Amnex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administralive Staff : GELBERTO P. VALDEVIESO

Numerical Percentage Equivalent
(1) 2 3 4)
1. Numerical Rafing per IPCR 4380 70% 3.066
: towards altainment of office accomplishments 4670 30% 1401
4 467
TOTAL NUMERICAL RATING z 4 467
Add: Addiionai Approved Poinis, fany -
TOTAL NUMERICAL RATING : 4467
Prepared by Reviewed by .
el
B. ARMECIN
Head

Recommending Approval:




VISAYAS STATE UNIVERSITY

Visca, Baybay City, Leyte, Philippines

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

l nmrmanPmLBEnEnB Administrative Aide Iil of the E

Unit Head

“Exhibit B”

rsity and agree

MFO No.

MFO Description

Success/ Performance
Indicators

Task Assigned

Accomplishment

Target

>3c-_

Detalls of accomplishment

Remarks

MFO 8

General Admin.
& Support
Services

PL1: No. of staff supervised
and monitored

PL2:. No. of meetings
conducted

BL3: No. of letters/ memos
issued

PL4: No. of reports/
documents submitted

PL8: No. of documents
reviewed/ signed

PL8: Amount of funds

generated outside VSU
BLZ: No.of IGP/STF's
supervised

PL9: Additional outputs

Efficient and customer-friendly
frontiine service

Entertains clients and / or
refers clients to approriate
technical staff for his/her

concerns

zero
complaints

zero
complaints

100% percent implementation
of SPMS

No. of administrative and
financlal documents effectively
acted

No. of incoming documents

acted




No. of documents filecl/
photocopied

No. of faculty evaluation
monitored/facilitated

No. of trips monitored Conducts research staff to 40 46 \/—1\
their travel destinations and
visitors/trainees within VSU Ml N %/
campus
No. of vehicle and farm Maintains vehicle and farm
equipment maintenance equipment to keep them in 10 10 A a‘ Q bﬁ
monitored running condition
No. of canvass and PO Canvass supplies/ materials |
completed and served for the vehicle and for the 8 6 Nf i as%. SAY f A,

eco-farm

Total |Ave. Rating ﬁ.oﬁ_
Over-all |Over-all rating divided

:,N

Rating Suﬁv
Additional Points:
* Punctuality
* Approved Additional
points (with copy of
approval)
FINAL RATING Y%
ADJECTIVAL wmﬂ
RATING
Evaluated and rated by: Recofmending Appsroval:
ROMEL B. ARMECIN MOISES NEI RINO
Unit Hea Director for Extensign
1 = Quality
2 - Efficliency’
3 - Timelineas

4 - Average

Comments and Recommendations for Development Purposes:

Approved by:

O._.mmT L]

VP for Reseanch & Extension
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Exhibit G

PERFORMANCE MONITORING & COACHING JOURNAL
Rating Period: January - June 2019

v Ist -
U
v 2nd A
R
3rd T
E
4th R
Name of Employee: GELBERTO P. VALDEVIESO
Head of Office : ROMEL B. ARMECIN
Number of Personnel: 1
MECHANISM
Activity Monitoring Meeting M Others (Pis. Remarks
OneonOne | Group | "¢ Specify
Monitoring
-~ \ . w( 6\
B FAMT oSt ey
Coaching
Dirsost o~ 'Y\n\(* Nakz&\ot‘)

Note: Please indicate the date in the appropriate box when the monitoring was conducted.

Conducted by: Noted by:
ROMEL B. ARMECIN ELLO B. NO
Immediate Supervisor Next Higher Supervisor
cc: OVPI

ODAHRD
PRPEO




‘ ‘ Annex O

instrument for Performance Effectiveness of Administraive Siaff
Ralfing Persiod : January - June 2019

Name of Staff : GELBERTO P. VALDEVIESO Posiion : Admin. Aide B

Instruction to supervisor: Please evaluate the effectiveness of your subordinaie in contribufing towards attainment of the calibrated
targets of your officefcenter using the scalle below. Encirdie your raliing.

Scale Descriptive Rating Qualitative Description
5 ) The performance almost always exceeds the job requirements. The staff delivers
oy B which always resuit to best praciice of the uné. He is exceplional role model.
4 Very Safisfaciory The performance meels and ofien exceeds the job requiremenis
3 Safisfaciony The performance meels job requirements
2 Fair The performance needs some development ip meet job requirements
1 Poor | The staff falls to meet requirements
A. [Commitment {both for subordinates and supervisors) Scales
1. Demonsiraie sensifivily o dienl’s needs and makes the lalfer’s experience in iransacling 5SK KN 321
business with the office fulfiling and rewarding =L
2. Makes self available to dients even beyond official time 5 31211
3. Submits wrgent non-rouline reports required by higher offices/agencies such as CHED, 5 4f 321

DBM, CSC, DOST, NEDA, PASUC and similar regulalory agencies within specified fime by

4. Accepis 3l assigned tasks as hisher share of the office targels and delivers oulputs within

who fail o perform all assigned tasks.

6. Regulady reports b work on fime, logs in upon amival, secures pass slip when going cut on

5. Commits himselffherself o help atizin the targets of his/her office by assisfing co-employees @
5
personal maliers and logs out upon departure from work. A

8. Suggest new ways fo further improve her work and the senvices of the office o s dients |

9. Accepts addifional task assigned by the head or by higher offices even ¥ he assignment is

7. Keeps accuraie records of her work which is easiy retrievable when needed é/
€l
not related 1o his position but critical towards the attainment of the funciions of the universiy. |

10. mmmmmmwmmmmm@ 41312} 1
of which resuifs as a best praciice that further increase effectiveness of the office or
satisfaction of dieniele.

11. Acoepis objeciives crificisms and opens o suggesiions and innovaiions for improvement of @/ 41312} 1
his work accomplishments. g

12 Willing 1o be trained and developed (5)4]3]2]1

Total Score| *

iB. }Leadership & Management (For supenvisor only o be rafed by higher supesvisor) Scale

1 Demonsirate mastery and expertise in all areas of work i gain trust, respect and confidence} 5 | 4 | 3 | 2| 1
from subordinaies and that of higher superiors.

2 Visionary and creziive to draw sirafegic and specific plans and tamgets of the office aligned | 5
fo that of the overall plans of the universily

el o

3 innovaies for the purpose of improving efficiency and effectiveness of the operational 5 4
processes and funciions of the office for further saliisfaction of dienls

4 Accepis accountabiiy for the overall perfformance and in delivering the oufpuisrequiredof | & f 4 | 3 | 2| 1

hisher ung.
5 Demonsirate, teaches, moniiors, coaches and motivates subordinaies for their improved Sl14a4j13]|2]1
altainments of the calibraled targels of the unit.

Total Score | EyA|2

Average Score| 4] (/]

Overall recommendation -

IN~
B. ARMECIN
. Eco FARMI




-Exhibit L
EMPLOYEE DEVELOPMENT PLAN
Rating Period: January - June 2019
Name of Employee :  GELBERTO P. VALDEVIESO
Performance Rating : {
Aim: To enhance the skills in safety driving and trouble shooting of vehicle engine.

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

Date: January 2019 Target Date:  within 2nd Quarter 2019

First Step:

Attend training on basic trouble shooting in vehicles.

Result:

Attended the seminar, learned, and experienced trouble shooting of vehicles.

Date: April 2019 ' TargetDate:  within 2nd Quarter 2019

Next Step:
Practice safety driving.
Outcome:

Improved driving skill and knowledge on trouble shooting in vehicles

Final Step/Recommendation:

Continue to learn through actual trouble shooting and refresh knowledge on road safety.

Prepared by:
B. ARMECIN
V57 immediate Supervisor




