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QUALITY
PROCEDURE (QP)

PROCEDURETITLE
RECRUITMENT, SETECTION AND PROMOTION (RSP) FOR lsrAND zt{D LEyEL
PERSONNEL

SCOPE
This procedure covers the step-by-step process of recruiunent, selection and placement
starts from the posting on the list of vacant positions in Region XIIL

PURPOSE
To define the process of Recruitment, Selection and Placement (RSP) for 1st and 2nd
Level Personnel either promotion or hiring of most qualified and competent candidate
for the position.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

PERSONNEL

OFFICER

APPLICANT

Personnel

Requisition Form

(PRFI

Application

Documents

(Recruitment, Selection and
Promotion)

RegretLetter UnqualifiedApplicant
.# HiredAPPlicant/CSC

Appointment
Documents PD/CD/Division Chief

Advisory

DESCRIPTIVE STATEMENT:
The Personnel Section will publish the vacant positions once vacated thru resignation, retirement or transfer and
communicate thru email and posting in 3 conspicuous places; Received Personnel Requisition Form (PRF) from the
Division/s, Field Operating Unit/s and submit to the Personnel Section for checking and veriftcation of the vacant
position/s; the Regional Personnel Selection Board (RPSB) will process assessment of applicants for pre-qualifying
examination, publication of qualified candidates, final assessment and as to the issuance of appointrnents and
submission of required documents for submission to CSC for approval.

Step
No.

Responsible
Personnel

PROCESS/ACTI.TY Details References

RECRUITMENT AND SEIECTION (HIRING OF EXTERNAL APPTTCANTS)

1 HRMO Publication & Communicate
the vacant positions

a Prepare and post notice
ofvacancy thru:

a Web posting on
DILG website for a
period often
(10)calendar days

a Paper posting in
three (3)
conspicuous places
in t}te office for a
period of
ten(10)calendar
days and;

a Send thru email the
Notice of Vacanry in
the Regional Office
and to all Field
Operating Units
(FoUsl.

o Notice of
Vacanry
(CS For,m 9 s.

20L8)

z RD/ARD/PDs/ CDs Request to Fill up vacant
positions

Submit request duly
accomplished PRF

a o Personnel
Requisition Form
(PRF) (FM-QP-
R13.FAD.10.02)

7 1of 9
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DILG REGION XIII TCARAGA]

QUATITY
PROCEDURE (QP)

Step
No.

Responsible
Personnel PROCESS/ACTMTY Details References

a Check completeness of
job application
requirements and
indorse to Regional
Office (for Provincial
olftce)

a Ifthere are no received
applications,
recommunicate again
the vacancy fStep 2].

o Checklist of
required
documents

5 REGIONAT
HRMSPB

Secretariat

Initial review ofjob
applications

a Perform initial review
on job application
requirements ensuring
that the Qualification
Standard is met, and
that the position applied
for is still vacanl

a Validate the following
Information:
o Educational

records;
r Employment

records;
o Proof of Eligiblity

(eg. Certificates/
Licenses, etc.);

o Relevanttrainings

a If Qualifi cation Standard
is met and validated,
prepare consolidated /
summary list f
Databank of applicants
signed by Regional
Selection Board
Secretariat and forward
to the Regional Selection
Board Chair together
with the Application
Documents.

If QS is met and
documents are
validated, send
communication letter to
aDplicant for the initial

a

r Process
Summary
Logsheet (PSL)
(FM-QP-R13-
FAD-10-01)

r Process
Summary
Logsheet (PSL)
(FM-QP-R13-
FAD-10-01)

o Consolidated /
summary list/
Databank of
applicants who
met the
minimum QS

o Application &
other supporting
documents

o Consolidated /
summary list/
Databank of
applicants

o Civil Service
Commission
(CSC)-approved

Qualification
Standard
Manual.

o Position
Description

Qualification
/Form (PDQ/F)

Letter informing
the schedule of
assessment

a

1 3 of9
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QUALITY
PROCEDURE (QP)

ReferencesDetailsPROCESS/ACTTVITYResponsible
Personnel

Step
No.

Personnel
Requisition Form
(PRF) (FM-QP-
R.1s-FAD-10-02)

Government
Manpower
Information
System(GMIS)

o Position
Description

Qualification
(PDQ) / Position

Description
Form (PDF) and

Civil Service

Csrnrnissisn

IDBM-CSC Form

No.1J

(Revised

Version No. 1, s.

?oL7)
o Approved QS

Manual
o Process

Summary
Logsheet (FM-

QP-R13-FAD-10-
01)

a

a

Receive through QP-
R13-FAD-11 and review
Personnel Requisition
Form [PRF') with regard
to the followingr
o Personal Services

Itemization and
Plantilla of
Personnel (PSIPOP)

for details of
positions; and

Position DescriPtion

Qualification (PDQ)

/ Position
Deseription Form
(PDFJ and Civil
Service Commission
(CSC)-approved

Qualification
Standard [QS)
Manual.

If found in order, assign
PRF Control Number
and propose the
number of days for
processing; return to
requesting office for
concurrence; and
submit to Finance &
Administrative Division,
Personnel Section,
In case of any detected/
identified deficiency
return the PRF tq the
requesting office/unit
with comments for

a

a

a

a

action.

Receive and evaluate

Personnel Requisition Form
(PRF)

HRMO3

Receive applications as

per QP-R13-FAD-11

o Emailed / walk in
applications for vacanry
in the field directly
submitted at the Regional
Office email address shall
be enterlained by the
RPSB

a . APPlication
Letter and other
supporting
documents (PDS,

TOR, Eligibility,
Certificate of
Trainings
attended)

4 Personnel
Receiving Clerk

Eo/Po)

Receive job application
documents

1
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QUALITY
PROCEDURE (QP)

Step
No.

Responsible
Personnel

PROCESS/ACTTVTTY Details References

assessment (QP-R13-
FAD-11)

a lf QS is not met, send
regret letter to the
applicant/s [QP-R13-
FAD-11')

o Regret Letter to
applicant if QS is
not met

6 REGIONAL
HR}ISPB

Secretariat

Indorse and consolidate
applicants for PQE

administration

a FoT REGIONAL HRMSPB
Secretariat:
- Consolidate applicants
to undergo PQE

o Request for
administration of PQE

through QP-R13-FAD-11

- Based on availability of
PQE Testing Center,
notiff qualified
applicants to take the
PQE (for applicants who
did not take the PQE

vet). [QP-R13-FAD-11)

o Initial
Assessment
Results

o PQE Request
Form

o Indorsement for
PQE [FM-QP-
R13-FAD-10-07)

o Letters for
qualified
applicants (FM-

QP-R13-FAD-10-
08J

7 REGIONAL
HR]USPB

Secretariat

Integrate PQE Results a Integrate PQE Results
from Testing Center
through QP-R13-FAD-1.1
to PQE database

a For passers:
o Communicate

results (QP-R13-
FAD-11) through
QP-R13-FAD-11

a Send Notice of PQE
Passers (QP-R13-
FAD-11)

a For non passers,
communicate results
through regret letter
(QP-R13-FAD-11)

a Update the PQE
Tracking Matrix

a Results from
Testing Center
PQE Databasea

a Letter to PQE
Takers - Passed
(FM-QP-R13-
FAD-10-10)
Notice of PQE

Passers

a

a Regret letter for
non-passing PQE
Takers (FM-QP-
R13-FAD-10-09J
PQE Tracking
Matrix

a

a Proceed to Step 9

pRoMorloNs (INTERNAI APPTICANTS)

I REGIONAL
HR}ISPB

Secretariat

Notiff qualifi ed next-in-rank
personnel regarding
REGIONAL HRMSPB
interview; and summarize

List all next in rank
personnel qualified for
vacant position

a a Selection Line-up
(FM-QP-R13-
FAD-10-12)
Selection Line-upa

1 4 of9
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Step
No.

Responsible
Personnel

PROCESS/ACTNTTT Details References

applicants' Qualifi cation
Standard

a For next in rank
personnel lacking of
PQE requirement
needed fbr the positions,
include in the
consolidated list of
applicants to undergo
PQE frefer to Step 5
Bullet 2 of this QP)

a Issue Notice of
REGIONAL HRMSPB
Interview to qualified
next in rank personnel
through QP-R13-FAD-
11, log in Proeess
Summary Logsheet

a Provide photocopy of all
PDS / applicants profile
and other supporting
documents for the RPSB
as reference.

a Proceed to Step 9

IFM-QP-R13-
FAD-10-12J

a Notice of
Interview for
qualified next-in-
rank personnel
(FM-QP-R13-
FAD-10-14)
Process
Summary
Logsheet IPSL-4)
(FM-QP-R13-
FAD-10-01)

a

SELECTION

9 REGIONAL
HRMSPB

Conduct f,nd1s Jrd stages of
assessment

a Conduct Znd stage of
interview - panel
interview
Conduct 3rd stage, using
any of the following:
F Simulation Exercise
) Group oral
) Others as may be

necessary

a

a Conduct Background
lnvestigation to all
qualified external
applicants

Request the immediate
supervisor ofthe
internal applicants to

a

o APplication
letter, PDS, TOR,

/Eligibility,
Comparative
Assessment
Results from
PPPSB and
Indorsement

o Position
Description
Form

o CSC Qualfication
Standard

. PQE Testing
Center Results

o Reportfrom
Background
Investigation
IFM-QP-R13-
FAD-10-16)

o Potential
Assessment
Form [FM-QP-

1
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Step
No.

Responsible
Personnel

PROCESS/ACTIVITY Details References

accomplish the Potential
Assessment Form.

R13-FAD-10-17)

10 RHR}ISPB
SECRETARIAT

Consolidate interview
results

a Consolidate interview
results.

a Prepare minutes of
meeting and attached
comparative assessment
results for RHRMSPB
signature

a lndorse minutes of the
meeting and list of
recommended
applicants to the Higher
Authority for
consideration and for
the issuance of
appointments.

o Comparative
Assessment
Marrix (FM-QP-
R13-FAD-10-
18A)
Insider; (FM-QP-
R13-FAD-10-
188) Outsider

o RHRMSPB
Minutes of the
Meeting [FM-
QP-R13-FAD-10-
20)

. and/or
Resolution {FM-
QP-R13-FAD-10-
2L)

1,1, Regional Director Select applicants for hiring a Select applicants for
appointment from the
Comparative
Assessment Result

a Return to HRMO the
Comparative
Assessment Resultwith
annotations/
instructions

r Comparative
Assessment
Matrix IFM-QP-
R13-FAD-10-
18A)
Insider; [FM-QP-
R13-FAD-10-
1BB) Outsider

t2 HRlt{o Prepare appointments a Prepare appointments
andsign Ceitiffingthat
the selection went
through publication
requirements

a Forward to RPSB
Chairman for signature

o Comparative
Assessment
Matrix (FM-QP-
Rt3-FAD-10-
1,8A)

Insider; (FM-QP-
R13-FAD-10-
1BB) Outsider
with
annotations/
instructions

o CSC

Appointment
Form[CSC Form

1 6 of9
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QUALITY
PROCEDURE (QP)

Step
No.

Responsible
Personnel

PROCESS/ACTpTrr Details References

No.33 [Revised
1ee8)l

13 RHRMSPB
Chairman

Sign Appointment a Sign certifying that the
selection underwent
prescribed process

a CSC

Appointment
Form[CSC Form
No.33-A
fRevised 20L7)]

14 Appointing
Authority

Sign Appointments a Sign and return
appointments to HRMO
for notification of
appointee.

a NOTE: Pursuantto CSC

Resolution No.051057,
if no appointment is
issued within nine (9)
months from the date of
publication, the RPSB

Secretariat shall re-
communicate / publish
the Vacancy.

o CSC

Appointment
Form [CSC Form
No,33-A
(Revised 2017)1

r CSCORAOHRA
(Revised 2017)

15 HRMO Receive signed
appointments and notiff

appointee

a Communicate to FOUs

and appointees the
approved appointrnents
through QP-R13-FAD-11

a If appointee declines
appointment the
concerned unit will
submit a request for
cancellation of
appointment to HRMO
for appropriate action.

o Advisorl
r Letter

notification to
appointee with
checklist of
Requirements
for Newly Hired/
Promoted/
Transferred
Employees
through QP-R13-
FAD.11

t6 Appointee Assumption to duty a Assume duty/report to
office within thirty (30)
days upon issuance of
appointment.

a Take oath before
appropriate
administering authority.

a Submit requirements.

o Oath of Office

[CSC Form No.
321

o Certificate of
Assumption to
Duty (CS Form
No.4 Series of
20L7)

1 7 of9
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QUALITY
PROCEDURE (QP)

ReferencesDetailsPROCESS/ACTIWTYResponsible
Personnel

Step
No.

Checklist of
Requirements
for Newly Hired/
Promoted/
Transferred
Employees (FM-

QP-R13-FAD-10-

a

2')

o CSC

Appointments
with required
supporting
documents

Appeals forma

Enter signed
Appolntments to eSe-
FO through their Oasis

portal (soft coPY) and

Hard copies to CSC-FO

for approval with the
fo ll owin g attachm ents:
a. CSC Appointment

Form;
b. CSC Form No.

212(PDS);
c. Original

Authenticated
Certificate/s of
EligibilitY, or otler
proof of EligibilitY
(e.g., certificates,
licenseg etc.)

d. CAV-TOR
If appointment is
invalidated /
diapproved, take
appropriate action to
appeal cause of
disapproved. EIse,

a

to the

Submission of signed
appointments with

complete suPPorting
documents (within 30

calendar days from the
issuance date)

HRMOL7

o PDF
o Office Policies
o QMS Policies

Orient new employee on
relevant personnel
transactions and
services

aFor new emploYee, conduct
initial orientation on

Personnel matters

18 HRMO

o List of Newly
Hired/ Fromoted
Employees (FM-

QP-R13-FAD-10-
?4)

Release the list of newlY
hired/ promoted
employees through QP-
R13-FAD-11 and post in
three (3) Eanspieuqu-$
places in the office and
the DILG-13 website
(QP-R13-ORD-03) for at
least thirty (30)
calendar days from
issuance of appointment
and disseminate also to
FOUs

aHRMO Post List of Newly Hired/
Promoted EmploYees

t9

a

a

Update the PSL

U Ehe GMIS

o ProcessHRMO / Records
Office

Maintain Records20

L
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Step
No.

Responsible
Personnel PROCESS/ACTNTTY Details References

a

Logsheet
(FM-QP-R13-
FAD-10-01)
GMIS

Retain all records I o Retain all records
generated in accordance
with Control of Retained
Documented
Information Procedure
and Masterlist of
Recordg (SP-R13-02)

r Control of
Retained
Documented
Information
Procedure and
Masterlist of
Records

Definition of Terms:
o Recruitment

organization
o Promotion

organization

- process of searching candidates external to the organization for employment in the

- process of searching among existing employees and moving t}lem to a higher rank in the

o Selecflon - series of steps by which the candidates for recruitment or promotion are screened for
choosing the most suitahle persons for vacant posts

Legal References:
o Summarizequalifiedapplicants,qualificationsasfollows:

a. Performance based on DpCR/lpCR (for promotionJ;
b. Education;
c. Experience;
d. Training;
e. Potential (for promotion); andr. Qqtsta!!Q!!gAssslnp!!shuent$ [rf anfl,

H

MARIEJOY SERONAY
Director

CESO IU
Director

Processlowner QMRR4gionat Top

1

Rerzielved
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Function

Key Performance Indlcators

Obiective Target IndicatorlFormula
(if applicable)

Frequency of
Monitoring

Results

Responsible
for

Monitoring

Applicable
Documents (e.g

Tracker/Logsheet
Summary Logsheet,
Report, Memo etc)o Recruitment,

Selection and
Promotion of
1st and 2nd
Level
Personnel

o 1 st & 2nd level vacant positions
published 1 month aftervacanry

o 80o/o . Total numberofvacant
positions published / Total
number of vacant positions
in a month

o Monthly o HRMO llll
HR Staff

o Notice ofVacanry
(CS Form 9 s. 2018)

t Percentage of qualifi ed applications
received are indorsed to Sub-SB or
sent a regret letter for not qualified
within 12 working days from receipt of
application letters.

o 8oo/o o (Total number of qualified
applications indorsed to SSB
within 72 days + Total
number of unqualified
applications prepared a
regret letter within 12 days)/
Total Number of applications
rcceived in a month

o Monthly o HRMO llll
HR Staff

r Process Summary
Logsheet (PSL) (FM-

QP-R13-FAD-10-01)

o Database of qualified
applicants

. PQE Request Form
(FM-QP-RXilt-FAD-
PS-6) / Copy of
indorsement to
accredited testing
center

3. A Percentage ofindorsed qualified
applicants who meets the minimum
requirements to take the pre-qualifoing
examination (PQE)to accredited local
testing center (FSUU) within 10 working

o 80o/o r (Total numberof applicants
indorsed for PQE / Total
number of qualified
applicants

o Monthly o HRMO III &
Staff

r Copy of PQE results
/ Copy of
indorsement /
congratulatory /
regret letter
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Function

Key Perfo rmance Indicators

Frequency of
Monitoring

Results

Responsible
for

Monitoring

Applicable
Documents (e.g

Tracker/Logsheet,
Summary Logsheet,
Report, Memo etc)

Obiective Target Indicator/Formula
[if appticable]

3. B. Applicants are informed the results of
the Pre-Qualifying Examination (passed or
failed) thru letter 5 working days upon
receipt ofthe results from accredited
testing center.

o 80o/o . (Total number of PQE
passers sent congratulatory
letter within 5WD + Total
number of PQE failed sent a
regret letter within SWD) /
Total Number of applicants
indorsed

4. Prepare Notice of Meeting of RSPB for
Assessment to all qualified applicants
(insider or outsider)

o 80o/o o Total number of RSPB Notice
of Meeting prepared and
approved within 3 working
days

o Semestral o HRMO llll
HR Staff

o Notice of Meeting of
RPSB

r Comparative
Assessment

5. Prepare RSPB Minutes of Meeting with
Comparative Assessment Results and
forwarded to the ORD approval within 5
working days

c 8oo/o o Total numberof RSPB
Minutes & Comparative
Assessment Result prepared
within 5 working days / Toral
number of RSPB Minutes &
Comparative Assessment
Result approved by the

__ higher authorities

o Semestral r HRMO llll
HR Staff

r Minutes of the RPSB
. Comparative

Assessment

6. 700o/o of signed appointments are
submitted to cSC - Field office for
approval within 30 calendar days from the
date of issuance of appointments

a t00o/o o Total number of signed
appointments check and
verified as to completeness of
supporting documents /
Total numberof signed
appointment submitted to
CSC-FO for approval before
30 calendar days from the
date ofissuance

r Semestral o HRMO lll/
HR Staff

o Electronic
Transmittal

1
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MARIE'OY A. A.
Director

CESO III

Owner QMR Top Management

l)t't raled [] Rcviewerd 13y A rrovetl llv
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DrvrsoN/Fou Finance and Administrative Division

PROCEDURE
TITLE

Recruitment Selection and Promotion [RSP) For 1s& 2od Level Positions

oBrEcTrvE
STATEMENT

1. 1st & 2nd level vacant positions published 1 month after vacancy
2. Percentage ofqualified applications received are indorsed to Sub-SB or sent a regret letter for not qualified within 12 working days

from receipt of application letters.
3. * lndorsed qualified applicants who meets the minimum requirements to take the Pre-qualifiiing examination (PQE)to Central Office/accredited local

tesring center (FSUU) within 10 working days;
*Applicants are informed the results of the Pre-Qualifuing Examination (passed or failed) thru letter 5 working days upon receipt of
the results from accredited testing center.

4. Prepare Notice of Meeting of RSPB for Assessment to all qualified applicants finsider or outsider);
5. Prepare RSPB Minutes of Meeting with Comparative Assessment Results and forwarded to the ORD approval within 5 working days;
6. 700o/o of signed appointments are submitted to CSC - Field Office for approval within 30 calendar days from the date of issuance of

appointments.

CURRENT PERIOD

INDICATORS lan Feb Mar ADr May Iun lul Aus Sep Oct Nov Dec Total
Obiective 1: 1st & 2nd level vacant positions published 1 month aftervacancv
A Total number of vacant positions published
B Total number of vacant positions in a month

C Formula: A/B x 100 Target Result: B0o/o

D
Gap Analysis: In case the objective is not me! putyour
analysis why it is not met Target period of publication on vacancies: 6 months from the date of publication

Obiective 2: Percentage of qualified applications received are indorsed to Sub-SB or sent a regret letter for not qualified within 12 working days from receipt
of application letters.

A
Total number of qualified applications indorsed to
SSB within 12 days

B
Total number of unqualified applications prepared a
regret letter within 1 2 days)

C Total Number of applications received in a month

D Formula: =(A+B)/C x 100 Target Result: 800/0

E

Gap Analysis: In case the objective is not met, put your
analysis why it is not met

o1

Dec TotalINDICATORS lan Feb Mar Aur Mav Iun lul Aus Sep Oct Nov



DILG REGION XIII ICARAGA)

PROCESS QUALITY MONITORING
AND EVATUATION (QME)

OME.QP.R13.FAD.1O
Rev. No. Eff. Date

INDICATORS lan Feb Mar Apr May lun luI Aus sep Oct Nov Dec Total

Obiective 3: A. Percentage ofindorsed qualified applicants who meets the minimum requirements to take the Pre-qualifying examination (PQE)to Central Office/accredited

center 10

A Total number of applicants indorsed for PQE

B Total number of qualified applicants

C Formula: A/B x 100 Target Result: 80o/o

D
Gap Analysis: In case the objective is not met, put your
analysis why it is not 4e1L

INDICATORS lan Feb Mar Apr May lun lul Aue SeD Oct Nov Dec TotaI

Obiective 3. B. Applicants are informed the results of the Pre-Qualifying Examination (passed or failed) thru letter 5 working days upon receipt of the results from accredited

testins center,
Total number of PQE passers sent congratulatory
letter within SWD

B
Total number of PQE failed sent a regret letter within
5WD

C Total number of

D Formula: (A+B)/C*100 Target Result: 80olo

E
Gap Analysis: In case the objective is not met, put your
analysis why it is not met

INDICATORS 1st 2nd semester fluly - December) Total

Obiective 4: Prepare Notice of Meeting of RSPB for Assessment to all qualified applicants (insider or outsider)

A Total number of RSPB Notice of Meeting prepared

within 3 working days
B Total number of RSPB Notice of Meeting approved

within 3

C Formula: A/B x 100 Target Resultt 800/0

D Gap Analysis: ln case the obiective is not met, putyour
analysis why it is not met

INDICA st 2"d semester Total

Obiective 5: Prepare RSPB Minutes of Meeting with Comparative Assessment Results and forwarded to the ORD approval within 5 working days

A Total number of RSPB Minutes & Comparative
Assessment Result prepared within 5 worki

B Total number of RSPB Minutes & Comparative
Assessment Result approved by !hC-blCbel-qg!bgri!i9!-

Page
o1 o1.01.18 2of3

A

indorsed



DILG REGION XIII ICARAGA)

PROCESS QUATITY MONITORING
AND EVALUATION (QME)

QME.QP.Rl3.FAD.1O

01.01.18 3of3
Bev. No. Eff. Date Page

C Formula: A/B x 100 1000/o

D

INDICATORS 1$ semester 0anuary-lune) 2"d semester (fuly - December) Total

Obiective 6: 100o/o of signed appointments are submitted to CSC - Field Office for approval within 30 calendar days from the date of issuance of appointments.

A Total number of signed appointments check and

verified as to completeness of supporting docume4

B

Total number of signed appointments with complete
supporting documents submitted to CSC-FO for

C Formula: AIB x 100 Target Resulu 80o/o

D Gap Analysis: In case the objective is not met, put your
analysis why it is not met

Director
CESO IIIY

Director
MARIE

AO HRMO III
s.

Top Managementt ne$onai qnnProcess Owner

01

Gap Analysis: In case the obiective is not met, put your
analysis why it is not met

Prepared By Reviewed By Approved By



Docurnent Codc

Dlt,G - REGION XIII (CARAGA)

LXST OF NEWLY HIRED/
FROMOTED EMPLOVEES

DATE POSTED: Nov. 5,2018

please be informed that the appointment of the following personnel have been approved by Regional Diredor
LILIBETH A. FANIACION, CESO lil, to wit:

PRF NO, OFFICE NAME POSITION

MONTI{IY
SAJJTRY/
SALARY
GRADE

DATE OF
APPOINTMENT

NATURE OF
APPOINTMENT

Noted by

DONAI"D A. SERONAY

Asst. Regi on a I Di re ao r/
Chairman, RPSB

FM-QP-R13-FAD-10-24

10.16.17 1of1
Rev. No. Eff, Date

00



Dt[,G
{l

DILC REGIONXIII (CARACA')

QUAI,ITY OBIECTM 1: 1st & 2dd level va.ant posi.iotrs pubtished 1 morth after .ancv
FREqt ENCY OF MONIT0RII'IG: ttlorthly

NO,

DATE
PREPARED OF
PUBLICITION
ON VACAITT
POSITIONS

DATE
TRANSIIIITIED

TO tOUs /
POSTED TO CSC

POSITION

PRf
CONTROL

NO.

DATE OF

PRF
RECEIVED

ouTsrDER APPLTCANTS W/O
PQE

APPLICANTS FOR
PROMOTION

OBIECTIVE 1 RESULTS

MET UNT,IET REMARI(S

POSITION TITI,E ITEM NUMBER
TOTAI, NO, OF

woRxtNc
DAYS ACREED

qPECIED
cotr{PlrfloI

DATE

TOTAI- NO. Or
\,VORKING

DAYSAGREED

EXPECIED
COMPLEIION

DATE

csc
(c-B)

Pu. 1 if

< 10wD

Pua , it

10wD

(whv
Unm€t/Oth€rs)

1

2

FM-QP-R13.FAD-10-01-A

III
MANI

A.FAMACION,CISO II
Regior QMR Top Mamgement

CURRENT PEXIOD: _

r{o. ofDAYS
ELAPSED

Pr€pared Ay Reviewed By

loYs.



DILG{
DILG REGIONXIII (CARAGA)

Eff nrta

CURNENT PEf,IOD:

R13-FAD-10-01-aFM

FICATION STANDARDS OBIECTIVE 2 RISULT.DATE RECEIVED OF
APPLICATIONSBY

PERSONNEL
SECTION

NAMf,OTAPPLICANT

(last, first, middle)
POSITION lITLE APPLIED FOR DATE

INDORSED TO
ssB

DATE LETTER
OF REGRf,T

SENT

(tvhy
Urmet/Others)

NO. OF DAYS
ELAPSET)

(Indorsed /
Regr€r)

Put 1if
EorFIsless
than 12 WD

Put 1if
E or Fis more
than 12 WD

0i/hy
Urmet/Other3)

TOT

E
Ez
E
E
E

r,7trI
-il't,i, IirfJrErlrr-Nil -t;t|flrrfi-

I r II r II I II I II I Ir

rr
II

I rIr
MAf,I}, Yi-

g
o STRONAY

ESO IIILIL IAUACION.

Resior.rlQMR TopManagement

Prepared By Rcviewed By Approved ay



DILG REGIONXIII (CAP"A,CA)

Recruitment. selection & Promotion process summary Logsheet [psl]
QUALITY oBJEcrIvE 3: A. lndonsed quallfled applicants wto meets the mlnlmum rqulrments to take the pr-qualtfylng examlnauon (pQE)to cent?l oflce I acc|.edlted loceltestlng center (FSUII, withln 10 working daIE;

B' Appllcants are lnformed the results of the Prc-Qua[rytng Examtnadon (pased or falled) thru lettcr s wor'ldng days upon rec€tpt of the rEsults from acmdlted tesungcenter.
FREQT ENCY OF MONITORINGT Monthly
CURRENT PERIODT

FM-qP-R13.FAD- 10-01-C

I or.or rn I of Io1 I

NO.

DATE RECEWED
(llst ofquaUfied

applicants to
take the PQE)

LIST OF QUAIIFIED A"PPLICANTS WHO ilEET
THE MINIMUM REQUIREMENTS

LEYEL OF PQE
(1st / 2nd level)

DATE
INDORSED FOR

PQE
(Centrd Omce/

FSUU)

OBJECTM 3. Ar R"ESULTS

DATE RECEIVED
OF PQE RESULTS
FROM TESTING

CENTER

DATE OF PQE RESULTS
SEND OUT THRU

LETIER (for
lndorsement to ppSB

& concemed
appllcants)

OBTECTIVE 3.8: RESULTS
MET UNMET REMARNS MET UNMET REMARKS

Put 1 tfE ls
on or before

10wD

Put 1 lfE ls
beyond the

10wD

(whv
Unmet/Others)

Put 1 ifJ ls
on or before

5WD

Put 1 lf
, ls beyohd
the 5 wD

(Why Unmet/Others)

1

2

3

4

5

TOTAL

Procqs Ownef

loY Y FAIIIACION, CESO III
f)ircctor

Top

#1t\
Ho,.oj)\edl

Docuotont Code

TOTAI

Prrparrd By
Apploved ByReviewed By



DILG REGTON XIt (CARACA)

QUALITY oBJ[cTIvE 4: Prepare Notice of Meeting of f,sPB for Ass€ssm€nt to all qualilied applicants [insider or outsidcr)
TREQUENCY OF MONTIORING: Semestral

FM. P-R13-FAD-10-01.D

1oT

OBTECIIYE4 RESULTSDATE OF NOTICEOT
MEE'TIN6 FOR NSPB

PREPARED

DATE OT APPROVED
NOTICE OF

MEETINC FORRPSB

PR.F COUTROL
NO. NO. ITEM NO. NAMEOF CANDIDATES

TOT

-

@ @
@@I I II I Irrr- I I

-

I II I I

-

r Ir I II I II r II I

-r-
-

---

-

-

-

IIIIIIIIrI
IIII

loYs. N6AS
I / HRMO nl fAMACIOi{, Ctso IIIII

Regiord QUR Top Mamgemem

CURRENT PEf,IOD:

RPSB Rf,COMMEI{DATION

REMARKS
NO. OT DAYS

ELAPSED
(B.A)

(Why Unmet/olhers)

Prcpared By Revicwed By Approved By



DILG REGIONXIII (CARAGA)

Recruitment. Selection & Promotion Process Summary Logsheet [pSL)
QUALITY oBJEcTIvE 5: 5. Prcpare RSPB Mlnut s of lleeung wlth comparafive Assessment Results and forwardedto the oRD apprcval wlthin s worl(lng days;
QUALITY oBrEcTIvE 6: looyo of slSned aPpolnEnenB arE submltted to csc - Fleld ofice for appmval wlthln 3o catrendar days fim the dat€ of lssu"n""ir"irpolot."rts
FREQT ENCY OF MOMTORING: Semestml
CURRENT PERIODT

NO.

DATE
APPROVED

APPOINTTTENT

RECEIVED

DATE OF

ISSUANCE OF

APPOINTiMNT

APPOINTEE

PNF

CONTROL

NO.

DATE
SUBMITTED TO

csc FoR
ATTESTATION

(RA!)

OB'ECTIVE S RESULTS

DATE POSTED
(Lrsr oF NEWLY

HIRED/
PROMOTED
EMPLOVEE)

oBJECTTVE 6 RESULTS

ITEM I{O. NA.i,IE

MET UNMET REMARXS MET UNMET RXMARKS

Put 1 if
G ls wlrhln

rhe 30
Calendar

Days fuom
the date of
lssuance

Put 1 if
G Is b€yond

the 30
calendar
days after
the date of
lssuance

(why
Unmet/
Others)

Put 1 lf
Klsonor

before the 30th
day ftorn tlle

date of
issuance of

appolnEnent

Put 1 if
K ls beyond the
30th dayfrom

tlre date of
issuance of

appolnEnent

fwhv
Unmet,/Others)

1

2

3

4

5

ffi Y FAMACtOt\i, CESO nt
I)iletort**"o,t,*" Z R*i.] Top Managment

Prcpared By Appr0ved By

ffi
\f/

DocuilroIt (i)da

Reviewed By



DILG REGION XIII

PERSONNEL REQUISITION
FORM
This form is used by an office to request fiIling-up of a vacant position'

PRF NO.

RequestingOffice: Received by:

[PD Action Ofhcer]

Date: Date:

PART I. Fill out the table below with correct details of the vacant position requested to be filled-up' Note that

only one position may be requested per Personnel Requisition Form (PRF)' Upon completion of Part l'

submit thii form to Personnel Section, Finance & Administrative Division.

PART II. The pD Action Offficer will recommend number of processing days for the rest of the steps of the RSP

process, and write the expected process completion date. (see table of Standard Number 0f Days Per Step of the

Recruitment, Selection And Promotion IRSPJ Process)

Upon concurrence of the head of the requesting office to the proposed total number of processitrg days, return

this form to Personnel Section, Finance &Administrative Division.

FM-QP-R13-FAD-1O-02

1of301.01.18

Dtrcurnelrt Cod€

*ev. No. Eff. Drte

Item Number:Posifion Requested:

Status of Position (i.e., vacanl recently
retirement oI' Promotion, etc')

vacated due to
Salary Grade: 15

Experience:Education;

No. oiTraining iiourslEiigibiiiry:

DETAILS OF VACANT POSITION

UALIFICATIO N STAN DARDS

OB DESCRIPTIONI

RSP STEPS STEPS 1-17
(applicantsw/o pqe)

STEPS l-5;8-17
(promotionl

Proposed No. of
processinq days
Expected Completion
Date
CONCURRENCEI

Requesting Officer Regional Director

Date: Date:

a

Page

01

REMARKS



FM-QP-R13-FAD-10-02

2of 301.01.18

Docuntent Code

DILG REGION XIII

PERSONNEL REQUISITION
FORM

STA,JDARD i,IUidBER OF DAYS PERSTEP OT T\TE RECRUITiflTiJT, SELECTIO\| ;iJD PROifO?IOIJ iT$P;

12
1.0 Calendar Days to CSC'FO;

2 disseminatian to

RSPB

Secretariat/
Dor..annol Sodinn

+3
o 3-receive &approve request;
. S-notify apqlicqnts; conduct

PQE (every 3'd FridaY ofthe
month for C.O. & every TuesdaY

& Thursday for Local testing
center);

. |-checking & release ofresults;

. 30- days Local Accredited
center

RSPB

Secretariat/
Personnel Section

5

RSPB

Secretariat/
D^-.^--al C64ri^F

RSPB

Secretariat/
Personnel Section

R ecpivp annroverl annoi ntmpnf s and

notiff head of requesting office/unit
and apPointee

7

14
3

STANDARD NUMBEROF
WORKING DAYS PER STEPRSP PROCEDURE

OFFICE UNIT
CONCERNED

1
Communicate the vacanry
(Notice ofVacancY 10 CD)

Personnel Section,
FAD

5Receive and evaluate PRF2Personnel Section,

5Receive job applications3Personnel Section,
FAD

104
Initial review of job applications IQS

revlew
Personnel Section,

FAD

5

Recetve and evaluate job applicattons

IQS validation &
Functio nal Requirement reviewJ

either outsider or insider

RSPB

Secretariat/
Personnel Section

56
Notiff applicants for initial interview;

prepare pertinent documents and
records

I,SUU

Indorse to DILG-C.0. / Accredited
testing center [localJ for the conduct
cf Prequalif ing Examrnatrcn (PQE)

Prepare Selection Line-up for posting
to CSC-F O- and 3 con.sniorous nlace--s

15
Calendar Days8

RSPB

Secretariatf
Personnei Sectton

59
Conduct final interview, simulation

a nd d el ib erati qf LPqg-PA$gd-HRMSP Board

510
Prepare and submit minutes of tle

meeting / resolution and Comparative
Results

RSPB

Secretariat/
Personnel Section

51l
i'iuliiy appiicarr'ts iur"iicaled iu ilre
Comparative Assessment for Final

Interview with the Appointing
Authority / Regional Direltor

512 Prepare appointmentsHRMO III
513 Approve appointments

22
(appointee isgiven up to 1 month to

assume duty)I

Assume duty and submit
ronrri romonlc15

L6
Submit Appointments to CSC-Field

Office for approval

30
(before 30 calendar days based on the
date o f the i ssu an ce of appoi ntmen ts)

Personnel Section,
FAD

Personnel Section,
FAD

77
Prepare and post List of Newly Hired/

Promoted Employees
5

TOTAL 185 WORKING DAYS

Appointee

Rev, No. EI[. Date P:rge

01

Assessment

Aooointine AuthoriW

Notifu appointee



DILG REGION XIII

PERSONNET REQUISITION
FORM

FM-QP-R13-FAD-10-02

of301.01.1801

Documeltt Cod(

Rev. No, Eff. Date

CESO Iil
Director

A.

Director
MARIE

I

QMR

:ared By Revievred B rroved Bl
Pre

Top M/nagement

--rqdionrt
Proces{ owner



DILG - REGION XIII

INDORSEMENT FOR PQE

(Date)

Director, Guidance Office
Fr. Saturnino Urios UniversitY
Butuan City

THRU :

Psychometrician

Dear

Warm greetings from DILG Region XIII!

In view of the hiring process of the Department of the Interior and

Local Government (DILG), we are requesting your office to administer a

pre-eualifying Examination (PQE) to our selected applicants for the 1't or

2nd level positions on with the following modules:

1't Level Positions 2nd Level Positions

o Mental Ability Test
o Verbal Test
. Nnn-\/orhal Toct
o Office Skills Test
. Judgment and ComPrehension

Test
o Numerical AbilitY Test

"Matino, Mahusay at Maaasahan"
#1559 MATIMCO Bldg., Km. 4, Libertad, Butuan Gty,8500 Philippines
Tel. No. (085) 342-2045; 34L-L976 or (Telefax) 342-2L34; 815-1299
offi cial@caraga.dilg, gov. Ph

o Logical Reasoning Test
o Non-Verbal Reasoning Test

' Judgnnent and ConnPrehension
Test

o Planning Test

The examination fee shall be paid by the examinees on the day of
the examination. Attached is the list of applicants for your reference'

Thank you

Truly yours,

Regional Director

Website: http ://caraga.dilg. gov. ph/
Email Address:

R13-FAD -!O-O7FM
Docunrent Code

L of370.16.17

6ff. DateRev, No. Page



DILG - REGION XIII

INDORSEMENT FOR PQE

List of APPlicants
For PQE on

(Time:

1st Level 2M Level

1 1

2 2.

3 3

4 4.

5 5

13-FAD-10-O7
Document Code

2 of3
Rev, No. Eff, Date Page

A.F
Director

, CESO III
Director

s.MARIE

QMRProcess Owner

proved BPre ared B AReviewed B

"Matino, Mahusay at Maaasahan"
#1559 MAIMCO Bldg., Km. 4, Libertad, Butuan City,8600 Philippines
Tel, No. (085) 342-2045;34L-L976 or (Telefax) 342-2L34;815-1299
offi cial@caraga.dilg. gov. ph

Website: hftp ://caraga.dilg. gov. ph/
Email Address:

t.1700



Dear

DILG REGION XIII

TETTER TO APPTICANT
FOR PQE

(hte)

Greetings from DILG!

Please be informed that you have been selected to take the Pre-Qualification examination

(PQE) of the Department of the Interior and Local Government Region XIII on at

the from

You are therefore advised to bring ballpen / pencil and examination fee of Php-

paid before the examination to Guidance ofnce, Father saturnino Urios university (FsuU)'

For tnqutrtes, you may contact our omce, thru at Tel. Nos. 3+Z-ZO+5 or

341-1976.

Trulyyours,

Regional Director

FM-QP-RI3-FAD-10-08

1of 110.16.1700

Document Code

Rev. No. Eff. Date Page

CESO IIILILIMARIEJOY
AOV /

rIQMR Top ManagenfentProcess

Apptoved ByPrepared By Revieweri By

W
d{srnonev
HoJral Director



DILG REGION XIII

LETTER TO PQE

TAKERS. FAILED

luuLe)

Dear

Greetings!

This is in relation to the result of the DILG Pre-Qualiffing Examination [PQE) which you have taken last

at

WeregrettoinformyouthatyourPQEresultwithanumericaIequivalentof-forthe

-- 
level position broken down as follows:

TestAdministered Rating
I

Qualitative
Description

In order for you to qualiff in the next round of assessment activities for the level position you

need to have a numerical equivalentofatleast 5 fAverage).

We would like to thank you for your interest in applying in the DILG.

God Bless You!

Trulyyours,

Regional Director

FM-QP-RI3-FAD-10-09

t0_t6.77 of100

D()cunrent C0d(

Rev. No. f,ff. Date P{ge

SERONAY
Director Director

CESO IIIMARTEfOY tU
AOV I

/eslorfatOun Top Mdr{agementProcess O{mer

[)repared [i1 Approved ByReviewed tsy



riDILG
DILG REGIONXIII

LETTER TO PQE

TAKERS. PASSED

luuLeJ

l]ear 

-:
Greetings!

This is in relation to the result of the DILG Pre-Qualiffing Examination (PQE) which you have taken

last 

-_ 

at 

-'

We are happy to inform you that you have passed the said examination with a rating of 

-

for the 

- 

level position broken down as follows:

TestAdministered Rating Quaiiiative
Description

However we would like to emphasize that while passing the PQE is a requiremenE to undergo the next

level of assessment, it is not an assurance that all passers will be qualified to participate in the next round of

screening. The individual result and interpretation will be a guidance by this level in the subsequent analysis

and assessment

We will be communicating you soon whether you make it in the next stage including the exact date

and venue of the activity.

Nevertheless we would like to congratulate you for hurdling the pre-qualifying examination.

Arrr rrrarm taaarA.r eb{r Yrr

Trulyyours,

Regional Director

FM-QP-R13-FAD-I0-10

100 10.16.17

Doctrmcnt Codr

Rev, No. Eff. Date

MARIEJOY
AOV I

SERONAY
Director

CESO IIIA"

Process Ofvner Ff," halQMR Top Man;/Bement

Prepared 81 Approved By

Pase

Reviern'ed By
l



Qualification Standards:

Education:
E:rperience:

Trainings:
EllgibiliW:
Plantilla ltem No.

DILG-REGION XIII

SELECTION LINE.UP OF qUALIFIED APPLICANTS

(Position)

(Date)

Date ofPublication:
CSC Bulletin No.:

s.MARIE

Owner

SERONAY

QMR

CESO IIIA.

Page 1 of 2

n,ri-t, Dr^nr (irdP

I rorarz

Educatlon EligibilitY
Name Current Position Desigrration Date

Alrnrove(l BV



DILG REGION XIII

NOTICE OF INTERVIEW
FOR ALL QUATIFIED NEXT IN RANK
PERSONNEL

TO

suBfEcT
DATE

Please be informed that the Regional Personnel Selection Board (RPSB) of DILG Region XIII will
conduct a panel interview on

for the following position/s to wit:

In view of the filling up of the aforementioned vacancy, kindly advice the following personnel under
your AOR to attend the assessment interview for the vacant positions, to wit:

No. Names

Qualified next-in-rank personnel who are not interest to be considered
wntten waiver whrch must be submrtteci to the Personnei sectron not iater than

for promotion may execute a

For information and compliance.

RPSB, Chairperson

FM-QP-R13-FAD-10-144

00 10.16.77

l)ocurrrertt Code

Rev, No. f,{f, Date , Page

HO. POSITION OFFICE ITEM NO.

SAI.ARY

GRADE /
MONTHLY

SATARY

QUATIFICATION
STANDARDS

(Minimum Requirements)

REMARKS

s.

Process
AOV

MARIE
gional Director

SERONAY CESO IIILI

lional QMR Top

Plepared By Reviewed By

1cf 2

Approved By



FM-QP-Rl3-FAD-10-148

00 70.76.77 1 2

Rev. No. Eff. Date

Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERN]UIENT

Region XIII (€araga)

(Date)

Dear 

-:
We received your application letter applying for a vacatrt position in our office.

We would like to inform you that the Regional Personnel Selection Board (RPSB) will conductthe

screening of the applicants for vacant positions in the departmenl

In this connectioq you are requested to report to our office for initial assessment as part of t}te

screening process on 

- 

at the DILG Regional Office XIII, Libertad, Butuan

City.

For inquiries, you may contact our officg thru at Tel. Nos. 342-2045 or 341-

7976

ThrnL wnrr___-__'_^J "-_'

Very trulyyours,

DONALDA SEp-OIttjJ
Chairman, RPSB

"Matino, Mahusay at Maaasahan"
#1559 MATIMCO Bldg., Km. 4, Libertad, Butuan City, 8600 Philippines Website: http://caraga.dilg.gov,ph/
Tef . No. (085) 342-2045; 34t-L976 or (Telefax) 342-2134;815-1299 Email Address: official@caraga.dilo.gov.ph

MARIE
v Director

ION, CESO III

Process fonal QMR Top Management

Approved ByPrt.parecl 81

Docutrre rtt C(rale

Page

i Reviewe,l By

Director



VACAflT POSITION / SGI

|TEM NO/S.:

oFHCE:

PRF NO/S.r

DATD OF PUBLICATION:

f,EMARI{S:

DILG-R tGION Xltl

COITIPARATIVE .ASSESSMENT MATRIX. INSIDER

DILG REGION XNI

f,DUCAT ON!

EXPERIf,TCE:

TRAINING:

ELIGIBII.]IY:
REMARXST

QUAUn UTI()N STANDABDS (QS)

POTENTTAL ASS]:SSMEilT ICOMPTTEilCTES)

INTERVIEW ASSESSMf, NT TORM
(EUOTTOI{AL AND SO('JAL ATIRIBUTES &

PERSONALTTY TRAITS)
OUTSTANDING ACCOMPLISHMENT

PERIONMANCE EXPERIENCE EDUCATION TRAINING

MEMBTiRS OF THE PANI L RA'TINGS
TMMEDIATIi
SUPERVISOR

AWARDS/
srTAT'l'roN/

COMMENDATIO

Ns/
RECOGNITION

BONUS POINTS

CRANI)
TOTAL
sconE

MEMBERS OF THE .'ANEL RATINGS
NAME OT CANDIDATES

G

E

N

D

E

R

A

G

E

2 mting period Point
Score

z5%
P0int
Score

15%
Point
Score

70tk Point
Score

10% A B c D E F G AVE. AVE.

Point
Score
f50%l

Point
Score
(40%)

2496 A E c D E F' G AVE. to% 5%
#of

months
s% 100

AOV
MARIE s. A. III

Director

s mner

Revi ite(r B!
2tt,

Preparcd Bl, lp prcved

Page 1
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DILG
DtLG-tiEGtON Xill

CO]UPARATIVE ASSESSMENT MATRIX- OUTSIDER Rw. Ilo. Etr, Date PaEe

01 10.29.18 1of1

QUALITICATION STANDARDS (QS)

vAcANT POSTTTON / SG;

ITEM NO/S.r

OFFICE:

PRF NO/S.;

DATE OF PUBLICATION:

REMARKS:

EDUCA'TION,

EXPERIENCE:

TRAINI\'lG:

ELIGIBILITY:

REMARKS:

NAME OF CANDTDATES

G

E

N

D
E

R

s
T
A
T
U

s

LJ

PRE.QUALIFYING
EXAMINATION

EXPERIENCE EDUCATION TRAINTNG

POTENTTAL (COM PETENCY-BASED)
EM(ITIONAL AND SOCTAI. ATTRIEUTES & PERSONALITY

TRAfTS
GRAND

TOTAL
SCORE

R

A
N

K

MEMBERS OF THE PANEL RATINGS MEMtsERS OF THE PANEL RATINGS

Point
Score

25%
Point
Score

1091)
Point
Score

75o/o
Point
Score

LO% A B C D E F G AVE, ZOVo A C D E F G AVE. 200k 100%

MARIE'OY
AOV /

A. W
Top /og"m"nt

Approved By'

QMR

Page 1
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DILG-REqrON Xm

CoMPARATM ASSESSMENT MATRTX- OUTSIDER Rev. No. Ell. Dete Pege

01 10.29.18 1of1

QUALIFICAIION STANDTRDS (QS)

vAcANT POSTTTON / SG:

ITEM NO,/S.:

OFFICE:

PRF NO/S.:

DATE OF PUBLICATION:

REMARKS:

EDUCATION:

EXPERIEN(E:

TRAINING:

ELIGIBILITY:

REMARXS:

NAME OF CANDIDATES

G

E

N

D

E

R

s
r
A
I
U

s

LT

PRE-QUATIFTING

EXAMINATION
EXPERIENCE EDUCATION TRAINING

POTENTIAL {COMPE-TENCY.BASED)
EMOTIqNAI AND SOCIAL ATTRIBIITES & PERSONALITY

TRAIIS GRAND
TOIAL
SCORE

R

A
N

K

MEMBERS OF THE PANEL RAI{NGS MEMBERIi OF THE PANEL RATINGS

Point
Score

25Vo
Point
Score

t0% Point
Score

15%
Point
Score

10% A c D E F G AVE. 20o/o A B C D E F G AVE. 20Vo 100o/o

MARIE JOY S,

Aov I Di1 ecbor

CESO IIIA.

f.fsionalavrR Top M/nagementProcess OLner

Page 1
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Republic oI the Philippines
DEPARTMENT OF THE INTERIOR ANO LOCAL GOVERNMENT

Request for Publication ofVacant Positions

'1. Fully accomplished Personal Oata Sheet (PDS) wilh recent passport-szed pictu,e (CS Form No. 212, Revised 2017) !!t|ich can be downloaded at wwtr,.c6c.gov.ph;

2. Pertormance rating in the last rating perk d (it a9plicable);
3. Photocopy oI certificate of eligibility/.ating/license; 6nd
4. Photocopy of Transcript ol Records.

QUALIFIED APPLICANTS are advised to hand in or send through courier/email theit application to

official@c!IaaA.!li!:t9yph

Position Tite (Parerthetical
Titl,e, if applicable)

Plantilia ltem No
Salary/

Job/ Pay
Grade

Monthly
Salary

Ouelifi calion Standards
Place of

AssignmentEducation Training lExperience Elisibility
Competency
(it applicable)

1

3.

4

5

CS Fom No. I
Re',secl iN18

Et ctorb copy b b, 3uD,rrlltBd b l,te csc
FO ,'.rct b k tls ExC./ toifl,,t

To: CIVIL SERVICE COMMISSIoN (CSC)

HRMO

Date:

L|UBETH A. FAMACION, CESO lll
Reoional Direclor

DILG-REGIONAL OFFIcE xlll, Km. il, Libertad, gutuan CitY

No.

2.

APPLICATIONS WITH INCOMPLETE DOCUMENTS SHALL NOT BE ENTERTAINED.



DILG
PDQ-AS-PD-O1
Document Code

POSITION DESCRIPTION
AND QUALIFICATION (PDQ)

CENTRAL OFFICE

Thc PDQ .te*rtb6 th. rqulrc,M,s (Quoilfrcadn S'aadords and Compete rc18) ol q fiGt/soad bnl poSIAM

lentzd tn this Deportmn'3 spp@ved stalFag patem'

10. Position Title/s and ltem
Number/s of those DirectlY
SupeMsed:
(Per opproved orgonnoaonol *ructure lf
posttion 6 nol supeNrsory/ monoger@l' pul

o

n*. X". Eft. Date Page

1. POSITION TITLE:...
Z, ltem of Work:6.5.Grade:4.

9. Position Title of Next Higher Supervisor:Title of lmmediate
Supervlsor:
8.7. Status ofAppointment:

o rg o n i zo tiqo I s ttcture )UNIT:

o

a

13.

lqek

M'

Level

THEOFFUNCTION1.I GENERAL

POSITIONTHEOFFUNCTIONGENERALt2

Area/Focus Competency

Developing and Inspiring Others

STANDARDS:

in the Civil

FtomNNk14. COMPETENCY

Commitment to Ethical Service and Good Governance

Customer Focus
Core

Ensuring Excellent Results

Organizational SensitivitY

Planning and Managing Teams

set

Tralning
(No. ofhours per coune,

Eligibiltty Requlrement/
Llcense/ CertiflcateExperlence

(No- of ya*)
Education

{Cource orul Level)

Problem Solving and Decision Making

For Non-LGOOtrFor LGOO Position

Critical and AnalYtical ThinkingEffective Cornmu nication

Collaboration (Working with Others)Influence

Process OrientationManaging Knowledge and Information

Information/Data/Records ManagementResearch and Analysis

Unit-based Profi ciency:Program D evelopment and Management

Relationship Building

Technical Expertise: Local Governance

15, MACHINE, EQUIPMENT, TOOLS, ETC. USED REGULARLY IN PERFORMANCE OF WORK:

Leadershlp
(Put "N/A' fot

L@deBhtp Leeel olsc
17 and bclow Positions

ftr OJfus ond
SeNi@; SC 19 ond

Funcdonal rprt
check in tlv

apprcpriote bor hr th?
set olFunctionol

Competengl whether
"For LGAO P6itiq'or

For Noq-LGOO
P6iarbnJ

As of (mm/ddlyyyy) 

-

I CERTIFY THATTHE ABOVE INFORMATION IS ACCURATE AND COMPLETE
(signature over printed name

of i ncu m be nt/ pe rs on nel olf icer)

01 I 06.01.2016 1of 2



DlLG
PDQ-AS-PD-O1
Document Code

POSITION DESCRIPTION
AND QUALTFTCATTON (PDQ)

CENTRAL OFFICE

16. DUTIES AND RESPONSIBILITIESi &ist duti6 and rryponsibitities under the appropnate sub-stion)

17. CONTACTS/CLIENTS:
(Pt an'x' morkunder &e applknbb column)

Crntact/Cllent
ceneral Public
Other Organization
Management
Dl LG Field Office/Personnel
Supervisors
Staff
fthers (specify)

The lnlormtion on this PDQ sel.6 os reJemcc lor q @mpehncy-bosd rerulbna& elsdon, ond pruwtion pr6ess, thereby improvlng he occwacy ln osslng a candldaaz's fitnas to a
Wrdculor posltioD.

As of (mm/ddlyyyy)

(signoture over printed nome
of i n cu m be nt/ pe rs on ne I offi cer)

Occaslonal Frequent

R*. No. Eff. Date Pag€

a

A. Speciflc Duties and Responsibtltdes of the POSITION
a

a

18. WORKING CONDITION:
(Put an "x" mark ilopplrcable.)

Normal Working Conditions
(office setring)
Field Work
Field Trips
Other [specin

()

Approved:Revlewed:Noted:

Regional DirectorDivisionChief/
lmmedlate Supenlsor

hovirciol Dirator /
lmmedlate suwnlsor

I CERTIFY THATTHE ABOVE INFORMATION IS ACCURATE AND COMPLETE

ot I 0601 ?n16

B. AddldOnal/ DeSlgnated FUnCtlOnS 6"a.. ottendonce olfrer, ilppbt oltr@r, @mmittee mnlpt/s@etoilat,desigtution os ofrcet-in-ch@gc, etc)

(

t
(

t
(
(

(

(

t
(

(
(
(

(
(
(



CS Form No, 4
Series of 2O77

Republic of the Philipplnes
( Aoe )

CERTIFICATION OF ASSUMPTION TO DUTY

This is to certify that Ms/Mr.

duties and responsibilities as

effective

This certification is issued

has assumed the

of

with the issuance of thein connection

asappointment of Ms/Mr

Date:

Attested by:

Done this : day of in 

-.
Head of Office/DepartmenVUnit

Highest Ranking HRMO

201 file
Admin
coA
csc

far sabmlssioo to C$FO
within 30 days fmm the

dab of assumptbn of lrte appoin@

of



DILG CENTRAL OFFICE

INTERVIEW ASSESSMENT
FORM

FM-QP-AS-PD-01-13

Age:

Office:

Office:

Rate the candidate on the applicable competencies of the position applied for.

RATING SCALE

NUMERICAL
RATING

ADfECTwAL
EQUIVATENT

5 Excellent

4 Well Qualified
J Acceptable / Qualified

2
Acceptable With

Reservations

1. Not Acceptable / Poor

Candidate:

Present Position / SG:

Position Applied For / SG:

INSTRUCTIONS:

DocurneIt Code

10.15.15
Rev. No. Eff Date Page

COMPETENCIES* RATING COMMENTS / REMARKS

CORE

SERVICE ORIENTED

P rofessional ism, transparen cy and a ccountab ility w hil e
working in the public sector.

How do you deliver the promised service
dependably and accurately?
How do you show willingness to help customers
and provide prompt service?
How do you show professionalism in the
performance of duties?

a

a

CUSTOMER FOCUS

Responding to customers in a systematic and anticipatoty
means to address needs.

a How do you know that you responded in a timely
manner to customer needs?
How did you assure that standard processes and
procedures were followed in customer
transactions?
How do you cunvey courteqF and earn client trust
and confidence?

a

E/VSURIilC D{ C E L L E N T RESU LT S

Managing time and resources to complete tasks in
challenging situations; thinking out ofthe box; taking
initiative and accountability; considering feedback.

What are evidences of success of a certain
task/project you handled? Goals? Outcome?
Impact?
How do you address gaps/weaknesses?
Whv is monitoring and evaluation important?a

00 1of 3



DILG CENTRAL OFFICE

INTERVIEW ASSESSMENT
FORM

FM-QP-AS-PD-01,13

Rev. No. Eff. Date

O RGAN EAT IO NAL SEN SITIV ITY

Understanding the organization's mandate, structure,
culture, stakeholders, resources and major policies and

PPAs which influence DILG operations.

o What is the DILG mission? Vision?
. Cite projects/programs that the DILG is engaged

in?

OTHERS

COMMANICATION SKILLS

ilearly conveying information and ideas through a variety
of media to individuals or groups in a manner that

engages the audience and helps them understand and
retain the message. Tact and diplomocy.

How do you show tact and clarity in the way you
speak and or write eommunications?
How do you handle verbal bullying/explosive
verbal situations?
What are media (pring visual, social etc.) you can
use to convey your message? Advantage &
disadvantage?

a

INTERPERSONAL SKILLS: CONFLICT MANAGWIENT

Effectively communicating and interacting with otherc.

. How do you work around each ot}ter's differences
at work? Give instances.

. Describe someone who is a good listener?
o What is the result of team work?

T ECH N IAL KN OWLE DGE/ EXPERT rSE/ SKTTIS

a How do you use the learning/s acquired from
training and post grad programs to prepare
yourself for challenges at work?
How do you aim to improve yourself in terms of
knowledge?
What are innovative/creative means to acquire
information?

a

o

STRESSTOLERANCE

M ai n ta i n i ng effe cti v e p e rform a n c e u n d e r p re ssu re ;
handling s-tress in d manner that is consistentwith DILC

core values.

a How do you stay focused on work given stressful
working conditions?
How do you personallv manage stress?a

PERSONALATTRIBUTE

T he overal I observed personal characteristics which
include pleasant and resonant voice and speech,well

g ro ome d app earan ce and favorab le i mpre ssion,
wholesome confidence and emotional stability.

Drrcurnenf (:0de



DILG CENTRAL OFFICE

INTERVIEW ASSESSMENT
FORM

FM-QP-AS-PD-O1-13

Rev. No. Eff. Date Pa

LEADING CHANGF*

ihe ability to generate genuine enthusiasm and
momentum for organiz,ational change- lt involves

engaging and enabling groups to understand, accept and
commit to the change agenda; and includes advoncing

and sustaining change. lt is also the ability to craft
in n ov ative so luti o n s to e n h a n ce org ani za ti on al

effectiveness.
CRITICAL AND ANALYTIAL THINKING*

The ability to explore and evaluate facts and information;
use evidence to support ideas.

. How do you evaluate and assess evidence?

. Does the interviewee have a personal position on
issues?

. How do you persuade others to adopt your
perspective/s?

BU ILD IN G CO LUI BORAT IVE IN CLU SIVE WO RKTN G

REUITIONSHIPr*

The ability to generote genuine enthusiasm and
momentum for organizational change. lt involves

engaging and enabling grcupsto understand, acceptand
commit to the cha4ge agenda. lt also includes advanci4q

ond sustaining change.
MANAGING PERFORI'TANCE AND COAC"IIING FOR

RESUITY*

The ability to ueate an enabling environmentwhich will
nurture and sustain a performance-based and coaching
culture. A strong focus on developing people for current

and future needs, managing talenl promoting the value of
continuous learntno and i mprovemirnt.

CREATING AND NURTURTNG A HIGTI PERTORMING
ORGANIZATION**

The ability to create a high performing organimtional
culture that is purpose driven, results baxd, clientfocused

and teqm-oriented.

TOTAL

Interviewer: Date:
*Department of the Interior and Local Government (DILGJ Competency Framework 2015
**Civil Service Commission (CSC) Leadership Competenry Framework for Certification Program [C-Pro) 2015

00 10.15.15 3 of 3

FOR SUPERVISOR POSITIONS ONLY
ISG 18 AND ABOVE}



DILG CENTRAL OFFICE

BACKGROUND
INFORMATION FORM

FM-QP-AS-PD-01- 79

lofZ

Document Code

Rev. No Eff. Date

Position aPP lied for:
Name of aPPlicant:

INSTRUCTIONS: at least one am sections A to C. Answer section D accord

Nature of relationshiP with applicant:
Name of interviewee:

nt?eofdatesthe inclusiveISWhat
What position does/did the candidate hold in Your

ization?
What was/were the reason/s for leaving/

?ration

What are/were the duties
the licant?

ibilities ofand respons

Whatare the ca three strongest qualities?ndidate's

Have you had anY concerns
elaborate.ce? If

with his/her

On a scale of 1to 10 [with 10

rate the applicant's overall performance' Why?
being the highest),

How does the aPPlicant display professionalism at

work? [e.g. tardiness, absenteeism, adherence to

licies
does the applicant deal with stress or

pressure in the workPlace?
ow

How would you describe
relationship with his/her

the applicant's
' peers, subordinates [if

rs?ora

MODE OF INFORMATION GATHERING
E others

Email
E Phone Interview

Face-to-face interview

A.2 WorkAttitude

A.1 Work Performance

ce

hered from past employers/ immecliate supervisors/ co-
SECTION A: RECENT EMPTOYME NT 6ln;orrrotion to be gsL

workers, HII

Nature of relationship with applicant:Name of interviewee:

From: toInclusive datesIs the applicant a former student in your
institution?

EvEs Eno
fl YES DNO

Details:
Has the applicant been involved in any school
organizations? If yes, please provide details.

SECTION B: SCHOIASTIC HISTORY ltnsorrtntion to be gathered from lost school attended where the degree was

co,n e.l by the condidat e, others)PR(, IBP,

Page

01 05.21.18



NOil YES

Details:
Has the aPPlicant
institution? If Yes,

been dismissed in Your
pl-e?! g P lqYid-e d-eta ils.

licable.if

theedattainbeen byhaseducationofleveltWha
awardshono rs,/Pleaseapplicant?

NOT AUTHENTICATEDileUTHENTICATEDlicant:theomaD Email
tr

Face-to-face interview
MODE OF INFORMATION GATHERING

t:withNature of relationsh
N ame of interviewee
How long has the aPP,licant been a resident in Your

commun DNofl Yss
UCtilIISIIUIIIIZALIU lLy 1

involvedin anybeentheHas applicant
KIllCUIITIIIUIIuf vtIt Y€S,yuIBA

orroleils ).deta positionrov ide (e.g.p

NOYES

Details
Were there anY

against the aPPl

complaints/
icant? If yes,

infractions filed
elaborate details'

Email

trMODE OF INFORMAT ION GATHERING Face-to-face inte rview
Inte

others

flslightly Acceptable I slightly unacceptable flNotAcceptableEAcceptable

Remarks:

SrCUOft D: OVERALT EVATUATION

INVESTIGATION (ndicate the overall osse

OF THE APPL
ssment on the oPPl

icnnr BAsED oN THE BACKGRoUND

icant by checking the appropriate box; to be l'illed out by the

tnd investba tor.

Head, Personnel DivisionSSB Action Officer

Date

Back ound investi rtion conducted b Reviewed b

indicate

il Phone



DILG CENTRAL OFFICE

POTNruTIAL ASSESSMENT
FORM

FM-QP-AS-PD-o1-11

Candidate:

Prcsent Position / SG:

Position APPtied For / SG:

Age:

OfEce:

Office:

Inshuctions: As the immediate zupervisor of the candidate, y9u.1e. to rate him/her on certain factors concerning

human relation, Ieadership and personal attributes which could indicate the potential of an individual to perform not

onry the duties of the poriiion t'u" filled but alsolrrose trigtrer and more responsible positions' Base your rating on the

following level of standards with their corresponding point score'

Be sure to record your rating of the candidate on each of the factors. Do not omit any item. After rating the candidate,

add the point scores.

Document Cod(

Rev. No. Iiff. Date

Point ScoreLevelAdiectival

5A standard of Performance could not be improved by any circumstances or

conditions
which

Excellent

4theall normalmeetsandthe averageaboveofstandardA performance
of theGood

3
A standard of Performance that meets all the normal requirements of the position

Average

2
orasbe

but one thattheofnormaltheiswhich positionbelowofstandardA performance
Fair

I
A standard of performance regarded unacceptable for the position

Poor

I. HUMAN RELATIONS

1.1 Is he/she able to adjust to the variety of personalities, rank and informal groups present in the

organization?

1.2 Does he/she internalize work changes with ease and vigor?

2.lHowwelldoeshe/sherespondtoyourrequest,demandsandexpectations?

2.2 Does he/she appmise you of the sigrificant problems in this work, their causes and appropriate steps

to be taken to correct t}tem?

2.3 In the face of differences in behavior between him/her and you, can he/she maintain his/her individual

3.1 Does he/she have the respect and acceptance ofhis/her peers?

point of view?

3.2 Does he/she try to help his/her peers in clariffing points they are trying to resolve?

4.1 ls he/she always cordial and respectful in dealing with transacting public?

Page

o1 03.aLu 7 of2

SCORE

SCORE

SCORE

4, ABILITY SCORE



,
DILG CENTRAL OFFICE

POTENTIAL ASSESSMENT
FORM

FM-QP-AS-PD-01-11

II.

IIr. PERSONAIQUAtTFtcATToNANDATTRTBUTES

f)oqrment Code

Rev. No, f,ff Date

4.2 Does he/she show enthusiasm in providing the clients/public, the
sought for?

and assistance they

able to encourage his/her peers and subordinates to contribute and participate in problem-
decision-making?

1. Is helshe
solving and

2. can he/she influence your thinking attitude and behavior and that of his/her peers?

3. When assigned
tasks/projects?

with ad hoc externar groups, does he/she Iead the members to do wilingry the assigned

4. When assigned to be
work of the members?

a leader/chairman of the working group, does he/she assume responsibility for the

1.1 Is he/she intellect,ally critical of existing standards, systems and policies?

1'2 Does he/she take the-initiative to organize or develop programs, systems and procedures andstandards that will benefit the organization?

2'1 Does he/she have a high degree of tolerance for tension resulting from increasingvolume of work,organ izatio n eh ange, environ mental confl ieg etc. ?

2'2 Is he/she able to control and handle his/her anger and negative emotions?

2'3 Does he/she accept criticism objectively whether from his/her subordinates, peers or supervisory?

3- 1 When you seek help from himlher in solving problemg does he/she submit considered analysis of
alternatives and reeommend for solutions?

3'2 When you need to make a decision is immediate, is he/she able to act quickly and make the best
decision possible?

TOTAL POINT SCORE:

Rater: Date:

Page
01 03.01.17 2of2

7.
SCORE

SCORE

SCORE



DILG CENTRAL OFFICE
CHECKLIST OF REQUIREMENTS FOR NEWLY
HIRED/ PROMOTED/ TRANSFERRED
EMPTOYEES

Position:

D N*vp Hird/Reemployed A Promoted D Renewal / Reappointment A Transferred

Name:
Office:

FM.QP.AS.PD.O1.15
Document C()de

02.01.18
Rev. No. Eff. Date

Latest Personal Data Sheet (Civil Service Commission Form No. 212) (2 Copies)
I LatestSworn Statementof Assets; Liahilitiesand NetWorth tSAf.N) [3 Coniesl
Certification of Assumption to Duty ICSC Form No.4)
Oath of Office ICSC Form No. 32) with documentary stamp
Original Copy of the Authenticated Certificate of Eligibilifz; CSC Certificate of Eligibility,
Certificate/License/lD - Professional Regulatory Commission [PRC), Integrated Bar of the
Philiooines flBP). Drive/s License. etc.

Authenticated Transcript of Records ffOR)
Authenticated Diploma
Position Description Form (DBM-CSC Form No. 1)

Medical Certificate for Employment ICSC Form No.21,1)
National Statistics Office (NSO) Birth Certificate (Photocopy)

I
Certification of Performance Rating findividual Performance Commitment and Review -IPCR
rating or Division Performance Commitmentand Review- DPCR ratin

National Bureau of B Clearance

e if applicablel
Latest Personal Data Sheet fCivil Service Commission Form No. 212) [2 Copies)

Latest Sworn Statement of Assets, Liabilities and Net Worth (SALNJ [3 Copies)
Certification of Assumption to Duty [CSClorm No,4)
Oath of Office (CSC Form No. 32) with stamp
Original Cop;t of the Authenticated Certificote o! Eligibifffz: CSC Certificate of Eligibilitv,
Certificate/LicensellD - Professional Regulatory Commission (PRC),lntegrated Bar of the
Philippines fl BP), Drivey's License, etc.

Authen tica ted Tran s crip t of Reco rd s toR)
Authgnticated Diploma
Position D Form BM-CSC Form No.1,

I Position DU and

Latest Personal Data Sheet Civil Service Commission Form No. 21

I
Latest Personal Data Sheet Service Commission Form No.272

iry,uthenA tedticathe CSC ofCertificatecopyOriginal of ofCertificate Eligibility: Eligibil
Certificate License ID Professio nal ionCommiss In BarRegulatory of theRC),IP tegrated
Ph ines IB rive/D S etc.

L.atest Sworn Statement of Liahilrtres anr! Net Worth tes
Certification of Assu tion to D CSC Form No.4
Oath of Office CSC Form No. 32 with

Eligibility,C'I the uthenticaA tedOrigina, ofopy CSCCertificate of Certificate ofEligibility:
Certificate License ID nalProfessio/ Commiss ion P InteRegulatory ofBar thet RC), rgrated
Ph nes IB r'Drive Licenses etc.
Authenticated Records

PART I. ASSUMPTION TO DUTY

Paqe
05 1of2

For

For Promoted

For Renewal /

For Transferred



01-15AS-
Document Code

DILG CENTRAL OFFICE

fiitiKlfSr or nEQUIREMENTS FoR NEwtY
HIRED/ PROMOTED/ TRANSFERRED

EMPLOYEES

Signaturc of EmPloYee PD Actionofiicer

Rev. No. Eff. Date

Authenticsted
Bl"i-CSC Forni i'lo. irut lrrn^-:&:^6i'uSlLluu

Medical Certificate for CSC Forrn No. 211
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