAL RATING: 4.88
Add: Additional Approved Points, if any: 0.00
TOTAL NUMERICAL RATING: 4.88
ADIJECTIVAL RATING: OUTSTANDING
Prepared by: Reviewed by:
SANDRA C. TIU
Administrative Assistant I11 @
[.
ERLINDA B. ESGUERRA

Recommending Approval:

Approved:

REMBERTO A.

Head, Accounting Office

e

PATINDOL

Chairman, PMT

EDGA& é TULIN

X President




adesane - ¢ Auaniya - 7
ssaujlown - £ Awenb - 1
:aeq :aeq i3jeq 123eq
juapisald £ 1U3pIsad A 1Wd 03dYd
NITNL 3 HOYVYOA3 TOONILYd X OLEI8W3Y TOONILYd | JGNIY VIONVYNIND 7771
pancuddy ‘jeaoud REN| :AQ paaaoay
Suipueising ONILVY TVAILDIQY
06t ONILYY TVYNI4
(1eaoidde jo Adod yim) suiod jeuciippy pasoiddy
Ayjenpung
:asoding Juawdojanaq J0j 1S3UI0d |eUORIPPY
SUOPIEPUALWILIOIDY 7§ SIUBLLWIOD 06'% {S91nUa JO § AQ PAPIAIP BUREJ ||B-JAAQ [R10L) SURRY IBRIIAY
EEVE | €€ SE SE Sunjey |je-1aAQ 8301
$pi02al aouenjWal pue suljiq G [EEEY]
0's 5 5 g GLE PajUoIA %0ZT 0TE  |uo paseq sjuawhedas ueo| pue wWniwaid JO SPI0IAL SBPDUCIDY|  JAYL SAEP £ UIYIM PAJIU0IAL SPI0IS JO "ON
SVETTTEY. EITTIT
SpJodaJ SISO pue ‘JWaH pue saalag
oS [ g [ 08T pasnposdas %BET 0ET ‘Yileayiyd Jo sauvawded wnjwaad jo spiodas saanpoiday paanpoidal spi0das jo ‘oN|woddng aanessiuwpY
L'y 3 S S Asejes o1y paisod %S0T (1113 spied 123p3| |enpiaipul 03 s103onasu) awnyed jo Asejes sysod Jo0pnnsul awnyed jo Asejes jo ‘oN
suonesyiua 1dianal|
L'y I3 G [ 81 pasedaud %S0T 01 *jjeys pue Aynoej jo Asejes 3sej J0) Uonedliuad saledald|saije shep € ulim paledasd uoledyIAD JO "ON
{532 {ueg puey pue Biq| 1dio304
0's S S S sJayonon g9 pasedasd %801 09 -8ed ‘S1SD) 3335 pue AJnaej Jo pungal 104 JaYINOA sasedald Jayeshep g ulyum pasedaid punjas jo "oN
SIaLPNOoA 1dio0al
0's [ (4 < s8¢ pasedaxd %971 00¢ *S1UapMS JO JuawAed SS30X3 JO PUNJAI 10§ JAYINOA sauedald Jayeshep ¢ uiyum pasedalsd punjas Jo 'oN
TIOA0[d WS A pajsanbal Aed Jau
suonesyIe pue Yyeay|iyd pue yueg pue ‘fiqi-3eqd ‘'s|so jo sjuawAiedas S [EREY]
0's [ S S 091 pasedaxd %6ZT (1741 ueo| jo sadAy |je pue wniwaid 10§ uonedIAD saiedalq|iaye sAep £ uiyim pasedasd uoueIIRD JO "ON 522198 Buissanold
L10Z ‘I€ "9Q jo sy
K el A3 0 wawys|idwony| juawys)dworny | jadiel pausissy syseL Si01e3|pU| SSANNS sdvd '8 O4W
[rem.. uney Jo sjeIaq j0 s8ejuadiag L10Z
Jiun Jo peayH oadley
‘panciddy NVISVE 3FVINVIN

v¥Y3IN9S3 Mﬁnz:ﬁ
z

1 Ainr pouad ayi Joj SaINsealw pajedipul Ayl YIim aduepiodde ul s3adie3 Suimo|jo) Yl Jo Juaulelle 3yl uo pajel aq 03 3348e pue JBAII3P 03 SYUWWOI 3210 Fununoddy 3yl JO  NYISYE 34 VINYIA ‘)
(¥2d1) WHO4 M3IIATY '8 INFIWLIWWOD IDNVINHO483d TYNAIAIGNI

L10Z ‘TE€ "2Q 03




Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July 1-Dec. 31, 2017
Name of Staff:Maria Fe Baslan Positon: Administrative Aide IV

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 | Descriptive Rating Qualitative Description |
The performance almost always exceeds the job requirements. The |
5 Outstanding staff delivers outputs which always results to 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 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

4. Accepts all assigned tasks as his/her share of the office targets and delivers
outputs within the prescribed time.

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

‘6. Regularly reports to work on time, logs in upon arrival, 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 1o 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
Afunctions 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 B(4/3]2]1
office or satisfaction of clientele
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11, Accepts objective criticisms and opens to suggestions and innovations for 5/013([2]1
___improvement of his work accomplishment
12 Willing to be trained and developed 5/8(3]|2(1
Total Score
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, respect 5143|211
and confidence from subordinates and that of higher superiors




2. 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.

3. Innovates for the purpose of improving efficiency and effectiveness of the |

operational 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 output
required of his/her unit.

5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks | 5 (4 (3 /2|1
needed for the attainment of the calibrated targets of the unit

Total Score 58

Average Score 483

Overall recommendation

Name of Head



