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DILG REGION XIII

qUALITY
PROCEDURES

PROCEDURE
TITLE

IEARNING AND DEVELOPMENT

SCOPE

This process starts from identiffing the learning and development needs of DILG-Region XIII
personnel up through their IDP/PDP Request up to the evaluation of effectiveness of
interventions provided.

PURPOSE/S
To equip DILG-Region Xlll personnel with the necessary knowledge, skills and attributes to
maximize their potentials and enable them to effectively conffibute to the realization of the
Department's obiectives.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

IDP/PDP,TNA

0perating Units
Employees

L&D
-+ Conducted

L& D Eval.

DESCRIPTwE STATEMENT: The HRMO III consolidates the Summaryof Individual/ Professional Development PIan

[/PDP) and result submitted by the employees for review of the Personnel Development Committee (PDC). The
Personnel Development Committee (PDC) will formulate the L & D Plan containing the most urgent and important
Learning and Development (L&D) interventions needed by the personnel to enhance their knowledge and skills or
addressed their performance gaps. Upon approval by the Regional Director, the L & D Plan will be communicated to
all concerned Offices. The Personnel Development Committee (PDC) will ensure the preparation, implementation
and evaluation of effectiveness of the Learning and Development Interventions.

Step
No.

Responsible
Personnel PROCESS/ACTtVITY Details References

1 Personnel Section Collect IDP & PDP o Prepare consolidated matrix on
collected IDP/PDP from QP-R13-
FAD-09

o Forward to Personnel
Development Committee (PD CJ

the consolidated matrix of IDP /
PDP

o Individual
Development
PIan (lDP);

o Professional
Development
Plan (PDP);

r IPD / PDP
Consolidated
Matrix

2 Personnel
Development
Committee [PDC)

ldentifr training needs o Review & Evaluate the
submitted consolidated I DP/
PDP and propose appropriate
intervention (i.e. formal/ non-
formal trainingl.

o Self& Supervisor
Assessment Tool;

3 Personnel
Development
Plan (PDC),
HRMD
Committee,
Personnel Section

PreparetheL&DPlan o Prioritize the interventions
needed based on urgency and
relevance to the
Department's thrusts for the
current year

r Secure approval to the Office of
the Regional Director

o Learningand
Development
Database (as
culled out from
the IDP/PDP)

. L&DPlan

01
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DILG REGION XIII

quALrTY
PROCEDURES

Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

4 Regional Director ApprovetheL&DPIan . Sign the L&D Plan
e Return to Personnel Section for

dissemination to all Divisions in
the Resional Office & FOUs

L&D Plan

5 Personnel Section Disseminate the
approvedL&DPIan

o Transmit the approved L & D
Plan to all concerned Offices
within two (2) working days
upon receipt in accordance with
the Regional Records
Management Procedure.

. APproved
Learning &
Development
Intervention

r Regional Records
Management
Procedure

5 Personnel Section

/ PDC / HRMD
Team

Secure Budget allocation
for L&D

a Coordinate with Budget Officer
and Planning Officer for the
integration ofL & D

o ApprovedL&D
Plan and AOPB

7 Personnel Section Design and implement L
& D Capacity
Development Activity

o Design and implementthe L & D
capacity development activity in
accordance to QP-R13-LGCDD -

t6

a

I HRMO III &
HRMO II

Monitor the
implementation of the
L&D PIan

a Record / update the Process
Summary Logsheet

o Check actual participants versus
target participants

o Process
Summary
Logsheet (PSL)

r FM-QP-R13-
LGCDD-16.04

9 HRMO III &
HRMO II

Update the Learning and
Development Database

o Encode the names of
participants on the training
program to the L&D Database.

o Learningand
Development
Database

10 Personnel
Development
Committee (PDC),

HRMO III &
HRMO II

Evaluate L&D
effectiveness

o Evaluatethe L&D effectiveness.

a Prepare transmittal / memo of
Overall L&D Intervention Result
including competenry gaps (if
any) for appropriate action.
Forward to RD for signaturea

o SPMS: IDP/PDP
o Learningand

Development
Database

11 Regional Director Approval of the
transmittal / memo

. Signed by RD and returned to
Personnel Section for
dissemination to FOUs

e Transmittal /
Memo

r Overall L&D
Intervention
Result

L2 Personnel Section Disseminate the
approved
transmittal/memo

a Disseminate the transmittal /
memo to concerned office in
accordance with the Regional
Records Management P rocedure

r Transmittal /
Memo

o Overall L&D
Intervention
Result

r Regional Records
Management
Procedure

13 Process Owner Retain records e Update the Process Summary
Log SheeL

r Process
Summary

01
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DILG REGION XIII

qUALIW
PROCEDURES

Definition of Terms &Acronymsl
. Learning - Refers to interventions organized outside the formal learning system which are recognized as

coaching, mentoring, job rotation,
o Development- Refers to formal education that takes place within a teacher-student relationship.
. Inten/ention - The systematic process of assessment and planning employed to remediate or prevent a

social, educational, or developmental problem.
r Competency - A set of observablg measurablg and vital skills, knowledge, and attitudes that are

translations of capabilities deemed essential for organizational success.
r Competency Gap- Knowledge and skills that exist and those that need to be filled/developed and/or

enhanced
o Qualification Standard- Norms and specification requirements comprised of education, eligibility, training

and experience regulating the specific tasks attached to a particular work position.

Documentary Requirements:
r LearningandDevelopmentDatabase
o Individual Development Plan (lDP)
o Professional Development Plan IPDP)

Records Maintained:
o Learning and Development Database

Legal References:
r Executive Order No.292, s. 1987 Administrative Code of 1987
r Civil Service Commisslon Resoluflon No. 1300979 dated May 17,2013 Clarifying Qualification

Requirements for Appointment to Executive/Managerial Positions in the Second Level
o CSC Qualification Standards Manual serles 1997
o Civil Serwice Commission Memorandum Circular No.46, series 1993 Dated November 10, 1993 Policies

on Qualification Standards
r Civil Service Commission Memorandum Circular No. 12 series 2013 Dated October 29,2OO3 Revised

Policies on Qualification Standards

Step
No.

Responsible
Personnel

PROCESS/ACTTVTTY Details References

r Retain records in accordance
with Control of Retain
Documented Information
Procedure and Masterlist of
Records. R13-SP-02

Logsheet (PSLJ
o Control of Retain

Documented
Information
Procedure

r Masterlist of
Records

SERONAY FAMACION, CESO III
HRMOiil Asst netioUral Director B6eional Director

Prbcess Owner t QMR DILG-ru(llI Deputy OMR

fteY. No. Eff. Date Page
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DILG REGION XIII

UATITY
BIECTIVES

a
o

BUREAU/SERVTCE PERSONNEL SECTION, FINANCE AND ADMINISTRATIVE DIVISION

PROCESS LEARNING AND DEVELOPMENT

QO-QP-R13-FAD-14
Document Code

10.16.17 1of1
nev. No. Eff. Date

Function

Key Performance Indicators [KPI]
Frequency of
Monitoring

Results

Responsible for
Monitoring

Applicable Documents
fProcedures] and Forms

(Records), including
applicable Legal
Requirements

Obiective Target Responsible for
Monitoring

o Facilitation of
Learning and
Development
lntervention for
all DILG Region
Xlll personnel
to equip them
with the
necessary
knowledge,
skills and
attributes and
support their
career growth
and obiectives.

o Ensure the
implementation /
conductofL&D
lnterventions (as to
prioritization or the
most needed) for all
personnel

t 80o/o of the L & D
Interventions
identified for the year

o No.ofl&D
lnterventions
implemented

/conducted within the
year

o Semestral r Personnel
Development
Committee,

o HRMO's

r L& D Plan
r ActiviV Design
r Regional Order
o Attendance Sheet
r Certificate of

Participation
o Post Activity Report

. Ensure participation
ofpersonnel to
attend at least 1

training within the
year

o 80o/oofpersonnel
participated in the L
& D at least 1 training
within the year

o No. ofpersonnel
attendedtheL&D
interventions
conducted within the
year

o Semestral o Personnel
Development
Committee,

r HRMO's

o Learningand
Development Monitoring
Logsheet

MARIE SERONAY CESO III
{nuoiii / vdRo

Process Owner / Deputy eMR DItdRxIll Deputy QMR

Reviewed A lroved BPre :ared B

Pase

o0

Re[ional
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DILG REGION XIII ICARAGA)

PROCESS QUATTTY MONITORING
AND EVATUATTON (QME)

PERSONNEL SECTION, FINANCE AND ADMINISTRATIVE DIVISION

QME-QP-Rl3-FAD-14
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DrvrsoN/Fou

PROCEDURE
TTTTE

TEARNING AND DEVETOPMENT

oBIECTTVE
STATEMENT

7.

2.
Ensure the implementation / conduct of all L & D Interventions for all personnel
Ensrlre participation of personnel to attend at least 1 training within the year

CURRENT PERIOD |ANUARY- IUNE 2018

Obiective 1: Ensure the implementation / conduct of L & D Interventions (as to prioritization or the most needed) for all personnel
TNDICATORS 1st Semester 2nd Semester Total

A Total number of the L & D Interventions identified for the year

B Total number of L & D Interventions implemented /conducted within the year

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

D Gap Analysis: In case the objective is not me! put your analysis why it is not met
The office conducted L & D interventions for 1$ semester but not identified by
the unfunctional Personnel Development Committee (PDC) due to numerous
!4tgrven ing activities.

Obiective 2: Ensure participation of personnel to attend at least 1 tralning within the year

INDICATORS 1st Semester 2"d Semester Total
A Number ofpersonnel participated in the L & D at least 1 training within the year
B &glpgrsg44gl4$ended the L & D interventions conducted within the year

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

D Gap Analysis: In case the objective is not met, put your analysis why it is not met
Identified personnel was participated in the seminar,/workshop not identified
from the Personnel Dev. Committee [PDC).

Note: For unmet targets, the QMS secretariat will issue corrective Action Report [CAR) duly sigped by the DILG-XIII DepuW QMR.

t
MARIE i

AOI

l\,rrlrrr"J
OYS.LUENGAS

'/ uRk6 ltt
Y

Director rl Director

,A.
III

ProLess owner I oeputy qun Deputy QMR

Rev. No. Eft. Date Page

Prepared By Revieweri By Aoproved Bv
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InsEuctionsl
For each ltem, rate tte personnel from 0-4 as indicated ln e.ch competency name and descrlpdol, how much you thiDk the RATEE exhi

following scale:

[0] N/A - does notapplyor is not required to demonstrate the comp€tency

[U BASIC - Iimited to own tasks and usually requires supervision ald further trai[iir& competelcy ls at a level where spe

[2] INTERMEDIATE - Generally confined in own set of tasks, brt has tasks that require working with others, witt some activities no

[3] ADVANCED - Covers/integrates workgroups, multiple tasks, dlverse work units, varied situations
4 EXPERT - lnvolves work ofdifferent units, o rational s tems and rocesses iI a d namic environment

Fil-QP-R13 -FAD-14-0 1A

CORE COMPETENCIf,S

Smployee 1

Competency
Description & Ratilrgs
Requirement

Ability to demonstrate a strong desire to promote good govemance and establish
posldve organizadonal tmage by following the civil servants' code of condud and
modeling professional ethlcs and values as transparency, accou[tabllity,
participatlon, and effecdveless

SeU Supervisor

Conducts tosks and anages lnteroctlons with a positive dttittlde showing courtesy,
sensitivity, toct, and respect

AccouhE for the use of retources entrusted for job performance/ work purposes
1

Promotes the activities/ projecB ond programs on good govemance ond eflective public
serv i ce of th e De po rtm ent

2. CUSTOMER.FOCUS

Competency
Description & RatinSs

Requirement

Ability to identify and respond to current ard future, lnternal and external
customers' needs, delivering htgh quality (efficient and efrec{lve) seMces that meet
tf,eir needs

Responils to customer needs in a timely, professionol, ond courteous monner

Abides W stundard processes and procedures in attending to customers1

Delivers the seruices ond solutions needed by intemol ond externol custofieB

3. ENSURING EXCELLENT RESULTS

Competency
Description & RatinSs

Requirement

Ability to ef,ectively manage one's Ume and resources to complete tasks even in
challengi[g situations; thilking out ofthe box, considering others' feedbacll and
taking accountablllty for flnal results

Worl<5 to ensure thot outpuB and expected results are delivered (sees things through ond
does not get sidetrocked)

Takes ownership and responsibility for the delivery ofone's own work

Desgns o personol action plon to oddress the requirements ofone's work

Seekt feedbock on current urays ofworking ond improves one's work tmsed on inpuB
received

Mointainsfocus even when deoling with numerous tasks

Expresses o desire to do better and frustration over woste or ineficiency

4. ORGANIZATIONAL SENSITIVITY

Competency Assessment: ADMINISTRATM POSITIONS (SG 1-9)

1. COMMITMENT TO ETHICAL SERYICE AND GOOD GOVERNANCE

Proctices honesty ond occountobility in olloreosofwork

Performs ossigned tasks to meet pre-set stondards

1



Cdmpetency
Description & Ratings
Requirement

Abtlity to understand the orgatrlzation's matldate, structure, and culture, along with
rnaior policies, leglslations, and resources whlch influence its operatlons

1

Describes the ftondate ond orgonizationol structure ofthe Deportmeht

Demonstotes understonding [can exploin] the key tosks, outputs and required
com petencies of one's work in the Department

FUNCTIONAL COMPETENCIES

Competency
Description & Ratings

Abilityto cotrtribute to tte deliveryo[6Co@
positive commulication, interacdon, and cooperatlon with teammates attd

1

ldentiJies vorious sources oI relevant and credible informotion

Secures informotion ond inputs from internal ond external contocts (individuols and work

Acknowledges when one doesntt know how to do a tosk ond takes steps tofindoutmore

2. COLLABORATION / WORIflNG wlTH OTHERS

Competency
Description & Ratings
Requirement

Abllity to condbutc to tte d.llvery ofthc oueuts ln a group elvlronment through
positive commutrlcatior, intemcdon, and cooperatior r4rith teammates aud
colleagues

1

Identiles lndlvlduol tostl ond responstbtltttes as the! retaae to the ochianement of the
unit/olfice targets and o

Pafticipates actively in accomplishing group gook by willingly doing one's shore of tosks

Assumes .esponsibility for work octivities and coordinotion efforts
Deols honestl! dnd fairbt *,ith others (teammotes, intemol ond externol workmotes)

considerotion and t in the

Appropriately expresses one's own opinion over r4tork mattets

Recognizes/listens to the diverse views and opiniohs of customers, colleagues, and superiors

Competency
Desc ption & Ratin$
Reouirement

Ability to efrectively $,ork within structures, followlng step by step processes and
procedures and taldng rot4 of even mlnor detalls

1

Keeps o checklist ofall the items that need to be covered when perlorming tosks

Cites (con cite) details t might be overlooked and possible errors iiot mght be

Follows processes and procedures to moke sure all para ofa toskqre completed

Ga thers inform a ti on a nd k from diferent sources on e usefulness ofprocesses on

4, INFORMATION/DATA/RECORDS MANAGEMENT

Compet€ncy
Description & Iatings

Ability to or8anize, malntailr, rekieve atld ensure dre proper use arld dlsposidon of
records and office docume[ts

I

ldentifes information/ dota relevant to the functions ofthe unit/ofrce and which needs to
be organized lor eosy occess

Distinguishes the voious kinds of informotion/ documents usuolly received by the ollice ond
how to respond to them

Explains relevont poltcies, procedures ond stondards for records manogement

Competency
D€scription & Ratings
Reouirement

Ability to demonstrate depti ofhlowledge and skills related to different
adminisbative servlces needed to efiectively run day-to-day organlzadonal
orrerations

Exploins thefunctions, projecB/progroms, arul services to customers and stokeholders

ldentiles key stakeholders of the DeparttnenC ond exploihs how the Department worl.s with
or serlices those stakeholders

1. CRITICAL/ ANALYTICAL THINK!NG

ldentifies the links between situotions ond information

3. PROCESS ORIENTATION

S. ADMINISTRATIVE/ SUPPORTSERVICESPROFICIENCY
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Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND TOCAT GOVERNMENT
REGIONAI OFFICE Xlll (Caraga) Eff.Dare

01.01.18 1of 1

Competency Assessment ADMINISTRAT|VE POSITIONS (SG 1O-17)

Ilstrtcdonsl
For each lteh, .ate tte pelsotrtrel from 0-{ .s indicated ln each coDrpeteocy n.me and descrlpuon, how much you
tldnk the RATEE exhlbits the lnidi..ted beh.yior usiug the followitrt scalel
[O] N/A - does not apply or is not required to dernonstrate the competency
[1] BASIC _ limited to own tasks and usually requires superyision and l rther trainin& competency is at a

level where specific procedores are obsewed
[2] INTf,RM EDIATE - Generally coDained in own set of tasks, but has tasks that require working with others, with

some activities not necessarily covered by proredures
[3] ADVANCED " covers/integrates workgroups. muldple tasks, diverse work units, varied situatiotrs
4 f,XPER'I Involves work ofdifferent units, o erational s tems and rocesses in a d namic environment

DILG IM R13-rAD-14-018

Employee 1

CORE COMPETENCIES Self Supelvisor

Competency
Description & Ratings
Requirernent

Abilltyto demonstrate a shoEgdesire to promote good governancc and €steblist
posldve organizational image by following the cMl servants, code ofcotrductatrd
modellng profcsslonal ethlcs and values as Eansparency, accountabillty,
pafiicipatiorl, and effecdveness

Consistently adheres to the civil servont:' code of conduct and the volues the Depar\nent
shnds fot nomely: tronsparcncy, accountability, porticipotion and efectiveness

lnhibiA onese\from belng in o situotion where there might be o connict of interestond/or2

moins potitive and keeps emotions under contol in high pressure sittotions os when one'sRe

SUB.TOTAI

2, CUSTOMER.FOCUS

Competency
Description & Ratings

Ability to identifyand respond to currentard future, internal and extemal
customers' ne€ds, deliveaing high quality (effic{etrtaDd effective) services that meet

Initiotes corrcspondence with customers to determine their sotisfaction with the seruices
received and enoc6 t^/oys to

Updates customers on the stotus of their requests, ond ofany poti.y or process chonges that
t2

Anticipates the needs ofcusbmers and delive$ services beyond fieir immeiliote requests;
Work with customers to odopt seruices, progroms, policies ond procedures which wilt bettet
ttheir needs

SUB.TOTAI. 0 {)

3. INSURING EXCf,LLENT RESULTS

Competency
Description

Follows through on tasks to ensure completion ond moximize one's performance

Looks for ond suqgesB more creative ways of delivering ou@uts to improve current weys of
wotki\g (cfeativiu); Meosures ond benchmarks against externol environment b ddopt best
proctices

Adop6 to new or diferent sihtotions effectively amidst continuous chonge dnd fan pace of

2

lmplemenE woys/systems to fiore efectivebt utilize ond share resources and assets

0

1. COMMITMENT TO f,THICAL SERVICE AND GOOD GOVERNA CE

0 0

0 0

Abllity to effectively maDage ore's 6me end resources to corDplete task3 even in
challenSing situadons; thinking out of the box, .onlide og others, feedback and
tsking ac{ourtabiliB/ for ffnal results

Completcs chollenging tasks and duties even widtout constont supervision; Exhausts different
ulays b occotuplish one's gools despib setbocks ond foilures

SUB.TOTAL 0



4. ORGANIZATIOI{AL SENSITIVITY

Competency
Descaiption & Ratings
Requirelnent

Ability to understand dte organization's mandate, shucture, and culture, alongwith
maror poli€ies, leglslations, and resources whi€h influence its opcrations

2

Demonsa'a@s underst nding [can exploin] the mondotc ofone,s own uniC onil how one's
own wofk contTibutes to the thattuondote
Utilizesfo rmol sltu.tures, rules, ond processes to occomplish work os prescibedin the

Charts the relationships ofthe diferent stakeholders to eoch anoihet os guiile on how they
ce the delivery ofmondote

SUB.1'OTAL

FUNCTIONAL COMPETENCIES

1. CRITICAL AND ANALYTICAL THINKING

Comp€tency
Description & RatinSs
Requirement

Abillty to interprea,link and process ltrformadon in order to understand issues a]Id
ldentify altemauve solutions

7

Identifres the results ond posrible consequences of using or interpEting avoiloble
informotign in a specific monner
Detenfiihes issues or difrculties thot may orise ifdota anil informotion wilt be useil ani!
interpreted in o

ldentifres multiple relotionships ond disconnec5 in ptucesses in oraler A) identily options and

Anticipates potential oMcles in peioming complex tosks ontl develops

SUB.TOTAL

2. COLLABORATION / WORKING wlTH OTHERS

Competency
Description & RatinF
Requirement

Ablllty to coatrlbute to the deltvery of the ouButs ltr a group etrvtroBment throudt
positive comhu[icaUon, inteiaclCon, ard cooperadon with tealrmates and
colleagues

AdjusB work approoches boseil on norms ogreed by the tuembers ofthe Eam/ group

Adjtsts work roles to conplefient individual capocities ond to ensure that every member of
the work group con work with eoch other/ together as a team

Participavs in cross-fanctional octivities and other opportunities for collaborotion on
projec6, progroms ond other areos ofoperotion

cB to undefstand ond respond appropriately to the concems of others

Activeb, listrns to colleogues ond ploces one's self to gain undersfrnding of one,s siirltion

SUB.TOTAL o

3, PROCESS ORIENTATION

Competency

Description & Ratings
Requireftent

Ability to effectively worl withh structures, foltowialg step by step paocesses and
procedures and taking note oa even minor details

j

Cothpo rcs fnished work/ ouqut b expected work/ ou@ut following checklist of
requiretuen$/ stdndord processes o nd prccedures

Seek feedbdck regording overlooked detuils to determine when onil understund why eftors
ore usually commitlcd

Reviews work carelully for accumqt, follotping directions stobd in process reloted
documenB ond ensuring compliance a, policies and relevont lows

Reviews ond provide additionol inpua on drafi docuhenB for the efrective implementotion
of admi nistative seryices ond progmms {HRMD, Personnel, Accounting, Budget eta")

Recognizes organizationol culture and proctices that afect work processes

0 0

Idenailes connections between sid)ations thot ore not obviousbt relabd

0 0

3

0



SUB-TOTAL

+. INFORMATION / DATA/ RECORDS MANAGEMENT

Competency
Description & Ratings
RPdrirement

Ability to organize, maintain, retrieve and ensure the proper use and disposition of
records and offfce documents

3

-Plans the details (order/ classification/ functionalities/ inwrface) of a syswm which can

help organize and facilitate access to infonnation/ data/ records

-Follows up an the status of documents transmitted to and from by the ofice t) ensure that
the tronsaction is comoleted

-Manitnrs and regularly updates documenB and records for storage, retention, and disposal

SUB.TOTAL

5. ADMINISTRATIVE / SUPPORT SERVICES PROFICIENCY

competency
Description & Ratings
Reouir€ment

Ability to demonstrate depth of knowledge and skills related to different
administrative services needed to eff€ctively rutr day-to-day organizational
onerations

?

Plots implementable actions to ensure delivery ofoutpu8

Uses appropriate methods and tools in performing tasks

AdapS the use of lT based tools or technology assis@d programs to deliver outpus more

efficientlv
lnves5 time and effort in learning new technological systems and techniques to enhance
work

SUB.TOTAL

5.1. ADMINISTRATIVE PROFICIENCY: General Services

Competency
Description & Ratings

Requirement

Ability to demonstrate depth ofknowledge and skills related to different
administradve services needed to effectively run day-to-day organizational
onerations

.,

Liaises with interaal and external stakeholders ta level-ofon implications ofcurrent/new or

fiiture programs and seruices

Monitorc and reviews work resula for trends and relations in order to make appropriate
recommendations

lmplemen\ relevant laws, policies, rules and regulations for ffictive control and
coordination
Streamlines work systems and finds appropriate solutions using available IT based uols or
technoloov assisted aroa rams

SAB.TOTAL

AVERAGE

Owner
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Noted By

CESO III
Director

ManagemeIrt
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DILG
Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND TOCAL GOVERNMENT

REGIONAI OFFrcE Xlll (Caraga)

Competenry Assessment ADMINISTRATM POSITIONS ISG 18'25)

Instructionsr

For each item, rate the personnel from O4 as indicated in each competeucy name and description, how much you think the

RATEE exhibits the inidicated behavior using the following scale:

[o] N/A - does not apply or is not required to demonstrate the competency

[1] BASIC - limited to own tasks and usually requires supervision and further trainin$ competenry is at a level

where specific procedures are observed

[Zl INTERMEDIATE - Generally contined in own set of tasks, but has tasks that require working with others, with some

activities not necessarily covered by procedures

[3] ADVANCED - Covers/integrates work groups, multiple tasks, diverce work units, varied situations

[4] EXPERT - lnvolves work of different units, operational systems and processes in a dynamic environment

FM-OP-R13-FAD-14-01C

CORE COMPETENCIES
Employee 1

1. COMIT{ITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE

Competency
Descriprion & Ratings

Requirement

Ability to demonstrate a strong desire to promote good governance and establish positive
organizational image by following the civil renrants' code of conduct and modeling
professional ethics and values as transparency, accountability, participation, and
effectiveness

Self Supervisor

3

Implements processes and structureswhich ensure adherence to civil servants' code ofconduct and
the volues ofthe Denortment

Holds self and/or work unit accountable for one's/groups' actions and behaviors

Crofts policies and develops practices which reinforce the Code ofEthics, and reduce red tope, graft
ond rornrnfion
Assesses and establishes ways on how the work ar the work ofthe unit/Department can be better
communicated and understood by customers end stakeholders

2. CUSTOUER.FOCUS

Competency
Description & Ratings
Requirement

Ability to identify and respond to current and future, interrral and external customers'
needs, delivering high quality (emcient and effective) services that meet their needs

3

Initiates correspondence with customers to determine their satisfaction with the services received and
enacts ways to right away improve service delivery

Updates customers on the stotus of their requests, ond of any policy or process chongx that might
affect delivery of the services thqt need

Anticipates the needs of customers and delivers seruices beyond their immedidte requests

Works with customers to adapt seNices, programs, policies and procedures which will better fit their
needs

3. ENSURING D(CELLEIiM RESULTS

competency
Description

Ability to effectivelymanage one's time and resources to complete tasks even in challenging
situations; thinking out ofthe bo:r, considering otherC feedback and taking accountability
for final results

3

Completes challenging tasks and duties even without constant supeNision

Exhaus* dilferent ways to accomplish one's goals despite setbacks and failures

Follows through on tasks to ensure completion and moximize one's performance

Looks far and suggesE more creative ways of deliveing outpub to improve current ways ofworking
(creotiviU)

Measures and benchmorks against extemal environment to adopt best practices

AdapLs to new or dilferent situations ellectively dmidst continuous change andfast pace ofwork

Implemen*ways/systems to more effectively utilize and shore resources and assets
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4

Reviews initiol condidote anolysis/ comryrative aise$ment foms

Anatyzes stofiing neeik ol ihlferent unils to moke quoliqt rccruiunent on.l seledion decisions

Reviews recruitfient process onil proviites recommenilations solient lot porticular group of appliconts

Mot itors the effectiveness ofrectuitnent ond selection process to suggest improveme ts

Reviews minutes ol meeting an.l other docufienLs lor linalizotion

5,2 HUMAN REsoURcE MANAGEMENT AND DEytLoPHE[T: PRoFICIENCY: 2. Leamin8 and Developm€nt (L&D)

Abluty to afiectively tt rnage leamirg ard developDent acdvldes to lmprove cmPloyee

pe otmarce slthin an orSanizadon

Competency
Descnption & Ratings

Requirement

AnobDes competency gory to plan oppropriote leamin| ond development intenrentions

Desons/Develops L&D intenEntions/ plons/ modules based on findings fon borning needs onolyns

Endo5es extemol leaming ond development Prcviders ond recommends scholorship oppottuaities to

Delive6 lecture. for regu tor I&D fograms (on the shef nodules)

ldentifies Wrtible content and prccess adiusnnents.ludng ac:tual conduct

of L&D inten entioB/ plons/ modules o the retults oftheReviews and updotes design

Monitors developments on employee petomonce ba:cd on palticipoaion in L&D octivities to identily

4

S.3HUMANREsoURcEMANAGEMENTAI{DDEVELoPMEIT:PRoFICIENCY:3.PerformanceMahageDcnt

Abillty to eflectively mana8e employee pe.fortance ltanagemellt iystems €n'urln8
eligtrmel|t to ofEce and oEaniratlo]ral Soals

Competercy
Description & Ratings

Liaises with extemol contocts regording u4otes on lormt 
'jmplotes' 

ond rcquirefients lor
Wrfomance fionogement

Monitors.levelopmenB on employee perfomo ce to help identily employees due lor promotion or

selection ta onother

Stuilies cases and recommenits apprcpriate sonctions for non'complionce

Monitors/ Analyzes doto from comq lotes, on l other requiements to indicote

Prcpares implementation repofts, ensuring all Wrsonnel have complied with prescribed guidehnes

4

5.,1 HUMAI{ RxsoURCf, i{ANAGEMENT AND DEVELOPi{ENT: PROFICIENCYT 4' Emplovee Welfare and B€nelits

Administration

Ability to desiSrr implemetrt and e luate actlvidec and programs that alm to improve lhe

overall $Tellness and iob satisfac-don of aEployees

Competency
Descnption & Ratings

Orga zes information awtteness compaign on benefits, compensation and wellness progmms

Monitors the efectiveness of emptoyee wellness progrcms reloted to iob satisfoction on

tdentifies ond suggests ways to moke the we\are and benelts odmia istrotion process more efrcient

Reviews documentJ ptepated for dillercnt employee welfore ond benelts progrons

4

S.S ADMINIsTnATM SERVICES PROfICIENCY (AS) Proficiencyr Cesh Managemenl

Abtltty to accur.t ly per{orm a Y.rl.ty fitrarcial/mathematlaal coEputatioff lnd proc€ss

financial traniactionr

Competeucy
Description & Ratings
Requil€ment

approptiote actions to a.ldress rfixrepancies n fiioncial inlormotion on.l otd

Acts as resource pe6on on discussions related on finonce or occounting

Ensures that frnanciol processes onil proceilures ore i place ond cascoded fot employees to Iollov',

5.6 ADMIT.IISTnATIvE SERVICES PRoFICIENCY (AS) Proficiency: Property Managemenl

Compet€ncy

Description & P,alings

Requirement

Abilily ro efre.tively manag€ the acquisirion, r€sponsibility, m.intena[ce, utilizetion and
disposel ofpaopeties, assets, atrd equipment within th€ organization

I

4
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FT'NCTIONAI COMPEIENCIES

1. CRITICAL AND ANAI,YTICAL THT XTI{G

Competency
tlescription & Ratings
nequirement

Alrility to itrt rp*t, [n}, and pl.c€ss itrfohation ln order to understadd isrues atrd tdctritfy
altamativc soludons

De bon9

AdopB o syiems perspective in a$es5r,n6l issu?s u.hen se ttinl ilitzction or reaching conctusions
1

Recofimends steq odd stfotegies in completing cofiptex tosks

2. COLL.^BOnATTON/ WORTCNG WITH OTHERS

ConrpeteDcy
D€scription & Ratings
n€quierrent

Ability to contribute to the deliveryofthe output,ltr a gmup envtronrD€nt thr.orgh posllive
commufication, intemction, and cooperation wlth teaDmates a,ld colleagues

Shotes v,nrk proae$es/ resoutce-sharing mechanisms urith teom/ gmup mo?s

offeB taassign r0e objec

Facilitotes the Nssibiliq of colloborotio$ hapryn
achieve mutuol benelciol results onil meet shored

iM in dnd between individuab and groups to

4

Suggests avenuet fof fegulat interoction atd dialogue with othet individuats and work groups

3. PROCESS ORIIXTATTON

Description & Ratings
Ability to efirctively worl( wittin sEuctuEs, folloMBg *ep by step proaascer and
procedures and takitrg trote of even minor detalls
Designs d rmtn9

woysDevi v
Etl orga t rity

Endorses rgan ty

4. TNFOR-i{ATIOi{ / DATA / RECORDS MAI{AGEMENI
Competen.y
Dcscription & Ratings

Ablllty to organlzc, matntairl r€trieve alrd.rsurc the proper u3e and dtrposidor! of llcords
ald ollice docurnetrts

Designs a monageme t l/shm for o connon ond useful infonnation/ dato/ records (i.e., directoty ol
seNice pfovide6, personnel reconlt okl anil updoteit versions ol .locumen6, etc.)

Establishes an efrcient systen to property organize an.l maintain the eleclronic and noi4

Recontuends ways to imryye the ofice's oryonizatioa and dis4sition oI documents and rccords

S. ADMINISTRATIVE / SUPPORT SIRVICES PROFICIENCY

Competercy
Description & Ratings
Requitement

Abillty to demonstrate depth ofknowl€d8e and skills related to dlfierent admihlstretivE
seryices needed to eflectively nrn day-to-day oaganlzadonal operafiolls

Serves as resource pe*on to help othefi oddreet professionol ond technicat prcbtefis or issues

Confdentl! addtesszs quettions o the bosis lot progroms anil sen/ices impteme ted4

Publicly supporB lT bose.l tystcns which con improve estoblished woys ol oryrating ond anticirytes
possible changes during o transition pefiod

5.1HUMAN RESOURCE MANAGEMENT AND DryELOPIiIENT: PROFICIENCY: 1. Recruitment

C.ompetency
Description & Ratings
Requirement

Abilityto efiectively manage lhe process ofatEacdn& sele.tidB, and appoindDgmost
qualified cendidates foriobs within an oEanizadon

Assessesclossification ofpositiontchanges in the structure oIthe organizotion,t.enib i placement
ond attritio , and othef considemtions in prelnring the rzcruitment plon

suggestions in ifi provi ng

4
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DILG
Republicof the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAT GOVERNMENT

REGlOfrAt OFFICE Xllt (Caraga)
EtI.Date
01.01.18 1of 1

4 EXPERT lnvolves work ofdifferent units, o ms and namic environment

Abtllty to understand the orgalizadon's malrdate, structure, ard culture, along wlth maror
pollctes, legislafons, and resources which iDfluence its operadons

FM-QP.R13-FAD.14.O1E

CORf, COMPETENCIES
Employee 1

Competency
Description & Ratings
Requirement

Abiltty to demoosEatc a stronSdesire to promote good govemance.nd establlsh posidve
organizatlolel image by following the civil sefiants'rode ofcooductand modell8g
professional ethics aDdvalues as hansparency, aacountability, partic{pation, and
efrecdveDesg

Self

lmplemen8 processes ond sttuctures which ensure odherence b civil se anS'code ofconductond
th e vo I ues of the Dcporafi ent

Holcls selfand/ot work unit accountable for one!/groups' octions and behaviors; Cral6 policies ond
dewlops proctices which reinforce the Code of Ethics, and reduce red tope, gratr and conuption

j

Assesses and establishes woys on how the wgrk or the work ofthe unit/Department can be betbr
confiunicabddnal undersbod by custome6 dnd stukeholdeft

2. CUSTOMER,fOCUS

Competency
Description & Retings

Ability to identifyand respond to currentand future, itlterbal and extemal customers'
needs, delive ng higft quality (efficlent and effectlve) services that meet their needs

Represents the needs of cuttolners and stakeholde6 and odvocotes their intcrest and sotisfaction to
decision mokers
Designs ond ifiplements fornol leedback mechanismsfor customersto cohmunicote their specilc
needs; Reviews sysEtus ond processes by which services ore delivered fu customers lor enhoncement
tnd nrenr,r.,Ni.2 olfi.iPntu

3

Designs ond implemenB seryice standords with indicotots ftt measurement Lo deliver value odding
setuices ond Drograms

3, ENSURING EXCf,LLENT Rf,SULTS

Competency

Descdption

Abtlaty to cfiectively matrage otre's time and resouices to coDplete tasks even in challen8ing
situations; thinking out of the box, considering others' feedback and taklngaccountabllity
for nnal results

Develops oction plons with specific perjbrmance meosures and adiusTs them occordingly to ensure

desired outcomes; Prioritizes key initiqtives for the workgroup/unit so that fiultiple goals can be
o.hiNPd \imrltuDPoudv
Orgonizes worl\group/unit tu ochieve gools thot are a defniE stretch buc not unrealistic or

Keeps abreost of trends lor possible new approaches, systehs, sttuctures ot methods which con
respond to chonging times ond contex6 of customers and stakeholders [thinking out of the box);
Encourages innovotive efforts that positively contribute to improved work processes

IIelps others/ workgroup/ uhitaccomplish their own gools despite high-pressure or high-sTress

sltuations; Ensures thotgoodworking relationships continue even in sltessful situotions

Anticipotes ond plons for possible deloys or complicotions thot will leod to wasle oI resources

3

4. ORGANIZATIONAL SENSITIVITY

Competenry
Description & Ratings
Requircment

Competency Assessment: LGOO 4 - 5 POSmONS (SG 18-201

lnstructionsl
For each item, rate the persontrel froE o-4 rs lndlotsd lB each compctetrc, trame and descrlpdotr, how Duch you
ttlttk tte iATEE c ltltr &e lnldlcited iclravlot r3lltg he tolor?lng s.ale:

[0] N/A - does not apply or is not required to demonstrate the competency

[1] BASIC - limited to own tasks and usually requires superyision and further trainin& competency i9 at
a level where specific procedures are observed

[2] INTERMEDIATE - Generally confined in own setoftasks, but has tasks that require worldngwith others, with
some activities not necessarily covered by Proceduaes

[3] ADVANCED - Covers/integrates workgroups, multiple tasks, diverse work units, varied situations

1. COMMITMENT To ETHIOIL SERV'CE AND GOOD GOVERNANCf,

Superuisor



3

Maps out the workflow across different unitr ofthe Depardnent, and explains how one's work feeds
into the work of other unib

-Processes rsues and concerns of staff to guide iltem tn understanding the importance of completing

their work

- Recognizes unspoken organizational limitatians - What is and is not possihle at certain times or in
."rtoin nosifion\

Involves stakeholders in making decisions that may impact the way they operate

FUNCTIONAL COMPETENCI ES

1. EFFECTTVE COMMUNICATION

Competency
Description & Ratings

Requirement

Ability to understand technical/ professional information atrd sklllfully process and utilize
them in oral and written forms of communicaHon, using the medium appropriate for target
audience

2

Thinks through what has to be communicated (idea or message) to organize thoughE and ideas

effectively

-Presents current and relevant information in a way thatwould sapport message, conclusions, ond
rcenm mcnd n fi on < hci no rommr rn i ro fptl
Adjusts content and style of documenB and presentadons according to the subject matEr and
purpose

-Translates highly Echnical information inta simple terms to facilitae understanding of target
readers/audience

-Ilses oronhics and other oids to clarifv comolex or technicol information

Explains complex ideas in a step-by-sep manner/logical sequence to facilitaw ease of understanding

-Asl<s open-ended questions that encourages odrers to give their points ofview and clarifies the
message being delivered

2. INFLUENCE

Competency
Description & Ratings
Requirement

Ability to establish rust, rapport, and credibility with key customers and stakeholders in
order to transform key messages and ideas into producdve action and secure support for
the actual implementation of programs

2

Plans how to highlight the advantages and benefiB ofprograms and seryices and compelling
argumenB in suppott of messages and positions when relating to stnkeholders

Actively promotes the progroms and seruices of the Department to different stakeholders

-Uses direct persuasion to convince and/or gain agreementfiom stakeholders on an idea or specilic
course of action

Recognizes stakeholders' unexpressed motives when making a case for the programs ofthe
Department

3. MANAGING KNOWLEDGE AND INFORMATION

Competency
Description & Ratings
Requirement

Ability to manage accessible and ftrnctional systems which facilitate the gathering
developing and sharing ofknowledge and information across the organization to aid the
actions and decision making ofstakeholders

2

Identifies and gathen additional information which might not be readily ovailable but are crucisl in
ensuring deliverables and achieving specific outcomes

Organizes inlormation in o way thatwould be mostusefiil in delivering specific activities and resulB

-Regular$ checks and updates stored information (files, records, documentation, eE.) for accurory
and relevance

Uses available information to supportprogram implementation and delivery of seruices

-Utilizes available information to create knowleQge producB ond materials relevanttu the
Deportnent

Effectively applies existing information and knowledge management practices or processes to new
work situations that result in hioher oualitv outou5

4, POLICY RESEARCH AND ANALYSIS



Corrpetency
Descriplion & nadnSs
Requirement

Ability to develop, evaluat€, atrd deterhhe pollcies whidt can influenca stakeholders,
erfectlwely frcilftate th€ impternenraEoD of prorecrs and protrams, and hctp achteve
identified toals

ares feosibility studies and proposals on policies which con suppora local governfient relatzd

lmplements estoblished policies based on o thorough knowledge and understanding ol tocal
government uniB and the programs ofthe Depordnent (understonding ofcontert)2

implemented

-Assesses efediveness of implementeal policies bosed on progrdm monitoing and evoluation

rs fego tng pols n9pfogron i

5. PROGRAM DEVf,LOPMENTAND MANAGEMENT

Competency
Description & Ratings
Requirement

Ability to employ a strategic prorect-approach, carefully planningand organizing acflvities
i!'ithin a sel timeframe and funding, managingrisks and considerations, to achieve specific
ofdeliverables and efrectively pefform the mandate/hrnctlon of the different units

Drolb activity designs o d praject and progrom proposab occurotebt onticipating resources
required {tine, budget manpower) to achieve obiectives and clesired rcsults

Works to ensure octiviE/project or program milettones are met or exceeiled lollowing
ihplehentotion plan

ops a contingenq plon by anticipating the nost likely risks to be encountered for qDevel'2

Modifies implementation plons as appropriate qnd communicates changes to team members and
stokeholded to ensure activity/ project or p tam is notderoiled

6. RELATIONSHIP BUILDING

Competency
Description & RatinSs
Requircment

Ability to develop parhers/network of partneB and actively m.tntain good retadonships
nddr intemal and entemal stdkeholders to ertabllsh strateglc adr?trtages and meet mutual
goals

Develops relotionships with custome^ ond stakeholde's $rith &e intent oFachieving delivery of
relevont services ond

Approaches issues or disagreements with dte objective ol reoching win/win solutions

-Uses understonding of dwrent interests and agendas to oddtess conflict in o positive and open

7, TECHNICAL PROFICIf,NCYT FIELD EXPERTISE

Competency
Description & Ratings
Requirement

Abilityto demorstrate depth of knowledge end skills that is unique to one's field ofwork

-PloE lmplementoble actions to ensurc delivery of oueuts
-lden riate methods ond tools in p

-AdjusB b the context oI the (including set-up, personalities, culate,) in doing work
-Uses technicol knowledge or skills not eosily or quickly learned on the job

lex tasks withoutaski uidonce ot inst uction
2

SIJM 0
AVERAGE #DIV OI #Dtv

E

loY[{ARt NGAS

ss owner
Re

ERONAY
I Dire(or

Reg,ional QMR

LIL rA},IACIO , CESO III
ond Director

op Mrnagemellt

Approved B,

Monib6 milestones and progress in line with activi\t project snd program implementotion plan

Mainuins productive and homonious working relotionships with a voriety of individuals or gmups

-Tokes time b learn obout internol ond extemal stqkeholde6 and rnderstond their ways ofworking2

-Adap6 the use of lT based tools or technolog, assisted progro s to deliver outputs more eficiently
-lhvesTs time and efort in learnlng new technologicol systcms and Echniques to enhance work

Prep!red Bv Nored By



Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGIONAI OFFICE Xlll (Caraga)

FM-Op-Rl 3-FAn-I 4-Ol F

I n1 n1 1a I t ^(t

CompetencyAssessment: LGOO 6 - 7 POSITIONS (SG 22-24)

Instructions:
For each item, rate the personnel from 0-4 as indicated in each competency name and descripHon, how much you
think the RATEE exhibits the inidicated behavior using the following scale:

tol N/A - does not apply or is rot required to demonstrate the competency

[1] BASIC - limited to own tasks and usually requires supervision and further training, competency is at a
level where specific procedures are observed

[2] INTERMEDIATE - Generally confined in own set of tasks, but has tasks that require working with others, with
some activities not necessarily covered by procedures

[3] ADVANCED - Covers/integrates workgroups, multiple tasks, diverse workunits, varied situations
EXPE work of different lna environment

1. COMMITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE

Seif Supervisor

Ability to demonstrate a strong desire to Promote good Sovernance and establish
positive organizational image by following the civil servants' code of conduct and
modeting professional ethics and values as transparency, accountability,

and effectiveness

& Ratings

Implements processes and strucfrres which ensure adherence ta civil servonts'' code of
conduct and the values of the Departnent

policies and develops practices which reinforce the Code of Ethics, and reduce red upe, graft
one

and establishes ways on how the work or the work of the unit/Deparhnent can be

communicated and

J

Z. CUSTOMER-FOCUS

to current and future, internal and
needs, delivering high quality {efficient and effective} services that meet

tocompetency
Description & Ratings

the needs ofcusfrmerc and stokeholden and advocates their interestand

to decision makers

Designs and imptement formal feedback mechanisms for customers to communicate their
needs; Reviews systems and processes by which services are delivered to customers for

enhancement and greater service

Designs and implements seruice standards with indicatorc for measurement to deliver value

adding services and programs

3

ENSURING EXCELLENT RESULTS

Description

Ability to effectively manage one's time and resources to complete tasks ev€n in
situations; thinking out of the box, considering others' feedback, and

accountability for final results

action plans with spectfic performance measures ond adjus* them accordingly n
ensure desired outcomes; Prioritizes key initiatives for the workgroup/unit so that multiple

can be achieved simultaneously

Organizes workgroup/unit to achieve goals that are o defrnite stretch but not unrealistic or

impossible

Keeps abreast oftrends for possible new appraoches, systems, structares or methods which

can respond to changing times and contex\ ofcustomers and stnkeholderc (thinking aut of

the box); Encourages innovative effora that positively cantribute to improved work processes

others/ workgroup/ unit accomplish their own goals despite high-pressure or high-

situations; Ensures that good working relationships continue even in stressful

and plans for possible detays or complications that will lead to waste ofresources

3

ORGANIZATIONAL SENSITIVITY

n^-..,'.^,.i a^l^

ffi

CORE COMPETENCIES
Employee 1

Asse.sses
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4. POIICY RESf,ARCH AND A.I'ALYSIS

Competency
Description & Retings
Requiaement

Abllity to atevelop, ev-aluate, atrd determltre policies t hlch can ilfluence
stakeholdcrs, efrectively facilttate the implernentation ofproiects and programs, and
help a.hieve identified goals

Reviews fesearches ond sTudies to ossess which policies might be most efective ond the
specifc dreos ofwork/ local government context they would be most relevant

Assesses locol govemment octivities onil recommends proper courses ol-action/ provides
advice to stskeholders based on established

Creates fionitoring and evaluotion fromeworks for efective poliq impletuentat{on
incorporating standords, risk mqnagemenq ond impact onolysk

5. PROGRAM DEVELOPMENTANDMANAGEMENT

Competency
Description & Ratings
Requirement

Ability to employa st ategic proiect-approach, caretully ptaoning and orgatriring
activities widrln a set drneftame and fundln& managirg risks and codsideratioBs, to
achieve specifc ofdeliverables add efiecHvcly perform the maodate/hrncdon of the
differentunits

-Reviews activiE, designs/ project and program proposqls ond darelops feosible work plons

[progron ofwork] ond implementation strate$/ given onticipoted ovoilable resources

-Builds agreement otuong odiviLy/project or progtom Eam tuenbers for tuilesz)nes, resource
requiremenB, timelines ond meosufes of success

Provides gu idance on octivity/project or progr(rm reloted technical concerns, ensuing
resoutces ore optimized in the delive of rcsulB
Decides on approprioE course ofoction to be uken to fiitigo@ risk impact on

ntotion
uates repott to support changes in plans dnd fromeulorld thot would

ensure efectiveness and ihpoct of the activiE /project/ptogtam

-Establishes lnonitoring ond *oluotion policies dnd proceilures promoting use of tT bosed
bols

-Analyzes and evol

3

Consistently communicates information/ nonitoing and evoluation resuls of
mto tcom members and stakehnldc4

6. RELATIONSHIP BUILDING

Competercy
Description & Ratings
Requirement

Ability to devetop paflne.s/network of parEters and acuvely maintain ,ood
reladodships with intetual and eratemal stakeholdeB to establish sEategtc
advantates arld meetmutual goals

-Makes o conscious enort to hove infonnol or casuql confud wih cusbmers, stukeholders,
stoff, ond colleogues

lar meeti and other similar activities-Fo ci lit<rtes i nte ro ctio n s th

beneficiol goals

-Eshblishes pmctices which foser collobomdon with stukeholders
3

-Manages difrcult and complex interpersonal relationships effectively

-RedirecE others when thEt begin to lose hcus on tl1r- critical issues thot needs to lte resolved
aboutwork

7. TECHNICAL PROFICIENCY; FIELD EXPERTISf,

Competency
Description & Ratings
Requirement

Abtllty to demonso"ate depth of loowledte qnd skllls ttat is unlq[e to oBe,s field of
vork

-lmplemen5 relevontlows, policies, rules ond reguldtiohsfor effective contol ond

to level -of on implications-Liaises with intemol ond exbrno
ture programs ond sen,ices

-Utilizes knowledge to distribute andmonitor workwithin groups

-Keeps trdck of trends an.l deyelopments in cheory and proctice ofone's own orea and
oted cho

3

3
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DILG
Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND IOCAT GOVERNMENT
REGIONAL OFFICE Xlll (Caraga) 01.01.18 1of1

Competency Assessment THIRD LEVEL (SG 26-28) Posldons

lnshucliotrs:
fot each ltem, mte dre p€rsoDnel fram O-4 as irdicatld in eaah coEpeteary name and dcacrlpuo& how much you thiDk the RATEE erhlt
followlnS sc.le:
[0] Ii/A - does notapply or is rlot required to demonshate the competency
[1] BASIC " limited to olvn tasks and usually tequires supervision and further trainin& competency is ata level where speci
[2] INTERMEDIATE - Geherally conffned in own set oftasks, but has tasks that requirc working with others, with some activihes not r
[3] ADVANCED - Covers/integrates work groups, multiple tasks, diverse work uDits, varied situations
4 EXPERT lnvolves work ofdiffereht uni erational s tems and rocesses in a dynamic environment

FM-QP-R13-FAt "14-01c

CORE COMPETf,NCIf,S

1. COMMI?MENT TO ETHICAL SERVICE AND GOOD GOVf,RNAJICE
Employee 1

Competency
Description & Ratings
Requirement

Abtlity to demonstrate a strongdeslre to promote good gove.nance and establlsh
posluve orgaDirational lmage by followlng the civil s€rvants' code of conduct end
modeling professional ethics and v"alues as transparency, accountabilig,
perticipadon, and effectiveness

Self Sup€rvisor

Clearly cohhunicoEs and models good governance dnd the volues of the Wor,hent through

-Chompions a culture that rewords ethicdl ond accountoble govemonce. and penolizes those
that do othetwise

ldentiles strotegies lor ensuring guidelines, policies, ond pmcesses for tlte implementotion of
progroms ore tronsparent and legal

4

lnspires fiefibers of the Depq rtment to continue championing of good governanceond
elfective public se.ice ilespite negotive views ond criticism frofi extemol environment

2. CUSTOMf,R.FOCUS

Conlpetency
Description & Ratings
R€ouirement

Ability to idetrtify and respond to current and future, internal and exterbal customers'
treeds, deliveri[g high quality (efficient and efre€tive) services that meettheir needs

Credtes an environment in which concem for lhe sotisfoction of custome6 is a key priority

Prioritizes the importonce ofaddressing internal and extemal custoners' evofuing needs in
i de n ti fu i na s trd teg i c d i r e c,h o n s

Identifes st engths o nd weoknesses in service delivery, and potential oppottunities and

!e!6 !9 l!9e! lLfu lu r e c u sto m e r n e e dsth

3. f, NSt]RING XXCf, I,I-ENT REStII,TS

Competency
Description

Abiltty to effectively manage one's time and resources to complete tasks even in
challentint situations; driokinS out oflhe box, considerint others' feedback and
takinS accountability for final results

PresenB the necessoty details in operotionolizing strotegies and opproaches to reolize
efrective prografis, responsive sefiices, ond other orgonizationol outcomes

Provides leodership ond straEgic dtedion in the etrective manogement of programs to
a chleve o rgo n izatio no I outcomes

Geherotesdnd employs innovotive opproaches in developing new progroms and sentices that
wil I e n h o n ce o rga n i zatio no I effectiv e ness

Advocabs for stuc1tes ond progmms that pmmote employee well-t$ing anidst o highly
dyno mic work e nvironment

4

Monitars cost efiectiveness dt the agenqt level; employs f nanciol mei'ics tn assess optituum

4. ORGANIZATIONAI. SENSITIVITY

Competency
De6cription & RatinF
Reeuiaement

Ability to understand the organizatlon's maddate, shucture, and cultur€, along with
malor pollries, leSislaEons, and reso[rces $'hich influence lts operatlons

Desuns new stnlctures anal systems thot opdmoe the woy work ,lows ocross the DepordfienC

ond downward to locdl government units

-AnticipoEs issues, fisk, challenges and outaomes and efectivey operoEs fr best position the

4



-Provides odvice on communicating with/donoging/oddressing concerns of specifrc
custome6 and sto keho lde n

-Focilitates understqnding of lssues ohd delivery of messqqes within various stljkeholders and
albrs own behavior to reflect on openness to do so

2. INTI,I'ENCE

Conp€tency
DeJ.ription & Ratings
Requirement

Ability to Btablish trust, rapport, and credibility witt key custom€rs and
stakeholders in order to Eansform key mess,ages alrd ideas into productive acdon
and secure suppon for the achlal implementation of prograDs

4

Presents otherwise unpopular ideos or concep\ in a manner thatoudines ond emphosizes the
benefit to the concefied stakeholdets

lnvites experE or other relevont third porties to provide assistonce in ensuring buy in and

DelibefaEly uses pefsonol authority/impact of presence to inluence key decision mokers ond
stakeholders

3, MANAGING KNOWLEDGE AND INFORMATION

Competency
Description & Ratings
Requirehent

Ability to manrge accessible and functional syrtems which fac itate thc gathering,
developln& and sha ng of knowledge and lDformauon ecross Se orgarl?.adon to aid
Ore actiols and decislon making of stakeholders

Installs process ond sysEms improvefient b) ensure ellective and efrcient inlomotion
colledion

-Supports ways to ituprove how information is stored dnd orgonized within o dotobase

-Keeps obreost of6ends in infofmodon and knowledge monogehent in ,trth public and
privab secbrs

Develops innovative programs onil process improverhenE lrom onalysis oI available relevont
information

Chanpions efective information ond khowledge manogement wifiin the Deportment

4. POLICY RESEARCH AND ANALYSIS

Compctency
Description & Ratings
Requirement

Abiiity to develop, ev"aluate, and determine policies which can hflueDce stakeholdeE,
effecuvely facilitate the implementadon of proiectr and prograEts, and help achicve
IdeDtified goals

Ensures that the ost oppropiate {fedsibly most effective) policies ore in ploce based on short
and long tem ttfategies of the Deporifient ond of locol govefiment unifs

PromoEs odherence to estoblished policies within Deparinent and local govemment unis

Estltblishes monitoring and evoluation systems ta ensure olignment of policies with the
current viion, mission, ond gools of the Deparinent and clesired inpoct of progroms on local
govemment uniB

5, PROGRAM DEVELOPMENT AND MANAGEMENT

Competency
Description & Ratings
Requircment

Ability to employ a strateSlc prolect-approach, caretully planning and orga[izi[g
adivities withiD a set tiheframe and frrndln& managing risks and conslderatlons, to
achieve specific of deliyerables and efrectively pei{om Se mandate/function of the
di0brent units

DirecB the development of o long-tznh, overoll program sE otew in the field onchored on the
Deportment's mondote ond stukeholder neetb

Scans exhmol environmentfor potentiol resources ond olternatives to help dddress borriers
to efective octivity/prcject or program ifiplementation

ldentifres strobgies to o1/oid postible 'isl(s an.t mitigote Asks thot will ofect implefientution

Energizesond creoEs commidnent omong Eom members regarding project or program
tu i les'tones and tifiel i nes

4

4

4



6. REI,ATIONSHIP BUILDING

Competency
Description & Ratings
Requirement

Ability to develop parErers/network of partners and acfively mainain good

relationships wit[ internal and external stakeholders to establish strategic
advantages and meet mutual goals

4

-ldentifies potential pat'drcrc who can champion initiatives in support of the goals of the

Department

-Creatzs opportttnities to meet potential partners and develop new alliances and furmal
neavorki
-Promotes a culture of collaborative working with dif

-Creates new opportunities to work together with stakeholders, paving the way for efibctive

collohorotion
-Mediates between oppasing or conflicting parties (group members/stnkeholders) and creates

way to address conflid

-Distinguishes critical and non-critical conflics to avoid unnecessary or unproductive
.^nft^a"nti^nc

7. TECHNICAL PROFICIENCYi FIELD EXPERTISE

Competency
Description & Ratings

Requirement

Ability to demonstrate depth of knowledge and skills that is unique to one's field of
work

4

-Serves as resource person to help others address professional and technical problems or
tssues

-Confidently aildresses questions on the basis for programs and seruices implemented

-lltilizes technical knowledge to oversee and monitor alignment ofprograms

-Proposes new sffategies to improve ways ofworking within the uchnical field/area of
expertise

Publicly support lT based systems which can improve established ways ofoperating and

anticipates possible changes during a transition period

0
#DMo! #DM0t

Owner Regional QMR
{

A. FAMACION,CESO IIl
Director

Top Management

SUM o

AVERAGE

Prepared 81,

4*,
ru,lnil rovsfi,trrcas

advrupi/nrr

Noted By

ffi
Approved By
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Estahlishes qstefis through which the Deparanent's stokeholders cqn communicate and
collahorate more freely oLd llore efrciently

DirecE strategies to sustoin long-Erm chonges thot enhance organizotionol sdltcd)re ana!
business processes of the Depor,nent

LEADf, RSHIP COMPETENCIES

1. DEVELOPING AND INSPIRING OTHERS

Competency
Description & Ratings
Requirerhent

Ability to encourage the continuous learningand developmeniofitaE b[
coll.boradnS *'lth them io ntrding me.nirg in wlEt they do and idenufyiEg strengtis
and areas for improvement to deterhttre how they can leverage on these in doldg

3

Presens members ofthe wor\grcup/unit with opportunities to take on challenqi4q
assignfien* so os to acq ire progressively higher levels of knowledge and skills

Employs o cooching ond mentoring system thot operotes in an enironment of tl.ust ani!
hutuol desire lor development in guiding others

ldentifies key development areas within one's unit or burequ, and recommends the necessary
hext ste4s to oddress tlbse
Discusses with mehbers ol work group/u
perfomance oI the work grcup/unit

nit issues ond decisions thot wi possiby onect the

-lmplemenB o formol rewads scheme linked to concrete perfomonee stondords and metrics
fnr o.hiNin. nlonnpd atitromes

2. PLANNING WORK AND MANAGING TEAMS (Supervisorial/Managerial)

Competency
Description & Ratings
Requircment

Ablltty lo organize orre's ott n and oti€rs workload effcctivel, ef6cieltly and
intcrdepende[tly; harnessing the energies and comhitbent ofthose they lead to
achieve results widlin presc bed timeframes and €nsurlng optimal use of resources,
scanning the environmetrt for pGsible felnfotcemenls

Obserues alignment of luactions, octivities, tutks and outputs ol ditrerent uniB wo*ing

Encouroges creotive discussions and healthy exchange of dwring ideos within groups/uni5
enerate better results

Competency
Description & Ratings
Requircment

Ability to ideudfyatrd understand issues end consequently denne the actu&l problem
by comparing ldformauon from difrerent sources, drawing coEclusloirs, arld
developin8 approprlate 3oludons

j

Consul,s othe$ in the decision making process, especially extenol sttkeholders tn ensure buy
in and understonding oI resulting decisions

DeterTnines the true cduse of an issue/problefi before recommeniling a long-term/future
solution; Recommends necessary changes in estoblished policies, processet procedures, to
etrectively implement o solution

Reviews decisions to consider impact on dwrent areos onil bolonce risl6 ond implicotions
across multiple issuq

FUNCTIONAL COMPETENCIf, S

1. ETFf,CTIVE COMMUNICATION

Comp€tency
Description & Ratings
Reouitement

Ability to underslaDd technical/ p.ofessional lnfoametiotr and sklllfrrlly process and
utillze thern ln oml and written forms of communlcadoll, using the hedium
aDDroDriate for tarEt audience

PromoEs policies ond processes which ensures use oI relevonC occuraE, ond updoted
information in diferenc fonns of cotufiunication

-Shores tips ond Echniques hr preparing documen8 ond presentations with pnrpose ond

4

3

Speciles priorities and organizes work in order of importance in consultotion onil
considerotion oI plans ocross difrerent unitt/ ofrces

Monages resources within the fi'otuework ofshort and long range budget plans

3. PROBLEM SOLVING AND DECISION MAKING

-Suppor8 the estoblishfient ofo sqle guidefor formotting technicol documen\
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Name of Process Summary Logsheet [PSL]

Learning and DeveloPment
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TEARNING AND DEVETOPMENT DATABASE
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