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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;

. Owersee 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

suppart service personnel in consultation with unit head;

5. Initiate and oversee the physical development programs;

6. Flan, organize and direct the activities relative to employment practices and
matters relating to labor lvws and social legislation.
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https://drive.google.com/file/d/1dRqBnKMOiVsZ7OXL5kUojlYdItN1wpRn/view?usp=drive_link
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abjectives and educational programs of HCCCLL

THE RECRUITMENT, SELECTION
AND
HIRING PROCESS

The Recruitment, Selection and Hiring Process

Recruitment, Selection, and Hiring Process, HCCCI Policy
Manual, pg. 89-93
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APPENDIX E

Book V1
POST EMPLOYEE
Title I

Termination of Employment
(Excerpt from Philippine Labor Code)

Book VI: Post Employment, Rule 1: Termination of Employment and Retirement,
Section 2, HCCCI Policy Manual, pg. 129 - 131
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