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MEMORANDUM CIRCULAR

TO IALL REGIONAL, PROVINCIAL AND PROJDCT o R

IRRIGATIO ENGINEERS IRRIGATION
SUPERINTHDENTS AN’D/OR OFFICERS-IN-
. CHARQGE OF IRRIGATION SYSTEMS/OFFICES
o - AND HEADS OF SPECIAL PROJECTS
MO ‘ : National Irrigation Administration

.

~ SUBJECT

= 1)

cSC Unaggembled Exam1nat1on for
B Sugerviso :

You are hereby informed that the Civil Service Commission has
I : recently announced the hold1ng of unassembled examination for
%ﬁufé C supervisors. - oy

‘ Hereunder are thekQSﬁaile of the gxamination: “5'
DUTTES o »

Under general supervialon plans, orsanlzes, directs,
and cohtrols the activ1t1es of a major organizational
unit or program; assigna rGSpons1b111tiee and delogates
-authorityy interprets objectives and pol1cies; directs
the installation and maintenance of operating policies
and proceduree; exercises. general superV1snon over- -
subordinates; or directs and particifates in the work
of a group of executive or technical gssastants in

. . performing a variety of research, adminiqtratlve and

l : . technical duties which assist executivegéin reachxng

or implementing substantive decisions offfEn adyising
department heads on matters relative to epartmental
policies and procedures- or performs other advi-ory or
consultative functions in the particular area or field
of speczalizatlon' and does related work.

'BASIS OF GRANTING ELIGIBILITY

No written examination is required. An intensive
review will be made of the education, training, and
. experience of each candidate as ‘described in his
application, form and supported by corroborative evi-
dence. The evaluation will take into account the
quality, recency, and progressiveness of experienoe S F;
and relevancy of education and training. - F

MINIMUM REQUIREMENTS
Education and Experience

Appllcants mugt meet all of the follguing quallflcations.

v ‘ 1. Be actually in the government £%§v1ca° .
2. Hold or had held a duly approved appo1ntment to
a supervisgory position of at least section chief
’ P level or its equivalent, or an adv1eory, consul-
o o - ’ ' tatlve, or other comparable staff position in the
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4.

.5.

classified service;

Have had at least 5 ycars of extensive and
significant experience in a supervisory position
which hag provided a thorough knowledge of super-
visory principles and methods, management and/or
administration, or as advisocr, consultant, or
other comparable staff position in anarca or field
of specialization which has provided sufficient
background(]to perform specialized functions. The
experience¥required must huve been af a progress
sively responsible character and the degree of
responsibilities involved must be proportlonately
greater for each successively higher range alloca-—
tion and/or salary level;

Possess first grade elig1bil1ty, or ite equivalent
(ellglblllty in examinations in professional,
technical, or specialized fields); and

Hold a bachelor!s degrec including or supplemented

by 12 units at the graduate level or 18 units at

the undergraduate level in Public Administration or
Management. The graduate units should include any
combination of the following subjects: Introduction h‘
to Public Administration; Organization and Manageﬁent-
Public Persornnel Adm;nlshration- Public Fiscal
Administrationj Philippine Local Government Adminis-
tration; or allied courses. .

~ The undergraduate units should include any combinmation

of the following subjeots: The Philippine Administra-
tive System; Intrbduction to Administrative Management;
Introduction to Public Persomnel Administration;
Introduction to Public Fiscal Administration; Public
Administration and the Economic Order; Politics and
Administration; Administrative Law; Introductlon to
Local GOVernment and Admlnlstratlon- or allled courses.

Applicants who possess any one (1 or 2) of the followlng com—~
binations of eduoation, training, and experience may also be
admitted:

1,

2.
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a. Hold a master's degree in Public Admznlstration,
or Management. :

b Meet Education and Experlenoe requirements 1 aud &
above, and

ce Have at least 1 year of experience of the type
described in BEducation and Experience requirement
3 above, or 2 ycars in & senior position in the
classified servico;

as Hold a master!s degree in their field of specializa-
tion (not Public Administration or Management),

be .bect Education and Experience requirements 1, 4, and
5 above, and

c, Have had at loast 2 years of experience of the type
described in Education and Experience requirement 3
above or 3 years in a sen1or position 1n the classi~
fied service.
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' Substifutiohs allowed

.Defieiency in units in Public Administration or
Management requlred may be offset, the substitution
‘not to exceed 6 graduate units or 9 undergraduate
units, by any of - the following, each one
credlted 3 pnits: .

“1le A supervisory and/or personnel management
- course or seminar of at least 50 hours given by
a government agency duly approved by the Civil-
Service Commission; '

O 2. A training course or seminar of not less than

. 3 months in the ficld of Public Administration

i o or Management sponsored by the NEC-AID, Colombo,
B ‘ <I -~ U.N., or other grants-in-ald programsj

- 3 An execuilve developmen} course conducted by the
UoP. College of Public Administration, the

N . Philippine Executive Academy, the Civil Service

R Commission, or similar institutions;

4. Superviéony experience of the following kinds

ae 1 1/2 years of experience in the first -  #
* line supervisory level (start1ng with
chief of section or a comparable super-
visory position);

.

be 1 year of experience at the middle manage-
ment level starting with the division
chief where divisions compoge the major- ;|
organizational units; or a comparable . °
pupervisory p051t1on- ’

Ce 1/2 year of experience at the administra-
tive or top management lcvel starting
with director of a dopartment, uhere dopart-
ments are the major ogganizational units, or
the regional director or branch manager,

' ‘ where there are regional offices or branches;

. ‘ or comparable supervisory positions.

Be 7Three of the  years' experience under Education and
Experience. requlrcment 3 may be offset by units in
Public Adminisiration or Management at the rate of
6 graduate uniis or 9 undergraduate units for every
year 1ack1ng of such experience. Only units earned in"
excess .of the minimim requlred may be used for
substitutlon.

Physical Condition

Applicants must be in good health and free from physical
defects to enable them meet the physical standard deemed
necessary for the posltlono

'EXAMINATION FEE

An examlnatlon foe of P2.00 is churged each appllcant for
admission to the examination in accordance with Article ViIi,
Section 38 of R.A. No. 2250.
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o PHOTOGRA?H

s Every oompetitor should attach to his application (C. S.
Form 100) a 1" x 1" copy of his recent photograph
nproperly signed by him.
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What to file
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1. C.S. Form 100

2. C.Sf Form 47 ' ' ;‘ .

3, Transcript of Records, Diploma, Special Oxder,
or any other authentio evidence of .

‘ {1;1f a. Completion of a bachelor's degree

(I b. Completion of master's degree (if anpy) ! |

4. Credentials in support of the units in the F
Public Administration or Management claimcd;

5¢ A service record duly cert1f1cd by the
.employing agenoy,

6. A describtion of work for each period of employ-
ment in supervisory, advisory, or consultatlve L4
positions includlng the f0110w1ng:

8e A oconcise and brief description of duties
performed and responsibilities assumed;

be The number and level of positions of
. employees superviscd, the nature of the
supervision exercised, and the supervision
r4ceived; :

co  The nature and scopc of decisitn making
and/or discretion exercised;

do Threec samples of written work (memoranda,
policy recommendations, special duties of
reports, etc.) officially submitted for
.consideration, in support to experience
‘claimed in Education and Experience
requirement 3.

Te A copy of the duly approved organization chart
indicating the applicani's relative positlon in
the orgauizatzon-

+ 8, Certificates of completion of supervisory or
. executive development course or seminar ox
in-service trainingj

9. Certificale or evidence of scholanship or training
grants; - :

10, Certificates or awards for Meritorious Service or
Outstanding Achievement.
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Where to get forms:

‘The names of applicants should be forwarded to this
Office c/o The Parsonnel Officer who will forward the
_necessary rorms to the offices cqnoerned, Forms may also
‘be secured from the following branches of the Civil Service
Commission: Dagupan City, Ilagan, Isabela, Naga: City,
Davao City, Zamboanga City, & EloIlo City.

Where and When to fiIg:' R

" All appllcatlons must be filed with the Personnel B
Division, NIA, Quezon 01ty. Appl:catlons should be :
submitted to this Office as soon as possible but not later
than April 30, 1972., '

All Chiefs of Offices are advised to d1ssem1nate the A

above information to- the1r employeea performing aupervisory
duties.

‘ Those who meet the adm1ssion requ1rements should be encouraged
10 apply for the examinat1on.

aﬁrtﬁZQ"‘ A

L¢ INIO
Adm1 rator

March 9, 1972
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