Polytechnic University of the Philippines
Office of the Vice President for Administration
HUMAN RESOURCE MANAGEMENT DEPARTMENT
Sta. Mesa, Manila

PERSONNEL AUDIT MATRIX FORM – ADMINISTRATIVE PERSONNEL (With or Without Designation)*

	Sector 
	

	College / Office / Department / Branch / Campus
	

	College / Office / Department / Branch / Campus Functions
	

	
	

	
	

	Number of Clients Directly being Served
	FACULTY :
	STUDENTS :
	Others (Pls. specify)

	Name of Personnel:
	
	Age :
	Year of Original Appointment :
	Year of Last 
Promotion:
	Gender :

	Educational Attainment 
	Civil Service Eligibility
(See PDS Item IV)
	Position
	Employment Status
	Salary Grade / Step Increment
	Designation
(Special Order)
	Job Description
(Actual)
Note : Use additional sheet if necessary

	
	
	
	
	
	
	 (
*
)


 (
Faculty Designees are not included.
)
Certified Correct:									Noted:



																		
       Employee Signature over Printed Name						      Head of Office Signature over Printed Name

	Remarks :
(To be filled out by the Personnel Audit Committee)
	





Instructions on how to fill out the Personnel Audit Matrix Form

	Items
	Inclusions

	1. Sector
	
Indicate the executive office / sector your office is under e.g. Office of the President


	2. College / Office / Department / Branch/ Campus
	Indicate the name of the office/department/branch/campus you are assigned.

	3. College / Office / Department / Branch/ Campus Functions
	Write down the functions of the office/department/branch/campus identified above.

	4. Number of Clients Directly being Served
FACULTY 
STUDENTS
Others (Pls. specify)
	Provide the estimated number of clients being served whether faculty, students and others as of January 2013.  “Others” would mean suppliers, etc.

	5. Name of Personnel
	
Print your full name.


	
6. Age

	Age on your last birthday

	
7. Year of Original Appointment

	Year first employed in PUP (indicate if “Casual” or “Permanent” or “Transferee”  from other government agency)

	
8. Year of Last Promotion

	Year of last promotion received

	
9. Gender

	Indicate if male or female

	
10. Educational Attainment

	This shall include the highest grade / level / units earned if not graduated.

	
11. Civil Service Eligibility

	This shall include Career Service,  RA 1080 (Board / Bar) under special laws,  CES and CSEE 

	
12. Position

	Plantilla or non-plantilla position you are currently holding.

	
13. Employment Status

	Indicate if casual or permanent.

	
14. Salary Grade / Step Increment

	Please indicate your salary grade including the step increment.

	
15. Designation

	Please indicate your designation as per Special Order (SO).

	
16. Job Description

	Identify the duties and responsibilities you actually perform in your current designation.

	
17. Remarks

	This shall be filled out by the Personnel Audit Committee 
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