ADMINISTRATIVEDIVISION

Mrs. Marlyn C. de Guzman
Division Manager B-Administrative

Division Provides directions, supervision and control of
—>  the division personnel. Maintains complete, updated
Manager B and organized records/file of all district’s personnel.
Administrative/ Directs basic efforts of finance, personnel &
General Services N maintenance office. Establishes office performance
Officer A standards.
Industrial
Relations Prepares appointments and other documents
M ¢ —> relative to district’s personnel.
anagemen
Officer A
Property/ Responsible in maintaining continuous and
Supply Officer |— accurate requisition, inventory, distribution and
A > control of tools, equipment, materials and supplies
of the District. Monitors the canvassing and solicitation

of quotations from qualified suppliers.

Administration

. S Assists the Administrative Division Manager in
Service N :
i preparing personnel management reports.
Assistant A
StorekeeperB | S Mai.ntains continuous famd accurate inventoTy'o.f.aII

equipments and supplies. Assumes responsibilities of
security of stores and prepares related reports.

Clerk | —> Prepares reports on monthly supplies and materials

Processor B inventory balance. Assists, in preparing administrative

reports.

Administrative
Services Aide

Maintains cleanliness of Water District office building,
equipments and surroundings. Deliver mails and

l

communications.



., Monitors office building security and safety by
Utility Worker
YA — performing such tasks as locking doors after office hours
and checking electrical appliance use to ensure that

hazards are not created.

Utility Worker N Cleans office building and service vehicles.
B Acts as messenger.




