Annex P
COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINSTRATIVE STAFF
(VSU UNIVERSITY LIBRARY)
JAN-JUNE 2017

Name of Administrative Staff: VICENTE A. GILOS

Particulars Numerical Percentage Equivalent Numerical
(1) Rating (2) Weight Rating (2x3)
70% (3)

1. Numerical Rating per IPCR 4.86 X .70% 3.40
2. Supervisor/Head’s assessment of

his contribution towards 441 X .30% 1.32

attainment of office

accomplishments

TOTAL NUMERICAL RATING 4.72
TOTAL NUMERICAL RATING: 4.72
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
ADJECTIVAL RATING: “©"
Prepared by: Reviewed by:
VICENTE\A. GILOS ANDRELI 2" PARDALES d&
| \\d
Name of Staff Department/Office Head
Recommending Approval:
4 L é
REMBERTO A. PATINDOL
Chairman, PMT

Approved:

EDG O E. TULIN
& VSU-President




8y} u esealou| abejusaiad Zid Kresqry
sesodind Jayj0 10 dNDOYY
S S S S solydesbolqlq | sewydesboiqiq RERITVELS 10} payipa Jo/pue palsedaid
Jo9lans 9 J08lans z [eduyoa | saiydesboyqiq 3oefans jo JequinN "9
: SOJINBS $300q
S S S S Sepodieq /8 $8podleq (g [ealuyds | 0} pejsed $apoaJeq Jo JequinN 4
wa)sAs
SOOIAISS Juswabeueyy Aresqi Augsaq
€8’y S'v S S $)00q /8 $400q 0§ [Baluyd8 | 0} pap0odus S)00q JBqUINN ‘3
S80INeS uoi28]j0d 8y 0} pappe
99y Sy S'v S Sleusjew ¢ Sleusjew 9¢ [ealuyds | . Sleusjew euele)siA Jo Jaquiny ‘q
Sleusjew
99°f S'v S| SV Sjeuajew paysiigndun RERIVETS payisse|d pue
paysiiandun 9,z 16} [eduuyoa | panbojejes sieusjew paysigndun ‘O
SOOINBS $%00q Buindys pue
€8v| « S S S sanoy 0z4 sunoy 06 [eduyoa) | Buipeas yeys uijuads sinoy Jo 'ON ‘g
LERINERS Jiedai Joj 1no
€8’y S S'v S $)00q 7/ $%00q 09 [BaluYo8 | pajind yooq pabewep Jo ‘ON 'Y }Id
SJaydJeasal pue yejs
‘Qnoe 4 ‘sjuapnis 0) s|ge|ieAe Spelw
pue painbae $82in0sal 40 Jaquinu
oy} u) aseasoul abejusolad 'jid saoieg Areiqry § OJwWEI
(0L1S) SNOILV¥3dO OL L3¥0ddNS S 04NN
Sjun JuaJayIp ERINER
sjue)sisse sjuejsisse 0} pakojdep pue pauies; ‘pamaiB)ul Juswabeuep
juspnjs 9} juspnjs 7| | S8JASG Buljuci Sjuejsisse Juapnjs Jo 'ON Z Id juspng 204WarI
S3JIAN3S NOILYINAT ¥3HOIH Z 04NN
W | €L [ 723 | 10 [ juewysydwosoy
Syiewsy ~ buney [enjoy jebie) paubissy ysel SJ0}edIpuy Ss820NS S.dvd ® OdN ‘ON O4dW
)b g Wun J0 b% . 901y
STAIVAYUYd, ¢ TTIAANY :paAoiddy SOI9 [V ALNIDIA

aouepJodoe ui 39bJe3 buimo||o) ay3 JO JusluuleNIe 3Y3 UO pajes 3q 0} 2a4b6e pue JaAIIRP 0} SHWIWOD ANSIaAIUN 31e1S 8BARZIA Y3 JO ‘SOTIO 'V UNDDIA ‘I

(MDdI) MIIATY B INFWLIWWOD IONVIWHO43d TYNAIAIGNI

o .8



papuodsal sjusljd

paAs sjuslo

AlpuaLy-Jawo)sn)

S S S S Jurejdwod | juredwiod  |ui-yiem jo seuenp | oy jurejdwod jusied ase7 | |d pue jusioy3 Z O4War
Buiping
mau 0} Buipiing pio wouy amywiny
90IMBS pue s)o00q uo Jsjsuel) mc_w_Zon:m
S S S S sinoy 0z} sunoy 08 oAjeyioed | pue Bujuueld uj Juads sunoy Jo ‘oN @
papuape
. saouasajuod/doysyiomsbunsaw
S S S S SINoyY p¢ sunoy 9} | Se9jAIeg Buljuoly uf Juads sinoy ‘oN *9
paubis pied siemolioq
: SjuaWNoop Joj suojiejjdde pue $ao)ou SNPISAO
£8'p S Sy G| swewnoop 09} 001 | seamag sujpuol4 | ‘sjjosked Or '8’ ‘SUBLINIOP JO ON ‘g Seones
(eoueles)o) pasesjd |  ©AIE}I|IOR puB
S S S S SJUapNIS 092 |  SIUSPNIS (0L | SSTIAISS BUIRUOIS SJUSpN)S pue JejS JO ONYGId |  SAR]SILILPY TO4WEI1
SAJIAYIS LH0ddNS FALLVHLSININGY TVHINID - 9 04NN
Sjus|j SJusy|o woy
S S S S woy} jureydwod O Jujejdwod o Saoljoeld Jseg Aiosinpy sJepeay ‘g
uononysu) bunajdwod
99'p Sy S S'b _sinoy ¢ sinoy z seojoeud Jseg Ul Juads sInoy JO "ON VY € Id
pajuswa)dus
SBOIAIBS SJuapN)S- $adINIRS
uo s80}j0e1d s8g 40 JeqUINN € |d Kreiqry
saing
: feroadg Buunp yun uogenasn)
S S S S SINoY 85 sinoy Oy | SedlAes siapeay u} Je Juads sinoy Jo JequnN °Q
SeJINeS Buidesyesnoy ‘Kiojusaul
£8P S'b S S SINoy 08 sinoy 08 [ealuyoa | Bupaidwos yuads sinoy jo 'oN "9
pasedaid asnoy-uj pue
99t S'v S| S Joua oN JoLB ON | SeJjIeg SJapesy | N0 paueo) %ooq Jo sapsiels Aleq 'g
99'p S'p S| S $)00q 96€°} $)00q 0GB | S8INISS S Jopesy pabieyosip/pabiieyd syoog ‘g
SIayoIeasal
Siayalessal ul-y[em pue
€8 S'v S S| uryempue ges 4ejs ‘Anoey
. i ‘Aynoe; ‘syuapnis ‘sjuspnys SSOIAISS UOBULIOUl/a0uaIBjel
-S)usljo £69 -SJuslld Z/G | SBIIAIBS S Jopesy- uanib s)usl0 J0 'ON 'Y Z Id
S30IN0SBI g SBIINISS “San)|ioe)
Kieiqry sy Jo bujjieae siayasessal
B Je)s ‘Aynoey ‘syuepnjs Jo Jaquinu $9JJAI0S




abesoay -
ssaulppwil -¢
SSUIAIRYT -7
Aend -1

:91eq :21eq :9)eq - _ :91eg

JUSpISAd £ JUDPISAId IA O3d¥d ‘PesH
§om mSzo._\m 'S NWPﬁm VIONVNINO \%/M._I.H%mzm._.u
:leaosddy
:Aq panoiddy Buipusawwoday :AQ pajesqied . :AQ paAIRIYy
#Ou ONLLYY JALLDICAY
98v _ ONILLVY TVYNI4
: sjuiod jeuonippy paAoiddy
Ajenpung
:950d.nd juawdopAsq :SJUI0d |euonIppy
J0J SUOIJEPUSIWILIOIY Y SJUBLLILWIOD) 8Z'L6 : (0z Aq papinp Buned jjle-19A0 |e301) buney abelaay
Bupgey
l[e-J9AQ |30 )
J0}IpaIddy dNOJVY [ewsjul _
i Se SJuaWNIOP JO UOREN[eAS
S S 5 . Sinoy z¢ sinoy ¥ S8JIMIBS S Japesy Bujop uj Juads SINoy JO "ON | SBIIABS UOISUBIXT
$@9JAI9g uoiedunwwo?) g bupseapeosg juswdojersq g 04NN
‘Ajusioye
pue Ajg}eindoe 0} S80IAJSS BUIjUOL




Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January to June 2017
iNaime of Staff. VICENTE A. GILOS
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.
5 Outstanding The 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
9 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 51432
transacting business with the office fulfilling and rewarding.
2. Makes self-available to clients even beyond official time 51@)3]2
3 Submiis urgent non-rouiine reporis required by higier ofiicesiagencies sucii as 9 Q¥

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 5(@|3]2
outputs within the prescribed time.

5. Commits himself/herself to help attain the targets of his/her office by assisting co- |5 |4 |3 | 2
employees who fail to perform all assigned tasks

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when 514)|3 ]2
going out on personal matters and logs out upon departure from work.
7. Keens accurate records of her work which is easily retrievable whan neaded 54 |8312

8. Suggests new ways to further improve her work and the services of the office toits | 5| 4 | 3
clients

9. Accepts additional tasks assigned by the head or by higher offices even if the 5 @ 812
assignment is not related to his position but critical towards the attainment of the

Liimabinma afllha cmliimanib .
HUHVUUEIS VI UIT UlliveioIly

10 Maximizes office hours during lean periods by performing non-routine functions the LE’/ 4132
outputs of which results as a best practice that further increase effectiveness of the
office or satisfaction of clientele

Accepts objective criticisms and opens to suggestions and innovations for 514132
11 improvement of his work accomplishment
12 Willing to be trained and developed (514132




Total Score

B. Leadership & Management (For supervisors only to be rated by higher

supervisor)

Scale

. Demonstrates mastery and expertise in all areas of work to gain trust, respect

and confidence from subordinates and that of higher superiors

(€]

=
w
PO

. 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.

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

operational processes and functions of the department/office for further
satisfaction of clients.

. Accepts accountability for the overall performance and in delivering the output

required of his/her unit.

&)

. Uemonstrates, teaches, monitors, coaches and motivates subordinates tor their

improved efficiency and effectiveness in accomplishing their assigned tasks
needed for the attainment of the calibrated targets of the unit

Total Score

I

Average Score |

Overall recommendation

AN . PARDALES
Ngrhe of Head ar’x\(\/




