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EXECUTIVE VICE PRESIDENT/ADMINISTRATIVE DIRECTOR

The Administrative Director shall;
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. Assist the president on administrative matters;
. Develop and recommend administrative policies or programs;
. Oversee the overall management and supervision of the student services

Recommend appointments, terminations, transfer and promotions of the
support service personnel in consultation with unit head;

Initiate and oversee the physical development programs;

Plan, organize and direct the activities relative to employment practices and
matters relating to labor laws and social legislation.

Oversee the preparation of the faculty and administrator contracts and
appointments;

Prepare and conduct induction program of all personnel;

Supervise the use of physical facilities and properties of the institution;

10.Ensure the observation of the hiring process for staff and maintenance

personnel and among others;

11.Formulate administrator and support services personnel development

program in coordination with the Academic Director;

12.Ensure the observance of the policies regarding personnel and students’

welfare;

13.Supervise procurement of facilities and inventories of the school;
14.Prepare the institutional schedule in coordination with the Academic Director

incorporator and Principal of HCCCL

15.0versee and coordinate with concerned units on marketing activities of the

institution;

16.Review the budget proposals of all support service units;
17.Prepare the budget for office; and
18.Perform other duties as delegated by the president;

Duties of the Administrative Director (Section on Organizational Structure),
HCCCI Policy Manual, pg 10-11

matters relating to labor lvws and social legislation.
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2. Salaries

2.1. HCCCI is committed to provide its employees with the salaries
in keeping with training, experience responsibility and social status,
in accordance existing laws regulations and rules of the land;

2.2, HCCCI is committed to give salaries to employees comparable
to other private educational institutions in South Cotabato and
nearby provinces or cities based on rank;

Section 2.1, Salaries, HCCCI Policy Manual, pg. 70
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The Salary
Scale
Committee

Chairman

Administrative Director

Members

1. Finance Officer
2. Human Resource Officer
3. Quality Assurance Officer

It reviews and
proposes upgrading of
the salary rates in
relation to the current
economic situation.

It prepares for the
revision of the salary
scale if necessary with
due consultation of all
concerned sectors,

It submits proposals
and recommendations
to the School
President,

The School Council and the Committees, Committee Structure (Item 18),
HCCCI Policy Manual, pg. 42
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Faculty

Comimillee

Members

1. Human Resouree Officer
2. College DeanfBagic
Ediscation Prineipal

3. Program Heads
Concerned

4. Faculty Representalive

and forms for laculiy
racking and lenure.

It reviews and
recommends 1o the
Preswdent {or approval
the nomination lor
Promolions i
academic rank of

faculty members
which in ils best
judgement conlarms
o the eriteria el in
the approved school
policy on rank and
lenure.

It recomumends Lo the
President the rank of
all new appointess.

It reviews appeals of
faculty for
reconsideration of
rank promotion in
cases of dissent and
forwards the result of
the review o the
office of the President.

The Ranking
Commillee
11 | for Non-
Teaching
Persannel

Chairrman

Administrative Direcios

Members

1. Human Eesouree Officer
2. Unit Head ¢ Department
Heasd Concermned

It reviews, revises and
updates norms and
taals for personnel
ranking.

It recommends Lo the
Preswdent promaotion
or retention of the
rank ol personnel.

It reviews appeals of
personnel for
reconsideration of
rank promotion in
case of dissent.

Admizeion
Comumnillee

Chairmman

Director of Guidanee and
Testing Center

It formulates, revises
and recommends Lo

The School Council and the Committees, Committee Structure (Item 10), The
School Council and the Committees, Committee Structure (Item 11), HCCCI

Policy Manual, pg. 38
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