KEY RESULT AREAIS

DUTIES AND RESPONSIBILITIES

Personnel
Administration

Recruitment and Selection
Provide human resources management support to the school head and coordinate wath AO IV (HRMO 1) of the
5SD0Q in the following HR-related functions:
a. recruitment and selection of applicants in the school assigned
b. promotion and deployment of personnel in the assigned school by checking and validating the completeness
and authenticity of documents to be submitted to the HRMO for preparation/issuance of appointment
c. Prepare ERF of qualified teachers and submit to SDO for processing

Personnel Records
a. Update regularly 201 files and maintain database of personal information of school personnel
b. Act/assist the designated Agency Authorized Officer (AAQ) in the field in terms of venfying/approving GSIS
loans and agency remitance advice (ARA) as may be delegated
c. Consdlidate daily time record (DTR) of school personnel and prepare monthly report of service (Form 7)
d. Monitor and record attendance/absence of school personnel and report to school head issues and concems
related thereto
e. Acts on application for leaves of school personnel and facilitate recommendation by the school head and
approval by the 505
f Update vacation service/leave credits of school personnel and regulalry communicate fo all concemed
Maintain the confidentiality of personal information of school personnel to which he/she has legal access.
Coordinate with concemed offices, such as BIR, GSIS, PhilHealth, Pag-1BIG, CSC, and other
agencies/entities on the implementation of policies and guidelines relevant to personnel.

@

Compensation and Benefits
a. Compute and submit to SDO applicable personnel benefits for processing, funding, and release (eg.
maternity benefits, step increment, salary differentials, overtime pay, proportional vacation pay, etc)
b. Monitor and prepare notices for step increments and adjustments of school personnel and submit to HRMO
for checking and verification
c. Process retirement/separation benefits of school personnel for indorsement by the school head to the SDO

Other HR-related functions
a. Update school personnnel of the latest HR-related policies
b. Develop and present to the school head/HRMO innovative strategies in improving HR practice in the school
c. Assist the school head in performance management, rewards and recognition, and leaming development
policies and practices implementation in the school
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d. Prepare and submit HR-related reports to school head/HRMO

e. Coordinate regularly with the HRMO in the implementation of HR policies and guidelines

f  Facilitate submission and approval by the SDS of Permit to Study/Practive of Profession, Authority to Travel,
and other school requests for school personnel.

Property
Custodianship

Facilitate procument of supplies, materials, equipment, etc of the school based on approved SIP/AIP or as
directed by the schoolhead

Ensure that supplies, materials, equipment, textbooks, and other learming resource matenals are stored properly
in a secured facility.

Keep an updated inventory of all supplies, matenals, equipment, textbooks, and other leaming resource
materials

Issue supplies, materials, equipment, textbooks, and other leaming resource materials to requesting teaching
and non-teaching personnel of the school.

Prepare and submit reports on all property accountability of the school.

General
Administrative
Support

. Assist the schoolhead in the preparation of School Form 7 (SF 7)/loading of teachers
. Assist the school planning team in the prepartion of SIP/AIP

Provide general administrative support to schoolhead and teachers like reproduction of learmning materials,
encoding of reports, preparation of documents, etc
Perform other functions as may be assigned by the immediate supervisor.




