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Annex O

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July - December 2017

Name of Staff: Clementino A. Borela Position: Admin Aide VI

Instruction to super visor: 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.

Descriptive

Scale rating

Qualitative Description

The performance almost always exceeds the job requirements. The staff
5 Outstanding 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 5 @ 21914
in transacting business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time. 13 j211

wn
()
A

3. Submits urgent non-routine reports required by higher offices/agencies
such as CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory g"
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. Commits himself/herself to help attain the targets of his/her office by

outputs within the prescribed time. @ 4131211
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 5 @ 31211
work.

7. Keeps accurate records of her work which is easily retrievable when @ al3zla2l1
needed.

8. Suggest new ways to further improve her work and the services of the office é“ slalala

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 5 ny 3(2|1

attainment of the functions of the university.

10. Maximizes office hours during lean periods by performing non-routine

increase effectiveness of the office or satisfaction of clientele.

11. Accepts objective criticism and opens to suggestions and innovations for
improvement of his work accomplishment.

functions the outputs of which results as a best practice that further 5 @ 312414
4

12. Willing to be trained and developed

W W

TOTAL SCORE %

VI

AVERAGE SCORE 4.




B. Leadership & Management ( for supervisors only to be rated by higher
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
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
satisfaction of clients.

4. Accepts accountability for the overall performance and in delivering the
output required of his/her unit.

5. 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.

Scale
32
312
312
312
3 )2

Total Score

Average Score

Overall Recommendation

LEGARJO B. RAMOS

Name of Head




EL'Y Bupey |je-18A0 (€101

y AysJeAjun ey Joj sedjAles AysieAjun
LY | v |S § § § oﬁ..ﬁh:%..__wuwoﬂuﬂuﬂn_ puUnos peJeA|jaq JO Jequny 8U) 10} 890JAIBS PUNOS PeJeAled
Bunse | edey/
Bu se|gno.
. S 8 8 RS wewdinbe qe| peujejujew wewdinbe
9 | v | S uoneioises Joj siedey| Pue pasedey o Jequiny liojeioqe| Jo eoueuLlUBL PUE Jjedey
BupooysejgnosyBujues|o
|eJeue)
FAN 4 ¥ S S 8l Gl pejjejsuj uodily
; v | g ) 8% 0¢ pauea)? uoasy| SOMIOE) Bullood peurejulew
i pue pasjedey Jo JequinN
sefjoed
§ 169 S L8 02 Py Buijoog jo esueuejuely puE Jjedey
v 3 (9]
. A b , e et wbiel peuBissy syse] $10}801pu| s8000Ng sdvd % 04
sjlewey Bupey L
pesH '1deQ

HOHVOIT perciddy

poued ey} Joj saINseaL Pajedlpul 8Y) UM @ouepioode u) sjebie) Bumo|jos ey Jo Juswuleye ay) uo pejes eq o} eaibe pue JeA|ep 8y} 0} SHLIWOD ‘Bjeiog "y ounjuewWe|D'|

«8 Halyx3,,

(¥OdI) WHO4 MIIATY B LNIWLIWNOD IONYINHOSH3d TVNAIAIGNI




eleq

:Aq penocuddy

ebeseny - p
sseujjeul|L - €
fousoy3 - 2
Ayjenb - |

:eleg
0O3dyd

‘eleq eleq m “w ,

8JUBUI4 '§ "UlWPY JO} JA 484D LINd ‘Aq penjecey

TOANIIVd 'V OIuIan3y
}% “m% ” ONLLVY TVALLOZrQY

‘[enciddy Bujpuswiwosey :Aq pejeiqien ONLLYY TVNId
(reacudde jo

Adoa yym) syujod |euoyyippy pescsddy

Ayiemoung

‘8jujod [eucHippY

(v Aq pepjalp
Buped jje-ieaQ |e101) Bupey ebBeleny



Bupjey |1e-10AQ €10

AysieAjun ay) Joj 889|AIBS Aysseaun
S oﬁ;fo%%%.ﬁs”w_v_““wﬂn_ pUNCS PeIeA||eq JO Jequiny 8U) JOJ S80|AIBS PUNOS PRJaAle]
Bunse | /nedeyy/
Bupoo no.
g I juswdinbe ge| peulejuiew ewdinbe
uoneiojses 1o Jjedeyy|  Pue pesjedey jo JequinN fiojeloqe jo esuBuBjUlBW puB Jjedey
Bupooyse|gnolyBulues|d
CICUETS)
Sl Pej[eIsu| Uy
0¢ paueap uoaJy| SOMIE) Buljoco paulgluleWw
pue peJjedey jo JequinN
sejjjioed
02 peedRs ity Bujjoo jo eaueuejulepy pue Jedey
v 3 (o] d
: i K L i 1Bl peuBjssy syse) s10}e|puj s8009Ng $dvd 8 04N
sijewey Bupey |enjoy
peeH jdeQ
W HvO3 ‘perosddy
7102 Jequessd - AT pouad ay) J0) seinseslu pejesipul ey) Yym eouepioooe uj sjebie) Bumojjos ey} jo Juswuleye sy} uo pejes eq o} eaibe pue JeA|ep 8uyj 0} S}WLU0D ‘e|elog 'Y oujjuews|D’|
130¥VL

(¥OdI) WHO4 M3IAIH B LNIJWLINWNOD IONVYINHOS¥3d TYNAIAIONI




‘eleg

juepiseld

:Aq peacsddy

eBeseny - ¢
sseujjewi] - ¢
fouepiy3a -z
Ayrenb - |

ejeq
O3ddd

=
:eleqg ‘eleq b

@OUBU|4 '§ "U|WIPY JO} JA Jieyd LINd ‘Aq penieoey
TOANIIVd 'V OId3aWNTy FOANILVd 'V OLu3aNTd

I% \% ONILYY TVAILO3raY

‘TBAciddy Bujpuewiiosey ‘Aq pejeiqjien ONILYM TVNId
(1eacidde jo

Adoo yym) syujod jeuopyppy pescsddy

Ayjenjoung

‘8)Ujod [BUOHIPPY

(¥ Aq pepialp
Buped jje-ieAQ |B10)) Bupey eBeieay




