E. Supply Management

E.1. Composition of the Supply Management Office, including their qualifications, functions and responsibilities
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University;
Plan, direct, and supervise the work of supply
officers and personnel engaged in the receipt,
control, and issuance of supplies
Iimplement objectives, rules, and regulations
pertaining to supply and property

the
© account for all property, plant, and
equipment of USM;
Act as head of the Inventory Team and
conduct periodic inventory thereof as
required;
In-charge of the registration of all USM
Vehicle and Fixed Assets needed to be
insured;
Act as custodian of accountable forms and
issuance ~
Supervise the work of the Administrative
Assistant and Administrative Aide under his
Jurisdiction;
Assist in the disposal of unserviceable PPE;
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- Assist in the inspection of deliveries at the
stockroom;
- Perform such other related works as may be
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- In-charge in the of supplies and
materials to the end-user;

- Assist in the withdrawal of construction
ma’ -

- Assist in the issuance of supplies and
materials to end-user;
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- Assist in the conduct of physical inventory of
Supplies 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.

SHIRLY J. MONDIA
Administrative Officer v
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