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POLYTECHNIC UNIVERSITY OF THE P]’HLIPPINES
Office of the Vice President for Admimstration

Wi
L NMEDICAL SERVICES DEPARTMENT

—

DUTIES AND RESPONSIBIL |

1. DIRECTOR
Reporting to VP ADMINISTRATION
Reporting Staff MEDICAL AND DENTAL SERVICES

Job Summory
Under general supervision of the Vice-President for Administration.

This position holds the senior medical administrative position in a medical and dental group practice and
primarily responsible for number of activities related to the delivery of medical care and clinical services
such as cost management, utilization review, quality assurance and medical practical development. |

This position is also responsible for medical supervision and overall regulation of all medical facets that
may affect the institutional healthcare system (IHS).

—
Key task Respongibllities

« Recommend poficies and develop guidelines ond procedures-of the University relative to heoalth
ond sanitation, .

«  Supervisaes the operation of the two (2) sections: Medical and Dental Services in the Sta. Mesa
Campuses and thru its Directors in other branches.

= Recommends plans, programs, policies and operation standards affecting the heaith services in
the University.

= Provides consultative and advisary services to the Uriversity and its stakeholders on medical
and dental health matters.

= provides opportunities and supervision for professional development and continuing
professional education of MSD, |

»  Submits consolidated quarterly accomplishment report and other reports as maybe required by
the management

=  Monitors and evaluates the implementation of the various medical and dental services.

= |mplements programs for the prevention and maintenance of the health of the members of the
PUP community through promotion, prevention and treatment of illness affecting the
commun.ty.

«  Advises on purchase of medical equipment thru 8AC and Procurement Office.

=  Facilitates medical and dental staff meetings and participates in other university program /
activities as appropriate.

_= Reviews results of patient satisfaction surveys.

= Serves as a liason between medical / dental staff and administration.
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2. CHIEF, MEDICAL SERVICES

rting to MSD DIRECTOR
Sto PHYSICIANS
Job Summary

This position is primarily resp’onslble for.the medical practitioner {(Physicians) and medical services, its
operations relative to medical matters,

Key task Respongibilities
» Supervises the operations of the Madical Services. t

&  Consolidates medical quarterly reports of satellite and campuses including branches and

extensions,
=  Provides supervision of clinical scheduling, call and leave for medical (physician-on-duty).
» Provides medical consultation and treatment to students, faculty members and employees,
« 1ssues medical clearance / certificate to students, faculty members and employees.
— » [xtands support to special projects such as medical missions, cutreach programs / activities, etc.
=  Attends designated university meetings, represents the Director of MSD as deemed necessary,
= participates in other university programs, activitics as appropriate.

3. CHIEF, DENTAL SERVICES

Reporting 10 MSD DIRECTOR
it ing S DENTISTS, DENTAL AIDES
zgg'éummoy

This position ks primarily responsible for the dental practitioner (Dentist) and dental services, Its
operations relative to dental matters,

Key task Responsibilities
» Sypervises the operations of the Dental Sarvicas.

« Consolidates monthly and quarterly reports of sateliite and campuses including branches and
extensions.

« provides dental consultation and treatment 1o students, faculty members and employees.

«  lssues dental clearance / certificate to students, faculty members and employees.

= Extends support to special projects such as dental missions, outreach programs / activities, etc.
»  Provide supervision of clinical scheduling.

» Attend designated university meetings, «taff functions, programs, activities as appropriate.

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPOUND,

ANONAS COR. PUREZA STREETS, STA. MESA, MANILA

150 9001:2015 CERTIFIED
GERTIFRCATE MUMBER: SCPO0A1 38



POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

i 4. CHIEF, NURSING SERVICES . ’
gl‘;em.ning to MSD DIRECTOR '
Reporting Staff NURSE | & I, ADMIN, AIDE
Job Summary

This position is primarily responsible for the nursing services, its operation relative 10 nursing matters,

Key tosk Responsibilities

= Supervises a group of Public Health Nurses engaged In generalized areas of Public Health
Nursing. ‘

= Orients nurses in field procedures.

« Coordinates with the Director of Health Services and submit rc;forts on sanitation of the
University and community relative to health matters. |

« Provide supervision of clinical schedufing, call and leave for ng‘:rsing services. '

» Consolidates and submits monthly reports of satellites, campusas including branches and
extenslons,
— «  Extends support to special projects such as medical missions, outreach programs, laboratory
examinations, etc.
« Attends designated university meetings and participates in unlversity program [ activities as
appropriate.
5. PHYSICIAN
Reporting o MSD DIRECTOR
Job Summoary
This position Is primarily responsible for the medical care and other activities related to the delivery of
medical services to the members of the PUP community as medical practitioners.
Key task B IDiliti
«  Provides medical consultation and treatment to students, faculty members and employees.
- w  |ssues medical clearance / certificate to students, faculty members and employees.
« Review the weekly monitoring report of nurses on food stail and food handiers belore_
submission to the Chief of Nursing Services. |
%) = Review the weekly monitoring report of nurses on the sanitation and cleanliness of stedent
comfort rooms (assigned Janitors evaluation before its submission to the Chief of Nursing
Services).

»  Extends support to special projects such as medical missions, outreach programs / activities, etc.

»  Sybmits monthly accomplishment reports.
«  Handle confidentlal information (information {clients' medical record) as defined.

» Participates in university program / activities as appropriate.
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6. DENTIST
Reporting to CHIEF OF DENTAL SERVICES

Job Summary

This position is primarily responsible for the oral / dental health care and other activities related to the
delivery of dental services to the membaers of the PUP community 3s dantal practitioners.

Key tosk Responsibilities

« Provides dental consultation and treatment.

« |ssues dental clearance [ certificate to students, faculty members and employees.
» Extends support to special projects such as dental missions, outreach programs [ activities, etc.
»  Submits monthiy and quarterly accomplishment reports.

= Participate in the university program / activities as appropriate.

7. NURSE
- Reporting to NURSE Il

Job Symmary

This position is primarily responsible for the delivery of nursing care to the members of the PUP
community.

task onsibjiliti

= Ascist the physician in the health case, programs and activities relative 1o health matters.
« Attend seminars, trainings, conventions for recent updates to improve nurses’ skills.

= plonthly posting of bulletin updates through bulletin boards and websites in each clinics.
« submission of monthly reports of cases to the Chief Nurse,

«  Submission of menitored sanitation weekly.

= Keep records of students for follow up cases as well as those of the facuities and administrative
employees who submit their yearly madical check-up results,

= Coordinates with the Physician in their respective clinics of projects if needed / scheduled.

= 8. ADMIN CLERK NURSING AIDE | DENTAL AIDE
Reporting to NURSE / DENTIST / CHIEF OF NURSING SERVICES / DIRECTOR
Job Suymmary

This position is primarily responsible for rendering assistance in the defivery of health care under the
supervision of nurses and dentists / physicians. They are also responsible in the office matters and

dissemination of adequate, timely and relevant information from the Director’s Office to other MSD
staff and PUP offlces.
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Key task nsibilit

» Complies and maintains record of business transactions and office activities of the department
performing variety of following or similar clerical duties and utilizing knowledge of systems or
procedures.

= Copies data, compiles records and reports.

« Prepares and disseminates information to MSD staff and other offices per instruction of the
Office of Director.

= Open and route incoming and outgoing mails, answers correspondence.
= May operate computer terminal to input and retrieve data,

= Maybe designated or assist in the clinics under the supervision of nurses / dentist / physician if |
" deemed necessary.

« Provide medical assistance or as first alder as needed,

Grousd Floce, East Wing PUI A. Mabial Campus Anonas Street, Sta. Mesa, Manlly - :
- . e: : meda\ 2o, oy pY
(Tremk Line) 7167532 tc 45 [Locals) 335 (Media| Director’s Office), 332 (Clinic); website: waw, pug,ecu. ol e-mai: mad u
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ADMINISTRATIVE PROFILE
JF OFFICE: MEDICAL SERVICES DEPARTMEMT
*HYSICIANS
CS¢ SKILLS
i EDUCATION CREDENTIALS INITIAL YEAR | EMPLOYMENT POSITION DATE OF LAST | SALARY ELIGIBILITYAES
AMLE oy DATEOF CIVIL . et d ... OF |. . s¥ATUS = PROMOTION - | “GRADE EARNED
BIRTS STATUS HIGHEST YEAR EMPLovmsy'r et orEpenT s o Ca e T e e 7 rv.:;—:OF Pl
(=eniddliyyyy) E,?:—';&‘m‘b GRADUATED PROFESSIONAL
IDIAEN LICENSE EARNED
Doct £ 3 FPhysician's
aT. O5/16/1962 | Married MoedP.:r;oe I 1988 7 March Permanent | Meadical - November | SG 25 | Licensure
MD a; 1998 Officer V 2014 Examination /
Bachelor of 2004 Nurse's
~SGIGINCE ) Licensure
Jniechoaiine Examination
Physician's
ace R. | tov07s1968 | single | DoSOr o 19491 March 1893 | Permanent | Medical © - -|-Dec.15,2008 | SG 25 | Licensure’
MD A sk : Officer _ ___ | Examination
= 2 s ELES Siew e -~ —|-Physician’s _ _
v 0.~ | 08/26/1974 | Married | Doctor of 2000+~ ~ | September | Permanent [ Me&dical ™ - 2015 SG 24 | Licensuré
MD - Medicine 01, 2004 Officer IV - Examination
P. 0771871973 | Marmied | Doctor of 1098 January 05, Pemanent Medical “Januaty 14, | SG 21 | Physician’s
idin, MD ‘ Medicine 2009 Officer Il 2011 Licensure
Examination
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Republic of shilippines ) = e
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sta. Mesa, Manila
= 7 ‘T CSISKILLS |
EDUCATION CREDENTIALS INITIAL YEAR | EMPLOYMENT POSITION DATE OF SALARY EUIGIBILITY/IES
WE DATE OF CIviL oF STATUS LAST GRADE EARNED
BIRTH STATUS EMPLOYMENT PROMOTION S
A Yy YY IGHE: YEAR YR
¢ “ X EDZCATKS”CAL GRADUATED PROFESSIONAL
ATTAINMENT LICENSE EARNED
1 P. Fia, | 05/30/1972 | Married | poctor of | January 02, | Permanent | Medical ... |Decamber |SG 21 Physician's: - '
e . O Medicine / 1998 £+ . 12012 : Officer Il 7| 2012 Licensure- - " 1
' Master in eamed units | - X ; Examination
Psychology / eamned -
Master in unis
Public =
Administration
A 12/13/1973 } Married | Doctor of 1998 January 05, Permanent | Medical December | SG 21 Physician’s
2z, MD Medicine 2009 Officer Il 2012 Licensure
Examination
| 1271311973 | Married | Dostorof | 1998 January- 05 Perm Medical . |DecembBai |86 21 - | Physician's -
. Jr, MD - | Medicne - - 2009 . RV Officer IlI- ‘2012 i o Licensure
) e ST = 2 Examination
slyn Al 11/20/1960 | Married | Doctor of 20017 April 01, Permanent | Medical January SG 21 Physician's
.MD Maedicine / 2014 Officer 11l 04, 20186 Licensure
Master in Gov't | Jan.26, Examination
Management 2016
Physician's
ace A. 14/13/1973 | Mamed | Doctor of 2003 Aprii 21, Permanent Medical January sSG 21 Licensure
2 Medicine 2014 Officer 11 04, 2016 Examination
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POLYTECHNIC UNIVERSITY OF THE Pl{lUPP!Q., oon
Sta_ Mesa, Manila
' = CSISKILLS
EDE INITIAL YEAR | EMPLOYMENT POSITION DATE OF SALARY ELIGIBILITY/IES
AME DATE OF cIviL EXIANTAIHON 8 s oF STATUS LAST GRADE EARNED
BIRTH STATUS — EMPLOYMENT PROMOTION R
- v Emﬁrcq mr PROFESSIONAL
ATTANMENT a LICENSE EARNED
Physician's
o Y. Lim, AEarried | Doctor of L2013 January 02, | Casual Medical MNIA SG 14 Licen§ure_
e - Me_dlcin& : 2014 P S T T Qfﬁcer I 2y Examination
- = Physician’s
ia V. I Doctor of 2004 January 16, | Casual Medical NIA SG 14 Licensure
'.aMD o s st g Medicine 2017 Officer | Examination
Physician's
\ Merried | Doctor of 1882 October 17, | Part time Medical N/A SG 14 Licensure
z, MD IS Medicine 20085 Officer | Examination
= Physician’'s
‘. /1950 | Married | Doctor of 1976 October 18, | Part time Medical N/A SG 4 Licensure
1o-San b2 bl Medicine SR 2006 Officer | 5 Exarhination
AD o g5 :_,i,':" sl = S .: ,‘4"52 1.‘._- = Y, _», .- s %
B = > Physician's
aver le Docior of 1584 December Medical N/A SG 14 Licensure
a, 12/1/1956 | Sng Repiivbi 01. 2010 Part time Officer | Examination
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SHYSICIANS
CSr SKILLS
EDUCATION CREDENTIALS INITIAL YEAR | EMPLOYMENT POSITION DATE OF SALARY ELIGIBILITYNES
AME DATE OF CIVIL oF STATUS LAST GRADE EARNED
BIRTH STATUS EMPLOYMENT PROMOTION
(mmiddfyyyy) HIGHEST YEAR TYPE OF
EDUCATIONAL GRADUATED | . . - PROFESSIONAL
- e ATTADMENT TR . gt LICENSE EARNED _
3 R =220 Master m ) G Y 7 R Bt
ita R. 12/15f/1953 | Married | Public 42 units / Febreary Permaneant Nursaill 2010 S5G 17 MNurse’'s”
. RN Administration / 09, 1978 Licensure
Bachelor of 1976 Examination
Science mn
Nursing
= Bachelor of Nurse's
C. 2220/1958 Married | Science n 1980 July 01, Permanent Nurse I 2010 SG 15 Licensure
ial, RN Nursing 1982 Examination
e =% ] = N: > : f/ b :;.'1,:' _,._."_ S '7-.:7:: = -_ 5 VNufsve's :
erez. RN | 11/29/1958 | Married | 'S&o 1880 - - - | November- = iPermanent [‘Nufsell'” . |20102.=" 186715 '| Licensdre - AT
A 22, 1982 “--cpore S eIt B Examination
Nurse's
A 37171561 Single 1984 Jutly 13, Permanent Nurse |l 20132 SG 15 Licensure
o, RN X 1800 Examination
= Bachelor of ) Nurse’s
Aromin, | 4,30/1956 Married | Science in 1979 Juty 1992 Parmanent Nurse |l 2010 SG 15 Licensure
Nursing Examination
B ! =
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Stz Mesa, Manila
CS/SKILLS
UCATION CRE s INITIAL YEAR | EMPLOYMENT POSITION DATE OF SALARY ELIGIBILITYAES
AYE OF CIVIL =2 DERERNS OF STATUS LAST GRADE - EARNED
s oamm STATUS EMPLOYMENT PROMOTION
{mmidddyyyy) HIGEST YEAR TYPE OF
EDUCATIONAL GRADUATED PROFESSIONAL
ATTABSIENT LICENSE EARNED
Master i N_urse's
. Lim, ' 12/11/1969 | Married | Psychology / 2006/ September Permanent Nurse I 2010 SG 15 Licensure
s e Bachelorof- 1990 1993 K e L ey sl Examination
-l ) o e :
Nursing
Dacho ot 1% 88 | P N ] 2011 SG 15 E{utse‘s
d, ingl Science n 1978 March 19 ermanent urse icensure
T ACVIER e Nursing Examination
Bachelor 6( Nurse's
nd B. a/14/1971 Married | Science in 1992 August 04, Permanent Nurse 11 2010 SG 15 Licensure
. RN Nursing 2004 E:_ca-nlln‘a_u“op
inas daaglsd e ; [ 5 NG J-l 3 20.17 SG A5 = l.':‘iéenw's'gi"“‘
a i 3/1968. - |- ow | Sciencem - _.|1980: - =i LAugust 16, | Permanent | PNafsedlo - A - 2~ B o=y B £ Sares
R &!18’“!6 3. - [ Mid Narding g T 1094 ; Examination
| i A st 17 C 1 Publi N/A sSG 12 Nurse's
Henry ! 7 | Married | Nursing / 2013/ ugu 2 asua ublic iu
‘;sique. = '1 - Bachelor of 1990 1984 Healh Ltcen§ure.
Science n Nurse | Examination
MNursing S| oy T —|
Bachelor of Public N_urse s
larnie V2451978 Married | Science n 1998 April 20, Casual Hezalth N/A SG 12 Licensure
‘N Nursing 1998 Nurse | Examination

(O2) 8713 5968 | dcoe__chaira@gmail.com
RM322 CEA BLDG. NDC COMPOUMND,
AMNOMNAS COR. PUREZA STREETS, STA. MESA, MANMNILA,

IS0 3081: 2015 CERTIFIED
CERTIFSCATE WUSBRER:



COLLEGE OF ENGINEERING

POLYTECHNIC UNINVERSITY OF THE PHILIPPINES
COMPUTER ENGINEERING DEPARTMENT

. ) ) )
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POLYTECHNIC UNIVERSITY OF THE PHILIPP[Q C
Sta. Mosa, Manila
— == e cs/SKILLS |
INITIAL YEAR | EMPLOYMENT POSITION DATE OF SALARY ELIGIBILITYAES
S . EDUCATION CREDENTIALS st L OV ATE C SALARY SIBILITY,
o BIRTH STATUS EMPLOYMENT PROMOTION
(memddiyyyy) | HIGHEST YEAR TYPE OF
EDUCA TTONAL GRADUATED PROFESSIONAL
ATTAINIRENT LICENSE EARNED
Bachelor of Public Nurse's
zla Cruz; Married | Science in 1993 April 20, Casual Health N/A SG 12 Licensure -z
7,22”.??3--.9 s Nursing v z3zb o case 1998 o gone Nurse )~ — == 5200 _Examingﬁonj- s
i = Midwifery / 1999/ Public Nurse's
>n Dela 42771880 Married | Bachelor of 2001 Octob=r 01, | Casual Health N/A SG 12 Licensure
IN Science in 2001 Nurse | Examination
Nursing
Bachelor of Public Nurse's
ne O. A/3/1970 Married | Science in 1897 March 27, Casuatl Health NA SG 12 Licensure
RN Nursing 2003 Nurse | Examination
Bachelor of June 27, Casual Public N/A SG 12 Nurse's
cita SJ 7/20/1958 | Married | Scénce in - 1880 2006 P T S Lbs Health = Ll_oen§urq
6, RN FRufsing ; , - ¢ TEREE 5 Nurse |l A | Examination
R i = el ,‘qﬁaéhfr‘ e}O" of 5 BT S e Public : R B Nurse's
e - 8/15/1976 | Married | Science in 1997 August 11, | Casual Health N/A 5G 12 Licensure
), RN T Mursing 2006 Nurse | Examination
L FPublic N y
ora May | 4/17/1970 | Marmied | Public . u lurse's
uncula, Administration / | 42 units { April 02, Casual Health NIA SG 12 Licensure
Bachelor of 1991 2012 Nurse | Examination
Science in
Mursing — — g
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Republic o .= Philippénes D
POLYTECHNIC UNIVERSITY OF THE PHIL!PPIQ g
Stz Mesa, Manila -
CS/SKILLS
EDUCATION CREDENTIALS INITIAL YEAR | EMPLOYMENT POSITION CATE OF SALARY ELIGISILITYNES
AME DATE OF cawi OF STATUS LAST GRADE EARNED
BIRTH STATUS EMPLOYMENT PROMOTION
(mmiddiyyyy) | HIGHEST YEAR TYPE OF
GRADUATED PROFESSIONAL
ATTANMENT oo LICENSE EARNED
et Bachelor of _ Pubtlic Health Nurse's
izyt O. 11/28/1987 | Single | Sciencein 2009 - July 01, Casual Nurse | N/A SG 12, Licensure
le, RN..: Nursing- .~ *- v viaane - | 2014 o BATIe 2 S — s ool Examination
Bachelor of i Public Health Nurse's
: Sheena | 2,2/1988 Marmed | Scence in 2010 March 23, Casual Nurse | MNIA sSG 12 Licensure
o, RN Nursing 2015 Examination
Bachelor of Public Health Nurse's
me=n N 10/30/1990 | Single Sdcience in 2c11 April 10, Casual Nurse | N/A SG 12 Licansure
RN Nursing 2015 Examination
Bachelor of Public Health Nurse's
za G. 11/13/1869 | Mamed | Sciencs in 192 April 20, Casual Nurse | N/A SG 12 Licensure
RN 3 Nursing 2015 Examination =
- - | Master in B s : : ) e Nurse's :
Bayan; | -z L Mdrmed | Nuising” 20107 - January ~ FCasual " Public Health-- | N/A - 18G 12 | LicénstGre -~ -} 7
Bachelor of 1998 ‘ 20186 Nurse | Examination
Science in
Nursing ]
Bachelor of 5
5771985 Single Science in 2008 March 04, Casual Administrative | N/A SG 4 -
to Nursing 2013 Aide I
== Bachelor of
e Cel D. | q17ar1988 Single Scence in 2009 February Casual Administrative | N/A SG 4 -
Nursing 26, 2014 Aide NI i
|5 I 0 e ! - S |
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POLYTECHNIC UNIVERSIT Y OF THE PH[LIPPIE&
Sra. Mesa, Manila c
IENTISTS / DENTAL AIDES
- CS/SKILLS
ENTY YEA PLOYMENT POSITION DATE OF SALARY ELIGIBILITY/ES
OF cIviL EDLICATION cheD LS |mn;g.‘: n EMsrAws LAST GRADE EARNED
AN 03.‘,;&1-" STATUS EMPLOYMENT PROMOTION NES—
0 vy EDUCA sNrM GRADUA - PROFESSIONAL .
z A TrANMENT s sSi - LICENSE EARNED: §
-athael B a5 | Marrica | Doctor of 1988 - | May 22, Permanent | Dentist HI Dec.15, sG 20 Dental Board
ire mg | Renn, e Dental 1990 2008 Examination
: Medicine E &)
4/0/1966 Doctor of November Permanent | Dentist Il June 20, SG 17 Dental Board
'egb | M Dental 12, 1980 ’ 2006 Examination
= Medicine v
Garc i Doctor of i 20, Permanent Dentist 1l 1293 1 8G 17 Dental Board
ST G .. 8/15/1968 Mo Derstal o ?354 o S i P Examination
2 Medicine -~ " - % S if 'S Mgt - s
A ) ) Ma—s“-‘”ﬂ i tid P 10 : SG 17 Dental Board
aA. ars! jed | Public Health / | 2063 / January 15, | Permanent | Dentist Il 20 ental Bo
MD : TROT | s Doctor of 1990~ 2000 Examination
Dental )
Medicine
Doctor of
i o08 sSG 17 - Dental Board
P. Singte Dental 1998 October 26, | Permanent Dentist 11 2 ] >
.. DMD laenece] = pAedicine 2002 Examination J
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