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08 June 2022
MEMORANDUM NO. 20
Series of 2022
T : All Vice Chancellors, Deans, Directors, and Heads of Units
SUBJECT Advisory on Recruitment, Selection, and Placement for
Original and Promotion Appointments of Administrative

Personnel

This is an advisory to guide all units on Recruitment, Selection, and
Placement for Administrative positions.

Please see the attached advisory for other concerns on Recruitment,
Selection, and Placement for Administrative positions.

For vour information and guidance.

g

ROLANDOT. BELLO
Vice Chancellor
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Advisary on Rocrultment, Selection and Placemant for Original and Promotion Appolntments
of Adminksirative personnel

1. Authority to Fill

Bafore any recruilment af adeninstrative parsonnel can ba done fo fill a vacan plantila position,
mudhadzaton ram the UF PrasidentCGrancallor is reguimd, The said sulhorzation |8 the approved
Auihorty to Fll (ATF), AR reguasis for ATF should be submibisd through the Uinkvarsity Information
System {(UIS). This is in complance with the Office of the Wice President for Adminsiration (OvEA)
Memoranduwm Mo, NGY 21— 16 Remindars on the Subrission ard Approval of Reguests for
Authorly fo Fill (ATF) Flantifa tems (Anrox A). Tho vakdity of the approwed ATF & nine (8) manths
afer the date [t was approved by the final approvar, Therefore, the filling upfhinng process must be
complated within fha nine (8) month penad,

Pigase ba advised that as per Momorandwm Mo, NGY 21 - 18, tha renewal of lapsed ATF shall no
longar te allowed. For vacand posilions with an exislng vald ATF thet am cumrently at various stages
of the recruitment process (posling, HRDO evaluation of applicants, Unil avaluation of gqualified
applicants’ defbaration, University HRMPSE dalibocation) the respective offices should be reminded
that an sapairtmant must be issued befone the ATF expires.

Ta faciltzie Eling posibions vacated due to mliremant, promafion, transfer, resignation, and other
smployee saparation fram (he University, may we semind you of the following:

a. Units may requesl authority 1o fil for items vacated due bo compulsory refirement ane month
bafore e date of retirement. The validity of the ATF starts wilh the dake ol the approvel of The
mtharity to Rl

k. Cther reasans el resullad in the vacarcy of an item ahould be raquestod once It s alresdy
vacanl This is 1o @woid complicaliaons brought by retraciing reguesis for separation,

Plaasa take nabe thal, in refarence to the OVPA Memomndum No. 20-163 (Annex B}, all plantila
ilams vacabed in 2019 or sarlier ame already pooled under the Office of the President,

Biebow i5 8 guide on foew o request ATF for Adminlistrative positions:
1. Ragquest futhordy 1o Fill in LS.

Follow the procedure beldow n submitting In LIS:
G0 te UP Authority to FillHira
Authority to Fill for Parmanen Positon
Submil Autharity to Fill
Add
Fill o Ehet fiald:
a,  Type: Originad
. Posltion o be Filled. Wiiks the Posikon
6. Tile (Farenthatical positan if amy') Hem Nuembar
a, Classification: Admin
b. Cate ol vacancy:
c. Reason for vacancy:
d. Other fiekis are optional
Ay
s
. Add an attachmant {should be in pdfl &nd make sura that you atlach only ano fike)
0. Appiy
1. Submil

Ll

< smm

2 Thae atiechmonl menticned in step B of the procedure above should be composed of fha
following:

@, Organizabional Chari- this chan contains the seclionsidivision in the unit. Please
kighlight the sectionfdivis:on where the Hem reguesiad will b= essigned.
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. Personnel Charl- this chan contains the namea of siaff and their positen tiles, Only the
itam being raquested has an #em number, HighSight the box of the jlefm balng
recuasiod,

. Funciional Chart- this charl conlains the funclion of each section. Please hghlight the
saclion/division whena the lam requested will be Rasigned,

d. Dutles and responsdilities (of the wacant dsm beng reguested)- i table form, pu 5
distribution in gach duty, Indicals the Paesilion fitle, Parenthetical posticn (il any), and
Hem MNumbet in e wspar poricn,

3. Put all the reguiramants in 1 file and in ssquence. Send your draft 1o bs, Annalyn Ledda
(gbodd A eduph] Tor chacking bedore submitting i to LIS

Sowres HRDO KMT Blg. 13 Ano ang Authanhy o FlF (Annex C)

2. Publication of Vecant Posiiion and Evaluatisn of Qualifisd applicants

Onca the ATF 5 approved the unil will be able 1o generale a notice of appraval, the wnit can then
gond & mquest for posting o HRDS va emall to Ms, Gilanda Parungan (geparungaciup.edu.ph, oo
hrdo, uplb@up.adu.ph). The requiremenis are 1) Jelfer request for posfing asddressed to ihe
Chancatior snd 2) npiforlion of ATF spproval HRODO will natify the unit ance [he vacancy @ posied
on thae HROD wabsite. In the notification, HROOD will indicole B valigity of the ATF and the C5C
Publicalion, Pleass noie that the salidity period of the CSC Publcetion = & months from the dabe of
pasting.

The wnit & also requested to downdsad the bulletin of vacant positions posted at the HRDO wabsite,
and post the job vecancy in thelr bullelin boards, unél wabsite, and official FB page for a wider
dissamination af tha bulletn,

3. Pre-assassment and Evaluation

3. 1. HRDO Evaluation of Applicants and Referral of Applicants ko the Unlis

Afer The deadlinge of each posting, HRDD evaluales sll appicants 1o tha positon bo debtermine if e
applicants are qualfied to the position by checking the minimum qualificetion standard only with the
aoplicant's submilted credantiss,

In case no ane Is quakfied or nona applied for the posted position, the HRDD has 3 poal of applicants
whio have previously apolind for olher job pestings. Accass bo this is available upon request.

3, 2. Unit HRMPSE and University HRMPSE Dalibarations

Tha unil may shorlist the apolicants for inlerview and examination based on fhe matnx of soores
{say, lop 5), especialy when the lis! of qualified applicants 5 long. Intendew is required In the
salaction process, Tha unil s sncouraged to give Bn oxamination, ax the head of the Unit HRMPSE
seps . Furthar, tha Unit HAMPSE s required o hava a comparalive analysis mabix in ad of
justifying the selection {recommendee) of the und. Please take note that HRMPES is arly assistoral
and 1he final decsion for salectien s with the appointing autharity upon submission of tha top fes
applicants with suggestion on the selecton from the HRMPSE. The appointing autharity is afforded
with & wile lalitude of discration on appointment bul subgect to Civil Sarvice rules and policies
including the approved Ment Salection Plan,

As parl of the sskeslion gracess, beckground check of the shortisled applicants is needed through
the HRDO Assesament Form No. 1 [PHYSICAL CHARACTERISTICS AND PERSONALITY TRAITS)
and HROD Assessment Form Mo 2 (POTENTIAL CRITERION FOR FIRST LEVEL POSITION).
Thaso foerns should mel be gven to the spplicant and should ba conductad by fe Unit HRMPSE
requesling tha previous emplayar 10 fill out the assessmant forms., In case (hal the applicant ts nol
wiilhin UP uniis, the Uni HRMPSE may ask the assistanco of he applcant b contac! previcus
employar and give a blank form togethar with a letter from Unit HRMPSE requasting the previous
employeriseworker to accomplish the form and send back 8 scannad accomplish form lo the Unit
HRMPSE or thru the applice in a seated envselope,

As a genaral rule, all applicants are required to submit two latest parformanca rating periads bafare
the deadling of the posting of the job vacancy. The submified parformance rating will be the basls of
the sssessmant of the applicants. Failure to submit @ perormance rating dose: nod mean that the
applicant is disgualified. The Unit HRMPSE may reguast applicams to submit perdormance ratngs
ard other credentials for proper— assesament of scores using MSP.
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After the Unil HEMPSE has Brished he selaction of applicants, they must submit It 1o Ms. Imsida
Tandarg (iplandangfiup.edu.ph, ge hrdo.uplbfiup.edeph). For inclusion in the HRMPEB agenda,
the LUnit mast submit the results of thelr salection process at leasl 5 working days befora the
schecubed regular mastng of the University HRMPESB. The University HRMPEE regular schedule =
wvary 2nd ard 4ih Wadnesday of the maonth.

The unit must have alresdy submitted its composdtion of Unit HRMPE8 o HEDO grior 1o ary
celiberation. This is a reminder for fhose unie fhal have nol yal submitted the composiion of
HRMPSE.

Balow I2 the st and ordor of attachmisnis i be submitied in hsrd copy and scarned copy (pdf file) for
HRMFSE Agenda

1. Salection Reporl {refer io OVCA Memo No. 02, 5. 2018 Adminisirative Selection Regort
Tormyate (Annex D)

Eherilisting mairix {f apphcabls)

Colleps HRMPSE approval shaal

Copy of Publication

Capy of Transmittal of applicants

Unit HAMPSA interview formsiquestons, notes, and scam reguits (works semple bast if
any). of photos of practeal test

Documentation or background check (see eforence list tamplats ANNEX-A)
Applications malaerals of the applicams

LR

L e

Tha Chair of the HRMPSE rominds all members of the Unil HRMPSE not to fermally of infarmally
netify ey applicant of the resull of deliberations of Unit HRMPSE or University HRMPSE in advance.

4, Appointment Processing

After tha Urdversity HRMPSE has delibersted and erdorsad an applicant bo the Chancellor, HRDO
will farward to the Chancelor the selectiion report and endorsement. Once HRDO recelves the
approval from the Chancelipr through the signed endorsement, HRDD informs the Unit te submil the
raquirad decumens of the selected applicant aitachad o tha basic paper for appoiniment processing.
The Unif HRMPSE will then officially inform all applicanis of e outceme of their epplication. HRDOD
then verfies e school records and ciber credentials (PRC, MARINA, LTO. and Civil Servica

Eligibilty).
Below pleass find the Bt of docurnants needed for the ofiginal sppoiniment:

1, Twa {2} duly signed original coples of Personsd Data Sheel (S5C Form 212, Revised 2017}
{Annex E}; It is nighly encouraged to raad the guide (Annex F) balora filling up the POS,

2. with passpart size phol taken within tha last (6] months and Work Exparlence Sheel
{Annox G)

3. Certificate of elgibilityratinglicenss associaied with the pasiton requiring as sueh or inveiing
practice of professicn (wa 2 odginal copies of suthenficated Certficate wilh vaid licansals
isaued by sahonzed reguiatory agencias)

4, Two (2) original copies of Pesilion Dascrigtion Form (DBM-CSC Form No. 1, Ray Yer, Mo 1,
8 2017} [Annex H)

&, Officil Transcripl of Records (1 cartified trus copy from the Schoal/dniversity graduated from)

6. Diploma {Origmal / 1 corlified trus copy from the School)

T. Cerlificata of Training far te test 5 years (Certdfled Troe Copy)

B, Birlh Cartificate duly authenlicated by the PSA

8. Marriage coniract/ceriificale duly aultheriiealad by the Philippine Siatistics Autharity (PEAL I
marriod

10, Orignal copy of MBI Clearance

11. Ope (1) copy of Medical Cerdificale imsued by a Beensed govemmant Physician 1ogether with
Bigod Tesl, Urinetysia, Chest X-ray, Dnug Test. ard Psychalogicl Test

12, Letter af Approved trarshar from tha former Office, il applicable

13, Heurapsyehiatrie axamination (Applicable to pesilions fal imvalve maintenance of peaca,
cadar, and the protection of life and property)

14. Results of Psychological Test

15. Certificate of Napolism

16, TTADD Certificate and notarized contract

17. Rasults of evalustion process

18, Pedormance Raling lor the last bwa (2] semesial percds
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18, Wabver {If from parmananl 1o temporany|)  appbicatble
20, Clearanee frarn previous gavermmeant agancy [d reamploymant)

Oirce signed, the appointes must submil the follawing:
1. Thiree (3] copes ol Cath of Cffica
2. Theea (3] copies of Certification of Assumpbon of duly
3. Theae |3} original copies of Swarn Statement of Assets, Liabilles and el Waorth (SALlM)
prinled back-lo-back
4. Applicable BIR Form and ils atlachmant/s:

a. Two (2] original copies of 1002 Application for Reglstration (¥ no TIN}

L Astachments: Two (2] photocopies ol PSA authenlicated birth cesfficate and
P5A authenticaled marriage contract (f marred)

b. Twea (¥) crginal coples of 1905 Apphcation for Ragistration |nformeation Lpdate (o
updaling)

i Atschments: Two |2} photocopies of PEA authenbicated birth cerlificels and
PSA gutherticated mamiage contract (if marted)
5. Appicetda Pag-IBIG form and s attachmenl's:

a. One 1) onginal printed s-goneraded Member's Data Farm (MOF ) with tracking
murmibar (T mod yel 8 membes, pleass visil
biitpsifesw pagibighindsaryices. comiPubReg Stargr Page. asps)

b. One (1) oniginal copy of Pag-IBIG Member's Data Form {for updaling employer)

o One (1) afgnal Request for Consolidation®ferging of Member's Reconds (il previousty
employad)

6. Applicable Philnealth form and ds allachmants:
g. One (1) original Philhaaiih Mermber Reglstration Form (PMRF)
b. One (1) photocapy of PSA authenticabed birth cerlificate, PSA authentcaled marriags
coniracs (if married), and PSA authenticated binh cedillcate of dapendents
T, Applicable GSES Torm:
a. Ona (1) orginal copy of 3515 Membarahip Indormation Shoat
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ANNEX B
30 Crptobar 2020

MEMORANDUM NO. NGY 20 — 183
TO - Chanceliors Démclar,

UP-PEH
ATTEMTEOMN - Wice ChancelaraDaputy Director for Administratan

HADD Directors/Heads
SUBJECT : Poofing Under the Office of the President of

All Unfilled Adminisiratlve Flantilla ttems Vacated
befora 01 January 3020

Effacive 03 Movernbar 2020, all unfiisd adminisirative phanlils tems vacated badom 01
January 2020 without an approved Authardty te Fill {ATF} a5 of this date shall be poaled under
the Cffice of the Presidam, in accordance with the authorily given t e Prasident by the LIF
Board of Regents (BOR) at 15 1287t Meeling dated 12 Apeil 2013,

Fif your guldanca,

c Office of the President
Wice Presdents and Sacretary of tha Univarsity
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ANNEY A
10 Fabruary 2021

MEMORANDUM NO. NGY 21 = 16
TG . Chancellors Direclor,

UF PGH
ATTEMTION . Wica Chancalliors/Deputy Diractor for Adminsstration

HRDO Diractors/Haads
SUBIECT : Reminders on the Submission and Approval of

Repdquosts for Authority to Fill {(ATF) Plantilla itorrs and Authority to
Hira (ATH) UP Confraciuals

in view of ensuring efficiency in the process of filing up vacant plantilla items for
REPS and administrative staff and hinng of UP Conlractuals, please be remended that
all requests for Autharity to Fill (ATF) and Authority to Hire (ATH) must be submitted
using the University Information System (UIS). As discussed’, the submission of ATF
and ATH through UIS allows us io approve the requesis faster, a3 well as monitor the
stalus of the ATF and ATH reguestsiapproval more conveniently, compared with
subrmission thraugh e-rsl,

Further, only ATF for residual items® (Le. lems vacated dus io promotion of the
incumbent b0 Bnother lem within UP) shall be approved up to the evel of tha
ChancalonUP-PGH Directar. The OVPA must be fumished with 8 copy of tha ATFs
approved by the Chancellers/UP-PCH Director for monitoring purposas,

The ATFs and ATHs shall be walid for nine [9) months only, during which, the
filling up of the itemsfhiring of UP Confractuals must be complated, Renewal of lapsed
ATFs and ATHs shall ba no longer alowad,

Far sirct campllance,

%Hﬁ\jﬂﬂUE

Wice-Prosdrent for Administralion

g Cifics of Bha Pragidad
Oifica of ;e Viee Prosidents and Secretary of tha Unlearsiby

' 20 January 2021 HRDD Heeds” Mesting

5 Joigasy J021 31 tha 2007 SFPOC Mesting
The hiring of UP Corlraciusts is subject to the guidelines per Memae Mo, POLC 17-28 datdd 23
Bopbambed 2017 rae Wllﬂhmh\HHﬂiﬂﬂfHun-UP'-‘d U Conpachinis



HRDO ANNEX C

Karaniwang Mga
Tanong (KMT)
| Blg. 13
Paksa:

< * Ano ang Authority to Fill?

1. Ano ang Authority to Fill (ATF) request?

Ang Authority to Fill request ay ang unang
hakbang sa Filling-Up ng item. Dito ay
humihingi ng pahintulot sa mga nakatataas na
mapayagan na muling makapag-hire ng bagong
empleyado para sa nabakanteng item.

2. Paano mag request ng Authority to Fill (ATF)?

Ang pag-submit ng ATF request ay sa UIS.
{Source: Memo No. PAEP 16-27 5, 2016, OVCA Memo Mo, 205 2071)

Kung nabakante ang item dahil sa Optional Retirement, Resignation,
Promotlon o Pagkamatay, maari Irequest ang ATF pagkatapos ng kanllang
huling araw sa trabaho. {Sowrce; OVICA Mema No. 27 5. 2018)

« Kung nakabante ang item dahil sa Compulsory Retirement. maari na itong
gawan ng ATF request isang buwan bago ang araw ng kanyang
pagreretiro. i

* {Source: OVCA Memo No. 36 5. 2020}



3. Anu-ano ang mga kailangang dokumento sa
pag-request ng Authority to Fill?

A. Organizational Chart

B. Personnel Chart

C, Functional Chart

. Duties and Responsibilities

Ang apat na requirements aﬁ dapat naka isang PDF file lamang.
Sundin ang nasa itaas na pagkakasunod-sunod.

A, Drga“iﬂtiﬂﬂli Chart HUMAN RESOURCES DEVELOPMENT OFFICE

{.Illlu,u.lr.l.linu.llﬂul

It ay ang mga division o _
section sa inyong opisina.
Dapat i-highlight ang

division/section kung saan m

ilalagay ang inire-request na
bakanteng item. _ - -

PRUFEA R b K R bR B YT O ENT OFFICE
Paivonsel Clhve

B. Personnel Chart

Dito nakalagay ang mga
pangalan ng empleyado at
ang kanilang position title
sa inyong opisina. Dapat
cin ilagay ang
inire-request  na  item,
lagyan ng ltem Number at
i-highlight ito,




C. Functional Chart

Ditoe nakalagay ang mga
functions ng bawat division o

section  sa  invong opisina,
Dapart i-highlight ang
division/section  kung  saan

Jlalagay ang inire-request na
bakanteng item.

TILAS SN LS T WRECF NN | 1T
Tamstisns Caul

D. Duties and Responsibilities

Dito nakalagay ang mga T
tungkuling gagampanan ng e -
emplevado at percentage e b o 1 o o
distribution. Dapat ring lAgay 53 sesteten sty -
raas na bahagi ang Position title  SESllRt s :

at Parenthetical Position (kung  giismsmid= s iom
mayroon). i e oy - -

4. Paano ang proseso sa pag request ng Authority To

Fill sa UIS?

e v LIP Atharity 1o FilliHire

_ Submin Aurhority oo Fill
Al

. Filll out the Feeld:

Type: Crriginal

monme

autharity 1o Fil for Permament Positson

Posizion to e Flled: Wiite the Pasktion Tite | Parenthetical position If any)
and Iveen Mumber

s Classifeeation:
Drate of vacancy:
Reason forvacancy;

" Previous Appointee:
Oftiter fields are oprional



F. Apply
0, Mex
H. Add am artachment

{Aanach the requirements here, All reguiee ments shoald be 3 fle only with
the following sequence: Crganizational Cham, Persanned chant, Functional
Chart, Duties and Responsibilicies, Flle shpuhl be in POF)

1. Apply
|, Suabmit

5. Paano malalaman ang status ng Authority to
Fill sa UIS?

Maaring makita ang ATF status sa UIS account na ginamit sa
pag-submit ng request,

Findutin ang Full List

Paltzn ang Open Notification ng All Notification

Pindutin ang Go

Hanapin ang ATF request

Pindutin upang mabuksan ang file at makita ang status ng
inYomg reguest £

mUN®p

6. Paano malalaman ang sequence number ng
ATF Request sa UIS?

Maaring maklta ang sequence number sa UlS account na
ginamit sa pag-submit ng request.

A, Pindutin ang UP Authority to FillHire
B. Pindutin ang Authority to Fll (For Permanent Position)
C. Pindutin ang Submit Authority to Fill



7. Paano mag print ng Notification of Approval
(NOA)?

Kung approved na ang iyong request, ito ang paraan sa pag
print ng NOA.

Pindutin ang UP Authority to Fill/Hire

Findutin ang UP Authority to Fill {For Permanent Pasition )
Pindutin ang Print Notification of Approval

llagay ang sequence number

Pindutin ang continue, submit at ok

mON@F

MARAMING SALAMATI

For inguiries/clarifications, please email us at
hrdo.uplb@Eup.cdu.ph

For other concerns, please contact us at
0098-571-8619 (EB & PCSDY)
a8-575-1071 (R5A)

* Please follow us on our Facebook page for more updates
st f, P iR
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08 damuary 2018
MEMORANDUM MO 02

Genas 2018

1 o AN Vies-Chaivoellgi, Deans, Dinstiom.
Departmant Chalre ard Unil Hesds.

SUBIECT Adlm iRl Else Sabecthan Rapor Tamplabe
Foase be iomed thal effective immedisely, sslschon mpod emplra for
dminmiratve pamonesd shsl be submited lor A0PB's agonda in skscironic format (POF) and
Fhd Copy wilh 1he: Aollowing aflachmants |0 snpan Il FeCormimendalion
1. Copy of BullsSin ssnounceren

2 Cogy of Letiar of MADO ndoming tha applcants and st of UPLE revi-r-rank
arngioryens [ apsicable)

1. Shorl-Lairg matrix {inchihng descrolion of B alsakaren criea)

4. Lind APC risnasy lomradquestions notes and soam resals (work ample iasis) i
Ty

5. Documaniation of Beckgrowersd check (yiu My ks felemenns hl ssmplsta ANMEX 4)
8 Appheanon matenal of (he aopdicants.
T Copy of reply akp of nesl-r-rank UPLE amgicyeey
8 College APC Apprpsd Sheet
Tha Gas< gaperAEcommondabon Wi alfschments will be apbreited vpas e
spprosal of andersaman by tha Charsatior
Encigsed o (he new selecion mpor iemplale &5 well a8 refseoce checklng far
WWEihmMMNMIEWW
peparsgangle odu

This Mamorandum sissesces the DG Memerandur: b 48 deiesl 08 Dasoammesr
Fankl-]

Foor convgdlance



UPLE HRDD RELECTION REPORT TEMPLATE

AEELCTIGN REFCRT
iTor First /Second Level Positions)

PSI POPF NUMBLER:
POSITION TITLE: SG/STEP
DATE OF LOCAL FUBLICATION [(HRDO POSTING)

L ASSESSMENT PROCEDURE

The Unit/Integrated Administrative Personne! Committes evaluated the following gqualified
applicants:

(Tosert Mame) Employment History {pls. include
the name of company whera the
applicant

earrently works oF previously worked

{ Provide detaily of any other aasesament processes wsed for short lsting and inrervies: Attach
riw selection decumentntion fir each selecrion procedure )

L MERIT SELECTION PLAN

Selection Fuctors Applicant | Applicant | Applicant | Applicant | Applicant
1 2 3 4 5

1. Performance Rating
2, Education
9. Polential

4. Physical
Charactergtics &

Personality Traits
. Accomplishments
i, Traiming
7. Exporiones
Total

i COMPARATIVE ASSESSMENT
{sirmmary of applicant [ opplicent £ ere..
*Conyparative summory of topappliconis)



UPLB HRDO SELECTION REPORT TEMPLATE

1L JUSTIFICATION AND RECOMMENDATION

(Dereriprion and justtfication «f the most meritorsous applivans, hghlight the cdvantages of ria
recopnendes over the other applicants. Explain how hefshe will comcribute in the UPLE
Communin.)

This is to certify that the selection process has been condueted in sccordance to the UP
Merit Selaction Plan and Civil Bervice Commission Rules and Regalations.

Signature Signatare
Name of APC Member Name of APC Meémber

Signature S At o
Name of APC Member Mame of APC Member

Sipnatnre
Mame of Chair, APC



UPLE HRDO SELECTION REPGRT TEMPLATE

HIEING DOCUMENTATION CHECKLIST
List of all doonmenis

o
il

[}
4]

Copy of Bulletin announcement

Copy Letter of HRDO endorsing the applicants and list of UPLE
next-in-rank emplovess (if applicnble)

Short-Listing matrix (including description of the assessment eriteria)

Unit APC interview forms/questions, notes and exam resalts (work sample
tests) if any

Documentation of background check (see referonce list template ANNEX A)
Application material of the applicants

Copy of reply slip of ned=in-rink UPLE emplovess

College APC Approvil Sheet



ANNEX A

Apphcan Infarmalion

Last Mama Frel Hams Widdle Narms

Robsrenna Conimosd

Fersan Concacied EmplorpariCiiganizatian Fhorsa Mumbsar
Pasition 18 of parson condsciml Length of Assacialion lo Candidebe
Aelabiorshg 1o candidas @ Suporvisor @ Co-Worker  snAcedamic

Dthar Pls: spacify:

1. Dwsttibe thie candidata's ability |0 make sound ard limely decisons,

2, Comment on the candidale’s sbdity 1o cops in & dverse ard complec work efulonmetl,

3. ‘What sreas cowld fho candidale monoee upen?

4. 'Was i candidate the subjact of ary discipbrary aclion o egal proceedings? If yes, please
briefty desoribe the droumalances and o colooma,

&, ‘Would you robite this pescrT (T rd, winy not™

&, & fom armyihing siee you wolkd ke o add?



REFEREMCE CHECELIST

[ Vhat e o] SupsaNHRIN Gt hiEshe requie |

o Litln or no sdparvsion
o Cecasiang
Supandson o

Expossie Supsnsinn

How weidd you compass tho cardidaie's
widitios with othems that have held $e job?

Exiale

Good
Foor

Tree=all, R WOLTH FRES MEINar work habis

Excellani
Good

[ Diapenaabiiny T

%Eﬂaﬂm
Good
Lrvaatm Meciany

Trasteorilsrmss 7

Excolel
Gged
Lirezalislnctoery

pogl seas| B0 DBE

Unsotisfadtary

How wosd pou rabe hisfher punchuality and
miendance’

—_—

Excalknt
Accaptabky
& Balra Avarage

CarmrenandT

Fatw hisner Ume manogemend and a [Excallard
arganizational akils, a8 Aboeplabie
@ Bolow Averages
Hizws would youl 1800 hisher interpemnonal s Exculan
pomEunication skiis? a Good
A Urdateslacton
Commenis?
Adag|ability to change’ o Ezpolen|
a  Accaplabls
A Behww Averags
Crierill, Royw wauld rale the quality al wars a  Coralsandy fgh quaily
nEammady o Meots job requirempngs
& el Prpna v mee

Signature of Person Chasting Redarancas

Enzwmi P=rr 030 e T Can
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ANKEX F

(=

CIVIL SERVICE
COMMISSION

Pt BmmlifLA

woka, 16 o 017
EMORANDUM CIRCULAR

TO T ALL HEADS OF COMSTITUTIONAL BODIEE: NATIONAL
GOVERMMENT AQENCIES; LOCAL GOVERNMENT LINITS;
GOVERMMENT-OWNED OR CONTROLLED CORPORATEONE
WITH DAGINAL CHARTERS: AND STATE UNIVERSITIES AND
COLLEGES

SUBJECT - Clwitication on 1ha Filling Out of Pemcnsl Daie Sheet
{E8 Form Ne 212, Reviaad 2047} and Exteansion of Deadline ef
Bubminsion

The Chi! Sar«ce Commissian mued Mescredum Ciedar o 11, 8 2017 daned

Agel B, 2047 o0 the adepbon of P Pergnal Dain Sheet (FGES) (G5 Form Be 212

Aovieed 7017 In il ancular, 8l greemman ofioals and ompicses wale fegured

!‘E‘JIJEEF';IM{?InwﬁTﬂ'uMFDEh fhe agoncy HRMO fol e than el
X i |

i v ool o MO U CONCEME BN GUATRE MiSRisid fegErdng the accompisfirail
o Iha FDS. tha Gomwmisson pdupn. e luwing pobces clrfong the dolowng
Bt i1 e Gude lo Fileg 08 tha POE

1. in ¥ s e of P | (Pemonal informaton), page 1 of tha Gulde, ire
parimrca TA Apate i alalind for esch cherecier or inllés i Me 8Te WBL
bt sinon ihe spece alicled lof E A 6 Sreddy oonbmes BN f
lofiges paf ChanBCloT o previcimly Sedigrad

2. ln Parfl W [Educescnsd Backgeomund), page 1 ol e Guioe indcais
ELEMEMTARY in e thind coumn under fes 28, Par 1l of e POS i
grdualed o Euaminey Lol

5 Tea Wiork Esponance whwsl which s e addfionsl sbesl for wor
guperenon BE rolcaled in U sl iwm of Par Y (Was Ewperiencel page
1 ol B Chasda, Wrsd e gooompishssd and submmed logelhed with he
BOE I puipses of apphing & 8 viciEnl sosiion n govereenl TrRa,
faid Yoo i nol regquined For usdaling e P A cosplance with tha
AnoeEmETkoned crodRt

Tow 0 0 F Sy P, St | serires saal P e Pais S

i Dsaiiig (P ani i on ik | O O Loy = Tk TR P T o ) el & il e R0 BOR AEELER

e e e T B i s e R el W . R



& I W lounh e ool Per VI [Learsing and DassoDenent |(mensentone],
page 3 of T Guice, the types of LAD fersenion which shoukd e
Indicaisd o e Hth column of Paen V1 ol tha POS may b= Yanraganal.
Suparesary, Techncsl of Foundation. CRE MEC Ma: 11, n 3017 pamsdes
g dalelinn FHWWMMW|MH
et which may be usid @& Pelamnce b RETIRADY MEnagena
vasings 0w the othar hand, Bam b, Euﬂ:ﬂ?nfhh‘ltu-m
Impinmanting Book V of Executve Oeded ko, 752 provides thal Technigal
VEFING Erogram Tefers o subsiandve Mogmma (1 speafc professons’
iechmcaliscenifn aneas Ao antoncemen! of sidy png knpwabicioe of
mscond feve! porsannad ih ffie coroe seroce | Cther LED Hiersailsca
pch ap e Indupion Peggram, Onantaton Progmm or Yalks Dewioprimaid
Pragrm Inl undar e Foundalon ype

S i Berm Mo, 42, paga 4 of e ude, B pickes 12 be alindhed shoikd be
posapoit poe (45 om £ 35 om)  The handwrlEEn nama ag wih fe
wgnoiine oo ongs recuired. Thus passpon] sos 10 pehes which may
or may rof P o rame g shoull b et

8 Tie POE ahoil ba dmciBsd and ssnn 10 belom e Peghesi-ramang
Fuman Resource Menagemani Ofioer (HAMO) of ihe ogency. eny
mthenzed ofical'ofMosd in ta agincy, any ofioer aulhoresd (o admicesier
Al o @ eolary public.  Hobds of nQencies miy dengaie mch sty
Fwough & Offge Ordar

The Guide to Filing Dot & Personal Duls Shest [POS) (Aaeats A) N D v
mocordimghy.

Tha dsadlng of edimisson ol Ta PDS o he sgeney R s sxlanded 1o June 15,
HHT Tre sgeecy HRIO snall submi i e CRC Faid Ceiem zaneernad copy of ihe
updaied POS noi lster than Jdaly 31 3017, using the atiechad iracamital Torm (Rnfee
@

Loty hows who Rave akosty submitied the updited POS 1 tha sgeiey HRMO n
sompiensy weil CHC MG Mo 11, 8 2017 peed not re-submil Toe Sbee guidalines
shal agply W ihose wha Pave not pat mubsatied e updeosd FOS D e agency
HRKO

This Mamorandiem Cercular shail s ollec] Fresdialy.

P Ay RN

e rparyan

| 3 NAY 2017



GUIDE T0 FILLING OUT THE PERSOMAL DATA SHEET (PDS]

w0 1he Parspoal Dale Séend ool the Arove Expoiemee Seael

et U O T PR TR
Al Ciake D g of adesmE b sthatamine! cise's spaiel L eri 00 Covec g,

Pigaze fll cud sech of the felols in fhe ARLS wivean sppiicable.

Mohe:

The POS moy be sccomplished using e ME Word femal or MES Excel
formal

In e M3 Excel kimal, &l T ek Doxes il sutomatically e marked orce

The POS most basr the pignaiurs of i empkesss snd o dale of
mpurﬂlh:mr&uthinuﬁrnulmpqu

Eniries in the POE moy be Sled oul through hisderiing of via
IypwTiticomputas @ handwrnian, enltas ahouid bs in Dioos capilal (g,
PRINT) lormat using @ pen

Al sloomasaen shouhd be provided Anptuiabily
Co recit lpad blank erfnns. Pul BoA I not e picaise.

For purposes of application %0 & vocart peslian (he ediional sheet for wark
mepersnce ghould be accomplished  For the purpese of updaing personnsl
irdgrmation in the PDS. tho Wark Exparipnce shenl s net nediines

Pearsanal Infermation

= Employse's name 4 1o be filed out in s lobowing foimal  sumama,
fired narnn, name sdanpon (F any) midde name

s [Dliles aie e o Toems mmsddiyyyy

o Bpecifics ahoukl e gren 1o "Dihies” responss in s coil stalus Sl

& Agircy employes rambse relees fo amgicyes 10 number in e cerant
agency

» For hedgers ol forsignidusl ciership, pleass select trom the
dropdown list ke foraign ooy whoen you were bominaturaBied or
Iypadatis This samp in fa space Drovided e

Fuge Lot d




Family Bogkground

Mnurmmmmmmmhmmlmmm
wdrnams, sl name, namd oo (1 ary), Mk naeng.

MOIher's naama & Pl maden name, of name when sha waa angha or
hefars marnegs.

List il resmes (frsl name pnd surmamss ) of ALL your chidran
Cute of Birt# i in numssnic format mmeddiyyyy

Edwoational Background

Ll

Indicale FULL name of schools, 00 NOT ABRREVIATE

For Elaresniary Levwal, indicate ELEMENTARY Il gradusted.
Fﬂ'Elcl:ldl.l"rLlulI.ml';ﬂ-mi Emﬂmumlﬂ
el curkadham: of JUNIZR HGH SCHOO0L or SERIDR HIGH STHOOL
il graclunbpd under (hi K-12 curmculim

rdicale in FULL all courses taen in colege (o ASSDOCIATE W
ARTE, AR ECOMROMICE BS PSYCHOLOGY],

imtbicate of masiors or dociorale dogroes ke,

i gradunies for avory lesed, incicote year of grodunlion

il not gracuated = any level, indicals tha highest gradae, bval or s
aarmed,

Parod of atlerdance are stajed i schodl pears (6 g, 1093210055
indcate ory scholarship andicd atademic FONore recalved in Rach
bawnl.

civil Service Eligibility

irdicain ol il servicn ebgkiiBes aarned Wit comaspanding rmgng,
date sl placs ol saamination'confamant

Example

Carger Servion Sub-Prolessional B0 32/780 - Yateran Preference Rabng
Coreer Sarvicn Pralessional PO ST = Honor Db

Carvar Sarice Exscubve RA 7HES - Barangay Haalth Worker
Sleragraphar Barargay CHizial

P 967 - Sciantific ard Teconological Specialal

IF eamred aligibdily entads o Gcerss (A 1080), indicale Ta |conse
redmbszr and s dates of walidigy

Pajs 2o’ 8



'] Wiork Exporience

Indicale 2l pasdons hefd both In e pabls and grvese enploymesnl
sbatting lroem curmesl work.

Inpumye caies are indicabed nonemans formeat. Mgy,

indicale  FILAL positon odes and  COMPLETE  MAME of
daparirmniiagmnoyicMceicompany DO ROT ARBREVIATE

Indizuie marthly salary n figures {e.g. P216TF)

Splary grade and salary =ieg, | opodcabie. should bo statsd = fthe
larmai "00-0° (e g B4-F, 24 for galary grade. 2 loe salary shap)

Indicala @ahus of employmanl (&0 pammacen], lamporacy, casual
controciual)

Indicabe “yes’ under govemmant sarvica i positian held = in e pablic
ol Qowenirenl enplopmend or “ro’ iF Feld n e prsote siepkmpmenl
Adeborml shesd o owork eepesionce should be socomplished amd
submizan iogaihes with tha PDS 0 casp of spoBcabon 0 A vACant

posilion. Thm showd be scoompished only for work esperiercs
reiervant i ihe posiion beng appliod &

¥Wi.  Voluntary Work or Involvement in ChvioMon-GovernmentPeoplal
Valuniary Organizations

Irelcain ha FULL neme and ackdraes ol lwe oigarzabion ahere
invpivnc as voluniany sorkar

Iy detas, s (Troem) end end (o) should be in nemaris fomst
rmiddlyyyy

indicate tha numbser of howrs of volurdary work rendered

Indicabs th paston'nature of volunkary work randerned

Wi, Lasrming &nd Developmen) inbsrventions

Indcats FULL biles of lsamieyg &d divsglapesanl (L&D inlensantons
atanted during smploymen. . indicate |st fom the mosl recert LAD,
Irclisiva dates of atandance, star (fom| avd a&nd [a) should be in
nesmaria Jormak mmiddlyyyy.

imddicate o number ol Fours allerded o program,

indicain o type of LAD inbermcdion [oe. Mansgeial, Supendsory,
Technical of Foumiaton) For manageral and superdsary LED
irtorvaniions, reforance should be made ko TR0 MO Mo, 13, 5 H011
whiles teckmicsl LAD irkamvemions ane defined in tam B, Seclign T of the
Omnibus Rulea Implsmenting Aool ¥ ol Executye Order Moo 282
Cither LAD imarvantoerm such as the Indudiion Progren, Onganlakon
Program or Yakes Dwevslopment Program fall under the Foundation
Py

Inclicsate the FULL name of instiubordsgenty 1hal  condectsd or
sponsaned the program DO WOT ABEREVIATE (o.g C2C should ba
Chil Servicy Commission)

Fage Bold



Wi

Cithar Information

¢ Irdicale special skils fhobbies.

 Imdicoie W FLLL ror-acedemc. disinclions'recogniton | esards
rocaived|

v [relicale resmbsiship in any profossional assoointionicegenizatian by
weiiliitg #n FLLL o sasdcation'orgarsention

# J4-a0

Iruliuls femponss b quedtans M 15 40 on the rignl side of the sheet.

«  [Provide detals or specifications for nny yns rOsDorED

LR

Indicnfs the FLLL nome of refsrences with the larmal FIRST HAME, A
SURMNAME, their addressas and respacive inlophone rambsss.

A agresmen o snd e complation of (e PDS. the smployed’s signalum and
nghl hamb miak ahoukd bo ofeed in e bokes provded.  dicale siso e
gervistrenecd 1D pumbsr and date of issuance in tha bouns prosided.  Laetly,
giiach a RECENT FASSPORT SIFE (4.5 cm. & 3.8 cm } pchure. Piciure musl
b lmken within the las! == (8} months. Compuler mﬂﬂﬂmlﬂ
pechea

Tra POS should b subscrbed snd swom lo befoms ihe highsst-ranking
Human Rescurce Wanagoment Ofcer |HREMO) of the agency. ity aulfanzed
afficiakotficar in the agancy. any officsr sutbonzed (o adminsser oath or @
notary public. Hoods of agencins may delegole such aultelly Frcugh am
Ciffice. Order.

g &



PERSOMAL DATA SHEET TRANSMITTAL FORM

AGIENC REGICN:
Dwim of recaipt of CBEFO:
NS TRLIC TIOHE:
(1 Filloul e dats nesded in #e PDS Trenemithsl form complelety 800 sc5uraiaty,
[ Do onot abbravisie s
(1 Gubmit the Suly sccomplatsd P8 Traneninal fem o Su O30 Pl Office-in-Ciamge
mpather with e upsited Poronsi Dats Shesds (PO of ol oficsts 60 smpnyess
RAME OF EMPLOYEES
Pl T TITLE OB PR P RET
Aimer AT E ety g P BTATLE
' e v R i i Bl asgtembial SHATE
[ ]

P
1
2
2
F
s}
| 7
a
g
14
1%
B
13
14
e T = =




AEX G
Atfachment to G5 Form Ne, 12

WORK EXPERIENCE

SHEET
instructions: 1. include only e Work expenences refevant io the position being appied fo.

2 The duralion should include start mnd fnizh dates, if known, month in abbreiialed farm,
¥ known, and year in fuff, For the current posilion, uge the word Praseni, 8.9, 7898
Progeni. Work expenence should be sled from mast recent first.

Sampls: I spohving to Supsndsing Adminisieatlve Offlcer

» Duraticn: February 11, 2011 = presen

» Posifion: Human Resource Managemeant Oificer 11|

 Name of Ofice/Unit: Finance and Adminstrative Serica

s [mmediate Supervisor: Maria Esirada

¢ Mame of Agency/Organization and Location: Department of Human Resaurcas, Metro Mandla

e List of Accomplishments and Conkribubicns (if any)

o Developed recrument plan
o Dessgned fraining program for retirees under EQ 366

& Summary of Actual Duties

o Responsible for the management of the recrulirment and sslection process and the
coordination of training activities of e Departiment, provides assistance in the

manesgement of the Division's prograrms and activitles and performs ofher related
functions,

o Doration: January 2, 2002 — February 10, 2011

o Position: Adminisirative Cfficar 1|

# Mame of Ofica/nit; Finance and Administraiive Division
e |mmediste Supervisar Calla Romano

s MName of Agency/Drganization and Locaton: Deparmeant of Finance
» List of Accomplishrments and Conbribulicns (IF any)
#  Summary of Actual Duties

= Responsible in performing adminisirative and lachnical tasks e.g., pre-screening f
applicants, , preparation of monthly report on accession and separation, repar of
appointments issued, preparation of minutas of meetings of various HR commitiees

and moniforing of trainings conducted: responds o quaries and perfanms othes
ralated funclions.

{ Signatuss over Printed Mame of
EmployesfApndicant)

Crats:
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POSITION DESCRIETION
FoE DRM-CSE Form Mo 1
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