POSITION AND COMPETENCY PROFILE

Department of Education
Postion Title Administrative Support Effectivity Date January 20, 2025
Office Unit/School Candadam Elementary School
Reports to School Head

JOB SUMMARY

and annual work plans

To provide technical support and inputs in the preparation and updating of the schools division's 6-year strategic plan

To provide technical assistance in the preparation of the strategic and operational work plans of schools and learning
centers, and of the units in the division office.

QUALIFICATION STANDARDS

A. CSC Prescribed ﬁﬂmgowmonﬁ

Education

BSEd Major in FILIPINO Graduate

Experience

Administrative Support Staff

Eligibility|N/A

Trainings|N/A

B. Preferred Qualifications

Education|N/A

Experience|[N/A

Eligibility|N/A

Trainings|N/A
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Department of Education
Region VIl (Eastern Visayas)
Baybay City Division
Brgy. Gaas Diversion Road, Baybay City, Leyte

CANDADAM ELEMENTARY SCHOOL
INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM (IPCRF)
Rating Period : CY 2024
Administrative Support

L Name : ILAINE N. CANETE School/Office: CANDADAM ES Rater :|JANET G. RODRIGUEZ
Q Position : Administrative Support Date of Review: Position :[MT-II
Target Outputs/ WEOHY
KRAs OBJECTIVES MOVs TIMELINE| PER PERFORMANCE INDICATORS ( Quality, Efficiency, Timeliness ) Actual Resuts
KRA RATING| SCORE
Y Accompli| -
KRA 1 40% Q E TARGETS Aot Q E
1. Administ-ative |Proviced overall Logbook, hard July- 40%
andClerica  |adminisTatve and  [cooy of Liguidation |December |Acmnistratve and clerical supportis  [Rasources (ime, toos, and persome) :;":m";:’;:ﬁ
SLDM clencal supoort to Rm.‘ delivered with exceptional accuracy are utl zed optimally, ensuring al
o Schoot Head and 5 |compieteness, and attenion 1 detal,  |asks are completed efficienty without m”"“r;; R o,
v ensunng seamless daily schoal operatons |any disruotions or celays
other school personrel
personne! inthe
daz.'y oparations of e X Resources are effectively maraged, | Tasks are completec withn the
the schoo' 4 :‘::;. highly d'w::::(:;: wth minimal inefic.encies that donot |agreed timeline, meetng the
signficandy affect the completion of  [immediate needs of the school
detall that dc not disrupt daily operations. ook m—
Support meets basic requir but Tasks are shightly deayed but
Q‘ 3 [ckudes some consistencies o mincr ;:;;::’?‘*? mm"‘:;::h' compieted wihin a reasanatle 100% 100% 4 5 433 1.73
orors thal requre carrecions o additonal | 51 w;’m“w ; meframe.causing min mal
effort from the school head/personnel ) disruption 10 daly operations.
) . - ) Resource inefficiencies cause delays | Delays n completing tasks impact
2 .S:;:‘m:ma obi m»r:‘:mlwle of require repeatad revisons, afiecting [ the school head's of personrel's
- d'“ |" "':"’ ihe overal workllow of daiy schoal  |abiity to padorm her dutes
‘ectvaness of caily operations. oy ecionty
= Significant delays or faiwe to
[suprantis pooty exscutes, win requsnt z’ﬂ“"’" :";‘" :"m:‘ 16305) cnpiete tasics severely hinder
1 |erors o omssians, severely hindening the banien. alnnig urww::«: had Jaly scnool operauons and he
school's daily cperanons '.::‘ Yy dirapng stfactiveness ol tha schocl head
o a0 personnel.
KRA 2 Iruo 40%
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2. PPAs Assisted the School |ACR July- 40% L e o M
& . ‘ " esources personnel, too's) are was
Head in preparing December essiancoproced s bl etecive. _ |utized optmaly, ensuing smoctn —[shead efschadse,ensurng
and conducting 5 0 proggaris, preject, |preparation and execution of i ampla tme for adjustments and
. |are well-prepared. relevant, and impactful, .
programs, promts_ ned - programs, projects, and activities smocth imolementation of b
and activities: and without delays. programs, projects, and activbes
E . - Assistance was prov.ded wthin
e ——— Resources are effectively managed, |'he agreec bmeling, enabling
prepared and relevant programs, projects, . " .

4 Ay with mincr inefficiercies that conot  [successful preparation and
5 Y disrupt prep or jon of programs, projects,
improvement.

and ectvites
A mests basic expectations, with [Mod ineffciencies occurred Assistance was slightly delayed

3 [progams projects, and activities during the preparation or execution,  |but did not significantly disrupt the | 100% 100% 457 187
{completed satistactorily but lacking depth |requiring additional time or effortto  |preparation or execution of
or innovation meet oojectves. programs, projects, and activbes
A isi or insutfi R effci led to delays

7 [memsoome s b o rsses g |
proparation and conduct of programs, conducting programs, projects, and . e .!Y,

> ot = activities programs, projects, and activibes
4 proviced is inaffs or Poor rescurce management resulted in| w’."'rm ?:‘mrdd
1 |ebsent, resulting in poorly prepared or  |signficant delays of failure in -
|failed programs, projects and actvites.  |preparation and execution. ‘°' '.a' W pragestn; ojeryane
KRA 3 Plus Factor 20%
3.PusFaclor  [Peformed other  |Documents Juy- 20% ; TRRRI pariosadt Wi Cosl arn J Sty o oorepiutac st
f Al performed with al . i .
adminisTative and  |reproduced December wmzmbm 1o detal —gad R P
’ v 5 Mo'w' A mestipor process that minimizes the School  [ready for use or action without
clerical assistance | Logbook, "'w ”:“w W""':’ | Head's need for follow-un cr causing delavs to the Schoo
as may be R— " interventon Head's plans or prioribes
‘ determined b’ the 4 Tesks are performed effectively, with minor|Resources are effectively maraged, | Tasks are complelec within the
School Heac errors or areas for improvement that ¢o nolfwth minimal ineficiancies that donot |agreed imeline, eaadiing smocth
Isignificantly affact the overall quélity cf the limpact the tmely and satistactory progress ana workflow for the
work completon of tasks. School Head

3 Tesks are completed but with noticeable  |Resowrce management is adequate | Tasks are slightly delayed bu
erors, inconsistencies o lack of atiention [but inciudes ineff \ peted wihina tie 100% 100% 467 093
10 detall, reguinng of |requiring exira effort o follow-up to  |timefame. wth minimal impact on
feadvack. meet lask requirement's. the Schoo! Head's priortes.

2 Tesks are parfurmed inconsistently of :dmm::::: :" . Tasks ae celayed sign fcantly
incompletsly, with sigruficant enors of " 'rmlww“.“"mu causing disnuptons of 18quiring
omissions hat hw des the School Haad's xm‘- ¢ homthe Sche | 14USINS 10 he Schad Head's
operatons. o aeae [plans or scheaules
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Tasks are not compiated on tme
byl sl oot (T T2
R g
Final Rating 4.53
Adjectival Ratin 0
KEY TO DESCRIPTIVE RATING: Prepared by:
4.500 - 5.000 - Outstanding (0) AIN NET
3.500 - 4.499 - Very Satisfactory {(VS) Admirfistrative Support
2.500 - 3.499 - Satisfactery (S) Ratee
00 - 2.499 - Unsatisfactory (US) Rater: Approving Authority:

(o<€low 1.499 - Poor /P)

HM.BA
chool Head
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Republic of the Philippines
Department of Education (DepEd)
Region VIl (Eastern Visayas)
SCHOOLS DIVISION OF BAYBAY CITY
Diversion Road, Gaas, Baybay City, Leyte
CANDADAM ELEMENTARY SCHOOL
INDIVIDUAL PERFORMANCE COMMITMENT REVIEW FORM (IPCRF)

CamScanner

Cy 2024
Administrative Support
Name of Ratee:  ILAINE N. CANETE Nameof Rater.  JANET G. RODRIGUEZ
Position: Administrative Support Position: MT-Il
) MFO KRA Objectives | WEIGHT PER KRA ACTUAL RESULTS RATING SCORE
KRA 1: Administrative and Clerical Support 40%
1 40% 4 4 433 K, 433 | 1.73
KRA 2:PPAs 40%
2 0% 5 5 467 | 467 | 1.867
KRA 3: Plus Factor 20%
3 20% 4 4 4.67 | 4.67 0.933
OVERALL SCORE 453
ADJECTIVAL RATING o

JANET G{RODRIGUEZ

te
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