Annex P
COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF
January — June 2018
Name of Administrative Staff: NORJITO B. QUIMCO
B Particulars Numerical Percentage Weight Equivalent
Rating (2) Numerical Rating
() (3)
(2x3)
1. Numerical Rating per [IPCR 4.67 70% 3.27
2. Supervisor/Head's assessment S 30% 1.5
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.77

TOTAL NUMERICAL RATING:
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:

ADJECTIVAL RATING:

Prepared by:

NORJYTO B. QUIMCO
Nhifk of Staff

Recommepding Approval:

Approved:

4.77

Qutstanding

Reviewed by: R

JGABUNADA, JR.

Office Head

T—Mt\)\asco G. GARBUNADA, JR .
Exechine Accictant

EDGARDO E. TULIN

\V/} .
President




( ( “Exhibit B”
INDIVIDUAL PERFORMIANCE COMMITMENT & REVIEW FORM (IPCR)

I, NORJITO QUIVICO, of the Office of the President commits to deliver and agree to be rated on the attainment of the following targets in accordance with the indicated
measures for the period January —June 2018.

NORIJI UlviCO Approved: FRANCISCO G- GABUNADA, JR.
F@}ee Head of Unit
-
: . . Target for January Actul Rating Remarks
Univ. MFO & PAPs OP MFO Success Indicators Tasks Assigned g Q' E’ T A
—June 2018 Accomplishment
MFO 6. General Adm. | OP MFO 1 Zero complaint from clients | Conduct and fetch passengers to Zero complaint Zero Complaint 5 5 5 5
and Support Services destinations safely and timely
Clean and maintained Road worthy vehicle 1 vehicle 1 vehicle 4 5 4 4.33
assigned vehicle for road
worthiness
Total Over-all 4.67
Rating
Average Rating (Total Over-all rating divided by 2) 4.67 Comments & Recommendations for
Additional Points:
o Development Purpose: . i ’
Approved Additional points (with copy of approval) Newd j # . j z
FINAL RATING 4.67 Mphuercre o (mprrve Mecubior of
ADJECTIVAL RATING Outstanding Tre 7o M tnance ang Provision
AT Cea .

Evaluated an Rateg :

Recommending Approval:
Vog

FRANGISCO G/ GABUNADA, JR. FRANGI/S\CO NADA, JR.
Unit Head Executive Assl

Date: Date: Date:

1 - Quality; 2 — Efficiency; 3 — Timeliness; 4 — Average



Annex O

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January - June 2018
Name of Staff: Norjito B. Quimco  Position: 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.

5 Outstanding The 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

9 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) N Scale

1. Demonstrates sensitivity to client's needs and makes the latter's experience in {5/ 4|3
transacting business with the office fulfilling and rewarding. ~

2. Makes self-available to clients even beyond official time 5)4 13

3 Submits urgent non-routine reports required by higher offices/agencies such as
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within @’ 413
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) 413
outputs within the prescribed time.

5. Commits himself/herself to help attain the targets of his/her office by assisting co- ‘? 413
employees who fail to perform all assigned tasks <

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when @ 4|3
going out on personal matters and logs out upon departure from work. e

7. Keeps accurate records of her work which is easily retrievable when needed. 5 A4 |3

8. Suggests new ways to further improve her work and the services of the office to its 6 413
clients (

9 Accepts additional tasks assigned by the head or by higher offices even if the @ 413
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 of the(@ 43
office or satisfaction of clientele

11.  Accepts objective criticisms and opens to suggestions and innovations for (9 413
improvement of his work accomplishment f

12.  Willing to be trained and developed 5) 413




Total Score

B. Leadership & Management (For supervisors only to be rated by higher
supervisor)

Scale

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 departmentioffice 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

EIQCEIOI®™

)432

Total Score

Average Score

G

Overall recommendation : w \,ﬂnla.,m,/

EDGAR({JO E. TULIN
Name of Head




“Exhibit G”
PERFORMANCE IVIONITORING & COACHING JOURNAL
Q
_1St U
an A
R
3rd T
E
. 4th
Name of Office: Office of the President R
Head of Office: Francisco G. Gabunada, Jr. .
Name of Faculty/Staff: Norjito B. Quimco Signature: Date:
MECHANISM
Activity Monitoring Veeting / Others (Pls. Remarks
Memo :
One-on-One Group specify)
Monitoring .
- firet
Discuse job- relatedt % “"’;ﬁ
W‘,‘LMI' //%4—- MZ
s J ‘ ‘ledla  paed
AM;-(’A...
Coaching
Disenea wye Ao e hint worb.a
inpret. Aho ppocetion | My o
o b0 M
meey arvate,

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

Conducted by:

FRANSSQ

Immediate Supervisor

cc: OVPI
ODAHRD
PRPEO

. GABUNADA, JR.

Verified by:

EDGARDO E."TULIN

Next Higher Supervisor



Exhibit LL

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: Norijito B. Quimco
Performance Rating:  Owisiwvndang
(0]

Aim; /W W’ Mantirancl Gund W'Pv.”h emmtee

Proposed Interventions to Improve Performance:
Date: Target Date: JW‘))' 201
v

First Step: Vigok Homepert arnd HELMU 0 Maces at VSU 4o If;ck«uat, ot

Result /M]rw % and sl aﬁﬁ&c‘w&"/ll(‘ba ot vehocle MMM
Aeot '[wtdzce‘, v

Date: Target Dute: _ Manek 20/4

Next Step: Ujsit/ dffitea o} At tmiveritic [inshhdions b obsewt idevact
ond M MMW,M W# pmhcamw W&M—MQ
JZFN"&‘M

Outcome: /d”"’(?hr % and. pradod e | WMC&@ o Wdfﬂ"f Iramfonance
and fﬂwﬁm Aemnen.

Final Step/Recommendation:

M&RW%M Mpmumvdw&-mw«*w el
7‘0»«1,"} /navwaw»/wunm %

Prepared by:
FRANCIS [(C 5. GA

Unit Head

BUNADA, JR.

CONFORVE s

NORJIL¢ |B, QUILCO



