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COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF
(July-December 2017)

Name of Administrative Staff: SHIRLEY T. NAYRE
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) (3) Numerical Rating
(2x3)
5. Numerical Rating per IPCR 4.81 x 70% 3.37
6. Supervisor/Head's assessment
of his contribution towards 453 x 30% 1.36
attainment of office
accomplishments o
TOTAL NUMERICAL RATING 4.73
TOTAL NUMERICAL RATING: 4.73
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 4.73
FINAL NUMERICAL RATING
ADJECTIVAL RATING: Quitonding
Prepared by: Reviewed by:
o L7
SH -NAYRE EFREN B.
Name of Staff ent/Offige Head
Recommending Approval:
/
REM % A . PATINDOL
Chairman, PMT

Approved:




'SUOTIUNY JBY 0 PaJR[aJ SHSE) U0 SUOJIUN)

'SUDIUN] JBIS [EDILLOA) Yl JO LOANGLISID

487 |8y | sy |y | S5 Loy jo souewLIOad BU) Ui LIS [RIIUNI03) B SISISSY o) pajellioe) pue PajsISse J0 JqWnN T
¢ v |"8% | E® 8y oo | oz | PUN LOISUBIX® JO SIUBLUNDOP [BIOO S8)14 Pailj SUBLWINIOp J0 JAQWNN ¥ |d
w w m | ﬂ ‘AesIaniuy NSA/Q44 Buunp sn97
‘Kiessaniuuy NSA/Q44 Buunp snN97.01 suoneyAul _ 0} SUCNBJIAUI JO JaNS| pue sisjuaoysidap
2 ol - B KR § ot s&2 10 18)9| pUE SIalUa0/sdap Jussaylp o} sBugesw JuBIaYIp 0} JUaS pue Papiosal ‘pesedaid|
10 90IJOU/SUOIBIIUNUWALICD PUSS pue saledald _ SUONEAUNLUILLICY [BIOYH0 JO J2QWNN E |d _
Jund
UOISUBIXS 0] P3Je[a) SJUSLINIOP Jaulo pue diNdd
7 'Ly ‘sadojaaua Buyiew ‘sieays souepuajie
foP | S| § | 8 082 | S8 | ghysoiq ‘siuaujuioddy 'SIUSWaSINQUIBN/SIPIO
|BABIL ‘SHSD 'Senea Joj uogediddy 4 ‘eacidde o) pajeyioe) pue pesedaid 'padh)
‘819011 du] ‘SiY 'Sid ‘sifoifed ‘sieuonon sadh | SjuaWwNIopysuUL0} 1406 jo JSqWnNZ Id
| !
Wd| s |'sp| 8Y 01z | &g Mun ucisusixa sy woy ino Buiob pue o) sjuswndop pases|a: PUB PapIoa)
[BIOU40 |j@ SSSEB|R) PUB SPI0S) 'SANISISY 'panIBa) SJUBLINOOP |e10y}0 JO JaqWnN T Id
$80IAIBS uoIsue)x3 'y 04N
-
LR Lo uoy
}ewsy .m m ,m R [Ny jebie) paubissy yseL (1S} Jojeoipu) ssaoong | -dudseq ON 04
e 04N
Buiey

‘8jeq
I Y
JHAVN 'L AITHIHS

(40dI) M3IATY B INIWLIWNOD FONVYINHOLYId TYNAIAIONI

aen fu Kegheg ‘easip

NOISN3LX3 ONY HO¥Y3S3Y 404 LN3QIS3dd 3DIA 3HL 40 301440

Aussaniun ajels sedesip

2102 J3qwa08( - Ajnf* pouad ay} Jo}
pouad ay} 40} SaINSeaW PaJEOIPU U UM 30uBpIC0d. Ui sjabie) Buimojjof ay) JO JusLUIEYe 8L LD pajes aq O} saife pue Janjap 0} SHWWOI 30O LOISUBIXT "THAAO 3140 FHAYN 'L AFTHIHS |




ajleq 8jeq 8leqg
juspisaid % 1id ‘veuusieyd 130yQ Bujuveld
‘Q'4d ‘NITNL "3 O0@VOQ3 ‘Q'4d "TOANILYALY, U EL: —
‘panosddy ‘[eaciddy Buipuawwooay Aq pajeiqien ‘Aq paniaoay
sk | 2929 | Buey [EAToBIDY
Buney abesany
, Buney |e-12n0 (210
” ‘saneniul mauysaonoesd.
or ¢ ¢ g %004 %86 '$309S S)UBIY WO |uieidwod jusdsad 087 exd 1s8q Ajpusuy-1ewolsno pue juaioy3 Tid
S82jMIag BuUl1uCIS 7 OJI IdAO
- . g g |
LD 8y | 8y &v fooa O . 0 Joswadns ay Ag paubisse s)se] Jayo swiopad
. _ . _ . g8k 8y} Jo 1 pig B puz 3y
2 #oosv gy | gv ¢ & 10 pua 8y} je 180png uoIsUBIXS O SAoUB|EG SYDBLY
Q9 J g g G L L & SSEN S)2aIng|eaoeg ay) Ul ueLWwIRY) S8 )oY
. ﬁ A ssejy bunibsyuey|
0r § § § ’ k Alesianiuuy ay) U UBLWIBYD-0D) SE SJaY
D 'BIS3I4 JIe4-01by Aegheg Buunp
- § & E ’ . 38)J|Wwoo uonensiBas ay) ul LEwIIeYD-07) Se )0y | ‘siouadns Aq paubisse payse} Jay0 81d
" : . \ “SJUSLLNDOP [B1940 4O Buney oo pue;
|88 8 | Sv | E¥ %<6 e Buikdeoojoyd ‘e paubisse SYSE) JBL0 SULOPSY . paysiduwicaoe syse) 19410 Jo JaquinN 71
tb \v ; ‘Selnioe 30y psefR) Jayjo pue m._a_cxot_&w % ‘pajeyioe) siqiuxajire)-ube
b § | &Y § = i -1:Be 'smainas asnoy-ui ‘sbuiuiel; pajepoe s ‘smalnas asnoy-u; ‘sBuiuies) jo saquinN "9 1d i



> ' .
'

Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July 1-December 2017
Name of Staff: SHIRLEY T. NAYRE Position: Administrative Aide Il

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.
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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
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4. Accepts all assigned tasks as his/her share of the office targets and delivers (5\ 432
outputs within the prescribed time. A/
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
going out on personal matters and logs out upon departure from work.
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7. Keeps accurate records of her work which is easily retrievable when needed. 4 (3|2

8. Suggests new ways to further improve her work and the services of the office toits | 5 |(4 /| 3 | 2
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
functions of the university

(o)

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 | 5 @
office or satisfaction of clientele




=1

11. Accepts objective criticisms and opens to suggestions and innovations for 5( 31211
improvement of his work accomplishment
12, Willing to be trained and developed (5043211
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 5 /4'\ 3|21
and confidence from subordinates and that of higher superiors L7 y
2. Visionary and creative to draw strategic and specific plans and targets of the 5 @ 3(211
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 @:)3 2|1

satisfaction of clients.

Accepts accountability for the overall performance and in delivering the output
required of histher unit.

Demonstrates, teaches, monitors, coaches and motivates 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

Average Score

Overall recommendation




Exhibit L
EMPLOYEE DEVELOPMENT PLAN

Name of Employee: SHIRLEY T. NAYRE

Performance Rating: Outstanding [ Signature
Aim: To have a smooth and efficient office operations.
Proposed Interventions to Improve Performance

Date: July 1. 2017 Target Date: December 31, 2017

First Step:
1. Attend incoming and outgoing RDE documents.
2. To come up with a systematic filing and retrieval of documents.
3. To attend a training on data management system.

Result:

1. Received/released official RDE documents effectively.
2. Systematic filing and retrieval of documents achieved.

Date: January 1. 2018 Target Date: June 30, 2018

Next Step

1. Application of data base management system.

Outcome:

1. Efficient in the operations of the office.

Final Step/Recommendation:

1. Renew services with minimal supervision.
2. Recommended for elevation/promotion.




