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Annex P
COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF (January-June 2017)
Name of Administrative Staff: SHIRLEY T. NAYRE
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) (3) Numerical Rating
(2x3)
1. Numerical Rating per . x 70%
IPCR 4-$7 24
2. Supervisor/Head's

assessment  of  his 19 x 30% 138

contribution towards 2

attainment of  office

accomplishments

TOTAL NUMERICAL RATING 471

TOTAL NUMERICAL RATING: 4349
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
ADIJECTIVAL RATING:
Prepared by: Reviewed by:




, "SUOROUN JBY 0} PajE|al SXS8) Lo Suopouny| * "SUCHOUN BIS [EIUYSS} BU) JO LUORNUISID

|
8y} pajejijioe) pue pajsisse Jo JBqunM G Id

e8P |8y | g0 | v o S | o jo souewsoliad oy ui JEIS [BO1UYD3) B SISISSY |

¢bb | s | s | ev | o ‘ 091 U UOISUSIXS JO $1UBLINOOP [EIOO mm_m_ 'Ply SIUBWNIOP J0 JBqUNN Fid
= | * ‘AIBSIBAULY NSAIQHS BUUNP SNDT

lEs Kiesionuuy NSA/G44 Buunp s o) suogejAul 0} SUOREAU! JO JoNa] PuE S:ejuao/sidap)

¢by | 5 | 9 | 8Y 0% | Je J0 J3)13] pue S131UB/S)dap JuasaLIp 0} sBunesw | Juelayip 0} JUSS pue papiosal ‘pasedaid.
| JO 304OU/SUOTROIUNLLIOD PUBS pue Seredaly SUOGEOIINLILIOD 10O JO JSqUINN T Td

| un’ . _

| _
. UOISUBIXS O} Pale|al SJUBLUNIOP JALHO PUE diNdd .
‘w1 ‘sedojaaua Bulew ‘sjasys aouepuane.

of | s | s § | ok 02| 'sdiysoi0 ‘siueuquioddy ‘SjusWBSINGUIBN/SIBPI0).

[BAR1] 'SHSD ‘saneaT Joj uoneoiddy | ‘|eaosddz Joj pajeloe) pue pasedaid ‘padh
'siayolL du) ‘SI ‘Sid ‘siioiked 'siayonon sadi | | SJUSUNJOP/SUL0} 106 JO JaqUNNT 1d.
% b g 8% | C¥ ¢/l per | un voisusixa ay) wou ino Suiob pue o) siuawnoop 'Pases|a) pue papJooal)
_ [BIOLIC [|e S8SE8|8) PUB SPJI0DS) 'sanIa0aY | ‘PBAIa2a) SJUBLLNDDP (BIDO JO JAQWNN T 1d |
$89IAIBS UOISUXT ' 04NN
=
z 5|3 | o [wewss uon
= " ° -woddy . ;
yewsay .m m m ZF enoy 1962 | paubissy yse| (1S) Jojeolpu| ss8aong | -duose(] ON 04N
@ | = O4n
buney
8leqg -gleg
ugisua)x3 Joj %HQB v
ZVS '8 N3y43 JHAVN 1 A THIHS

,\& \WV\ 7107 aunr-Aienuer pouad ayj Joj

pouad ay) 10} SaInseslw pajealpul ay) LM aouepicode ul sjabie) Buimojjo) ayj Jo Juswuiene ay) uo pajes aq o) saibie pue Jan(ap 0 SHWWOD 8OO UOISUAIXT ‘TYJAQ 34} J0 'THAYN L ATTHIHS ‘|
(¥9d1) MIIATY 2 INIWLINWOD FONYINNO4¥3d TYNAIAIGNI
ayka 'Auo Aegheg ‘eosip

NOISN3LX3 ANV HO¥V3S3Y 804 IN3AIS3¥d 3JIA 3HL 40 321440
Aussaniun ajels sefesip




‘8leg -aeq :9)eq ‘8leq

{

| . . . W Buney |le-19nQ [e10L
| ‘Sanneniul mauysaonoesd
0 P s | 8 G %85 %6 | 5895 SHUAND WOJj juleiduuod US0s0 0187 | pyd 1594 A[pUBIY-IBWOISNI PUB UBRIK3 ﬂ_m

et} . . ; M  S091A18S QUIRUOLS T O IdAO

Juapisald UOISUBIXT PUB UDJgesaYy JO} "S8id B0\ LINd ‘vewuiey) J3OWO mc_ccm_@&
'Q'ud ‘NIJQL, oow@mm ‘aud ‘o ! 17410 ‘Q'yd “TOANILYd 'V OLY38N3Y z
Lbngrel ..m
0 :
‘panciddy jeaciddy Buipuswiwodsy Aq paielqled :Aq paniaoay
L3p | e | . Buney [eanalpy
, _ _ Bugey abesany

b | s |or | ¥ %86 %06 Josiruadns alj Aq paubisse Syse)} JBYI0 SWIOpad

ub| s ‘ o | oy ’ g _ Jeak 3y Jo 4b pig B PUZ BU) |
, ; J0 pua 8y} je 186png UOISUBXa JO SBURIR] SHIBYD
« 0or| S I S b | "SSe| aNBaINejeveq By} Ul UBULIEYD Se SPRY ,
N 4 ‘ssepy bumibsyuey | ,
o> G g S | } 0 fieSIanUUY BU) Ul UBUIBYD-0) SB SIOY | _
‘ > | . ; : M _ , | "Bjsald Jie 4-0.6y Aegheg buunp ] |
- ; sanwwod uonessiBas ay) ul uewwieyd-0) Se SO 'sjouadns Ag paubisse paysel JByi0 '8 Id
| 18 1) o% | v ﬂ b | g | e "§juaLndop e1ono Jo Bunejjoo pue | ..li
_ _ W . Buikdooojoyd &1 paubisse sxse) JaLpo SWICHAd)| ‘paysidwiodce $ysel 1810 Jo JequinN / Id
[ o1 . . ﬂ ‘safiAoe 30y Paleje) JAUI0 PuB SHQIYXB/Jie) ‘pajeyioe; sygiyxaje)-ube
“ § | S o 8 -ube ‘smainal asnoy-ul ‘sbulues) paieioes | 'smainas asnoy-ul ‘sBuiures J0 JeqUNN T 1d.



Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January-June 2017
Name of Staff. _SHIRLEY T. NAYRE _ Position: Administrative Aide

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 ratingﬁ

Descriptive

Scale 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 5|@)13|2|1
transacting business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time (5)4]3[2]1

3 Submits urgent non-routine reports required by higher offices/agencies such as ,
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within @ 41321
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 Sy413]2](1
outputs within the prescribed time. —

5. Commits himselffherself to help attain the targets of his/her office by assisting co- | & 4(3(2|1
employees who fail to perform all assigned tasks

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when \_5/ 41321
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. (514 (321

8. Suggests new ways to further improve her work and the services of the office to its | 5 @ 312 |1
clients

9  Accepts additional tasks assigned by the head or by higher offices even if the @ 413(2]1
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 2
outputs of which results as a best practice that further increase effectiveness of the | 5 <A§ 3(2]1
office or satisfaction of clientele




. Accepts objective criticisms and opens to suggestions and innovations for

improvement of his work accomplishment

5@32

office/department aligned to that of the overall plans of the university.

12, Willing to be trained and developed 'BINAE
Total Score | J0
B. Leadership & Management (For supervisors only to be rated by higher Scale
supervisor)
. Demonstrates mastery and expertise in all areas of work to gain trust, respect @‘\ al3lo2
and confidence from subordinates and that of higher superiors 4
. Visionary and creative to draw strategic and specific plans and targets of the 51@) 3|2

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

operational processes and functions of the departmentioffice for further
satisfaction of clients.

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

required of his/her 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

REN B.
isector, Extensipn




EMPLOYEE DEVELOPMENT PLAN

Name of Employee: SHIRLEY T. NAYRE /U}“b"/

Performance Rating: _ Outstanding " Signature

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

Date: _January 1, 2017 Target Date: June 30, 2017

First Step:

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

(98]

Result:

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

i oa

Date: July 1.2017 Target Date: December 31, 2017

Next Step

1. Application of data base management system

Outcome:

1. Efficient in the operations of the office.

Final Step/Recommendation:

Renew services with minimal supervision.

P -
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irector, Mxienfion



