
To view the full contents of this document, you need a later version of the PDF viewer. You can upgrade 
to the latest version of Adobe Reader from www.adobe.com/products/acrobat/readstep2.html 
 
For further support, go to www.adobe.com/support/products/acrreader.html


Republic of the Philippines BC-CSC Form 1 (POSITION DESCRIPTION FORM)
1. Name of Employee
(Last Name)
(First Name)
(Middle Name)
2. Department/Corporation or Agency
3. Bureau or Office
4. Department/Branch/Division
5. Work Station/Place of Work
8. Official Designation of Position
7a. Salary Authorized
6. Pres. Approp./Board Res./:Prev. Act./Board Res.
7b. Other Compensation
9. Working of Proposed Title:
10. WAPCO Classification of the Position
11. Occupational Group Title (Leave Blank)
12. FOR LOCAL GOVERNMANT POSITION, CHECK GOVERNMENTAL UNIT OR UNIT CLASS.
CLASS
13. STATEMENT GOVERNMENT POSITION, CHECK GOVERNMENTAL UNIT OR UNITS CLASS
PERCENT OF WORKING
Ordinance No.:
Ordinance No.:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
14. Position Title of Immediate Supervisor
15. Position Title of Next Higher Supervisor
16. Names, Titles and Item Nos. of those you directly supervise. (If more than seven (7) list only their item nos. and titles).
17. Machine, equipment, tools, etc. used regularly in the performance of work.
18. CONTACT:
Occasional
Frequent
General Public
Other Agencies
Supervisors
19. WORKING CONDITION
Normal Working Condition
Field Trips
Field Work
Exposed to varied weather
Date
Signature of Employee
20. CERTIFY that the above answer are accurate and complete
TO BE FILLED UP BY IMMEDIATE SUPERVISOR
21. Describe briefly the general function of the unit or section
22. Describe briefly the general function of the position
Date
Date
(Signature and Title of Immediate Supervisor)
NELSON S. LEGACION City Mayor (Head of Agency)
23. a) Indicate the required qualification of years and kind of education considered in filling up a vacancy for this position (Keep the position in mind rather than the qualifications of the present incumbent. This item should be filled up for all position order than teaching)
24. I HEREBY CERTIFY that the above answers are accurate and complete.
EDUCATION:
EXPERIENCE:
b) License or certificate to do this work, if any:
: : : : : : : : : : : :
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