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)
21, Numerical Rating per 4,88 4.88 x 70% 342
IPCR
744 Supervisor/Head's
assessment 483 4.83 x 30% 1.45
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.87
TOTAL NUMERICAL RATING: 4.87
Add: Additional Approved Points, if any: 0.00
TOTAL NUMERICAL RATING: 4.87
ADJECTIVAL RATING: OUTSTANDING
Prepared by: Reviewed by:
SANDRA C. TIU
Administrative Assistant 11 e
ERLIN&(;. ESGUERRA
Head, Accounting Office
Recommending Approval:
REMBERTO A. PATINDOL
Chairman, PMT
Approved:

EDG% E. TULIN

4 President




JuspIsald

neg

NNL 3 Oc%u
:panosddy

@eQ

Ulupy 10§ dA

adesone - p Auanys - 7
ssaulawn - £ Apenb - 1
‘aeq ‘aeq
03dudd

VIONVNIND, .._&

3

NVISVYE 34 M%S

1309y
ulpueIsIng ONLLYYH TYALLDIMaY
g8'Y ONILYY TYNIJ
(1eacaddle jo Adod yaim) siuiod (euonippy panciddy
:asoding Juawdojanag Aenpung
10§ SUDHIEPUIWIWICIDY SJUI0d |euoilppY
B SUIWWO) 88V (sa1nua jo 4 Aq papinip Bunel ||e-1aA0 |2301) Buney sl tiany
06E | LE | OF oy Supey jje-1an0 [£30)
Siuapms
0s | s S 5 091 pansas REET ozt uawyjosua Bupnp qof Buuaiysed og panas sjuapms Jo ‘oN
SPI003 aueniwai pue dulig uo paseq 1diaoas sayye|
0s | S S S TLE P3jbucoa %0ZT 01¢ Siuawhedas ueo| pue wniwaid jo 5pI0daI Sa|IUIY shep g LM pajpuodas sPICIR1 Jo 'ON
uawadzuepy
spaodal SISO Pu ‘JINGH “Pieayjyd pue saonsag poddng
0os | s [~ 4 081 pasnpasdas %BET 0ET jo syuewded wnpwaid Jo sp10da1 saonposday padnposdal sp102ai Jo "oN SANBNSILIWPY
Spied
Ly | v S S Asejes [oy parsod %S0T OBE | J28paj |enpialpu) 03 s10pNnasul awpuied jo Alees s1sog 40350 awped jo Asejes jo 'oN
SUDHEIIID g
Ly | v S S ST pasedasd %S0T o1 “Heas pue Aynoey jo Aejes 3se| 10) uoneaynsad sasedasd| sAep £ uigum pasedasd uonesynIad jo "oN
EEI (%12 ™jueg puey pue siqi-geg djeoa)]
Ly | ¥ S S 59 pasedasd %80T 0% 'SISO) 4es pue Aynaey Jo punjai Joj Jaynon sasedaid| 1aye shep ¢ upim pasedasd punjas jo ‘oN
SI3UonoA Sjuapnis 1dia0al
0's [ g [ 6L€ pasedasd %971 005 40 JuawAed $532%3 JO pUNyas JOj J3YdnoA sasedasd| sane shep ¢ uiyaiv pasedasd punyas jo ‘oN
"saakojdwe Aq pajsanbas Aed jau pue
SUONEIIAaD Wpieay|iyd pue jueg puel ‘Sig-fed ‘5159 Jo syuawhedas diaoas saye
oS 5 [ [ SST pasedaud %621 07T | ueoj jo sadAl jje pue wniwaid Joj uopedynsad sasedairg| shep ¢ ulyam pasedasd uonedynuao jo "on|  saoiasas Surssanoly
£T0Z ‘O aunf jo sy
W | o | 3] D | wawysydwony| juawysydwondy | jafsey paudyssy sysey S103BI| U $S300NS sdvd ’® 04w
DN Juiey 40 sje13g }0 adeiuadiag L1027
uun jo peay aoley
VHY3INOS3 'S WONINY3 ‘panoiddy

L107 ‘0g 2unr 01 T Asenuer pouad ayy

404 S3.nsea pajedIpul 3y Yum 3ouepiodde ul 51981e1 BuIMo||o) 3Y3 JO JUIWILIRNE Y] UO Pales aq 03 3aJEe pUe JAAIDP 0 SHWILWOD 32440 BuRuNolDY Yl JO “NVISYE 34 VINYIN 1

(¥2d1) W¥O4 M3IIATY 8 INIWLINWOD wUZ(E:O%& TVNAIAIONI



Annex O

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: Jan 1-June 30, 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
2 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 himselfiherself 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 to 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
functions 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 ofthe | § |4 [ 3 | 2 | 1
office or satisfaction of clientele
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11.  Accepts objective criticisms and opens to suggestions and innovations for 581321
improvement of his work accomplishment
12 Willing to be trained and developed 5(0(3[2]1
Total Score
B. Leadership & Management (For supervisors only to be rated by higher Sl 7
supervisor)

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




2. Visionary and creative to draw strategic and specific plans and targets of the 5143
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 departmentioffice for further | 5 4 | 3
satisfaction of clients.

4. Accepts accountability for the overall performance and in delivering the output 543
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
needed for the attainment of the calibrated targets of the unit

Total Score 58

Average Score 483

Overall recommendation

ERLIN@S. ESGUERRA

“Name of Head



