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Supply Management
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Responsibilities
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 POSITION AND IBILITIES
ADMINISTRATIVE

Plan, direct, and supervise the work of supply
officers and personnel engaged in the receipt,
control, and issuance of supplies

Implement objectives, rules, and regulations
pertaining to supply and property

management;
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property inventocy;

Account for all office equipment and supplies,
act as custodian of all records of property and
conduct periodic inventory thereof;

Perform such other related works as may be

OFFICER 1t

ASSISTANT 11

4. ANABEL S, ARCIAGA | ADMINISTRATIVE |

AIDE VI

by the management.
- Yo account for all property, plant, and
equipment of USM;

Act as head of the Inventory Team and
conduct periodic inventory thereof as
required;

Incharge of the registration of all USM
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Actnamoaandmuble forms and
fssuance thercof;

Supervise the work of the Administrative

Assistant and Administrative Aide under his

Jurisdiction;

Assist in the disposal of unserviceable PPE;

Mmsw&‘mfmmm»unyho
re a Property Card for ail

funds;
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Assist in the preparation of reports;

Prepare transfer/rencwal of PAR/MR/IRUP;

50 Document Controller;

Perform such other related works as may be

the 2
st in inventory of
all PPE;
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documents;
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Assist in the preparation of reports;
Prepare Inspection and Acceptance Report of
deliverfes under Fund 01 and Fund 05;
Perform such other related works as may be

the ma L.

the

Assistant and Administrative Alde under his
Jurisdiction;
Prepare and maintain Stock Card of ecach
supplies and materials for all funds;
Regularly account for all supplies and
materials stored in the Central Supply;
Act as a custodian of all supplies and
materials in the Warehouse;

Asinhthemspecﬁmoldeim.tme
stockroom;

Perform such other related works as may be
assigned by the

management.

In-charge in the preparation of disbursement

vouchers without LD for all funds

Prepares weckly reports to be submitted to

the Accounting Office and COA;

Assist in recelving and tracking of documents;
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or submission to Office.

mtnﬂ\eca\ductofphyﬁcdﬁmnmd
Supplies and Materials;

Prepare Inspection and Acceptance Report of
dediveries under Fund 06 and Fund 07;
ln-ch)uw of Document Tracking System
Perform such other refated works as may be

assigned by the

Icharge T the doery oF sellemnd|
materials to the end-user;

Assist In receiving deliveries from suppliers;

Assist In the withdrawal of construction
materials;

Assist In the fssuance of supplies and
materials to end-user;
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- Assist in the conduct of physical inventory of
Suppiies and Materials;

- Assist in the issuance of supplies and
materials to end-user;

-  Assist in the withdrawal of construction
materials;

-  Maintain the cleanliness and orderliness in the
area.

Administrative Officer vV
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