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SUBJECT: Jcint BO~@8C Memcrandw Circular ¥o. 2, dated June 25,
1976 of the Aciing Cemnissicner of the Budget and the
Acting fhaivmar. of the Civil Service Commission.

For the informatinn, guidance and compliance of sll concerned,
attached is a copy of the Joint BO-0SC Memorandum Circular No. 2

of the Acting Comnissicner of the pudget and the -Acting Chairman
of the civil gervice Commission.

Attention is invited i the attached foimat of the new BC-CSC
Form Fo. 1 which should henceforith bhe used by all personnel in
acoomplighing the Position Description Ferm ko be attached to every
appeintment as required under the J4th paragraph of the above-stated
Joint BC-(SC Memorandum Jiraular No. 2.

¥IA officials whe have beern delegated the authority to certify
as to the correctnezs of Position D('burlptlt”‘: rorms for the Ad-
ministrator shall sign Item We. 25 of the BO-CSC Form Neo. 1.

compliance by all councerned is hersby enjoined,

ﬂj‘(’ (2GD.) ALFREDC L, JUINIO
1' pdministrator

{October 13, 1976
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JOINT BC-CSC MEMORAUDUN (IRCHLAR NO. 2

TO

(1]

All Weads of Departments, Rureaus,
Regional Nffices and pgencies of
the Tational and Local Governments,
Includineg Government-owred or
Contrelled Corpovations.

SUBJECT: Prescribing the Use of a Revised
Positicn Description Form (PDF)

v She Olassification of Positions
v the Budget rommission and in
Peruonﬁel action by the gcivil
qervice Commnission.

Isabilb

In the classification of positions by the RBudget
Commission, through its wage and Position Classifica-
tion Office (WAFCO), it requires that the duties and
responsibilities ¢of dndividual positions, including
the gqualification requirenecnis of appointees to ths
position are described in @ prescribed form called’
Position Description I.:. I I.TS0 Form No. 1-4).
The duly accomplisiied FIF is used as the basis for the
classificaticn of the positio.

Similariy, the Civil Service Commission requires
the submission of statemsnt of duties and responsi-
bilities to accompany propvsed appointments from the
various agencies. The CSC Form Ne. 122-D, is used as
a guide for taking perscnnel azction on said appcintments.

It has been noted, however, that the continued use
of separate forms for esssntizlly the same purprose opens
the possgibility for an employee to describe his duties
and responsivilities depending on the purpose he wants
to achieve. '

Therefore $o avoid the possibility of cmployees!
submitting inconsisient statement of duties and responsi-
bilities and gqualificatiocn raeguiremsnits in the zovernment
service, the Budget Tommission (WiFCh) and thaz 087 have
agreed tc prescribe the w:t?cn_é revised ¥TR, This
revised PDF identified as RQ-0S0 Form Yo. 1, shall be
used henceforth by all 1ﬂup0¢bv for clagsificatien of
positions and for cther personnel action necded bty the
CSC in connection with the processing of appointments.
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The revised form, BC-CSC Form te. 1, consolidates the
essential items found in WAPO Form "o. l-4 and (¢SC Form
No. 122-D. The form is o dasigned to serve both the needs
of WAPCO in the evaluation of positions for classification
and compensation purpuses {or W4LPCO~covered agencies and
the Civil Service Commission in varipus related personnel
action. Thus, by the use of the revised form, preparation
of position descriptions by the agencies will Ye simplified,
as they will now prepare just one set of position descrip-
tion for each position, instead of two, that will serve the
requirements of both the Sudget Cuommission and the Civil ’

- 8ervice Commissicn. -

The revised PDF shall supersede WAPCO FPorm No. l-j
and CSC FDm 2\700 122"‘]}6

Agencies are authorized o print this form for their
use,

This Joint Memorasndum Circuler shall take effect
immediately. i

(SGD.) JAIME C. LAY (s@D.) JACOBO C. CLAVE
Acting Ccommissicner - Acting Chairman
Budget Commissicn Jivil gervice Commission

June 25, 1975
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INSTRUCTIONS FPOR ACCOMPLISHEING THE FORM

The following instructions will explain how the accom-
panying Position Desc:iption Fafm, BC-CSC Jeint Porm No. 1;
(PDF) should be filled, and how the supervisors should review
it. This ferm cemes in iour ccples, ¢ be distribuited as
follows: originsl copy - WAPGO: duplicate copy - C3C; triplie

&
cate copy ~ YOUR OFFICE: and quadruplicate copy - zmployvee,
THE FERSONNEL OFFICER

The Personnel Officer of the Department, Corporation,
Agency, or Local Government in which the position is located
should fill in Ttems 1 %o 12, except Item 11, including the
Ylank spéces fer present and previcus appropriations act/ordi-
nance numbers authofizirg the creation ef the position under
consideration and its item numbers under the respective
apprepriation acts /DruLn~ﬂ~~°

ITEM l.-~Name of mmployes.--Write down the name of the
employee presently coccupring the position. Write the word
rvacant® if the position is vacant a2t the time this form is
accomplished.

ITEM 2.--Department, Corporation or Agcncy/Local Govern~
ment.-=WYrite down the exsci nare of your offirce. Avoid using
abbreviations. (Write "Department of Trade” instead of "DOTY
if a department, "Social Security Systew” instead of "S38" if
a corporation, and "Rlnal Frovincial Govsrnment" instead of
"Rizal" if 2 lecal gevernment.)

ITEM 3.--Burzzu or Office.--Write down the meicr subdi-
visior of the agency to which the pesition belongs and is
dirvectly under, such as "Bureau of Domectic Trade" or "Finan-

¢ial and Managemeni Sexrvice" i in the department proper

TTEM 4.-~Depariment/Rranch/Division.~-Write down the

immediate subdivision of the ¢{fice indicatsd in Tter MNo. 3



where the position is found,. such us "A ministrative Services

Department", "Personnel nrmnnt" ar "Management Division®,
ITEM 5.-»W0rk Sua$¢3n/Pl$ﬁ“.CT Work.--Tndicate the geogs'

graphic locaticn of the pos 1' on, sueh ag Manila, Bataan,

Davao, etc. ‘

ITEM NOS. fa and Eb.~-Write dovn the present md previous

appropriation act, board rescluticn or crdinance number =nd

. the iten number of the position in said apprﬁpriaticn act,

board resclution or ordinance. ‘

ITEM ¥®o. 7a.~-Salary.--Writs down the salaxy of the pesi-
tion as autherized in the appropriation act, board resolution
or ordinsnce znd the actual salary of the employee cccupying
the position. If position is vacant at the time this form is
being accompiished, do net indicate actual salary.

ITEM NO. 7b.--(Cther Compensation.--Write down amounts
fbr other compensatign granted to the employee, such as for
cogt-of~living, subsis.ince, ciwening, laundry, hazardous or
hardship post allowances, mid-year, year-=nd and other bonuses.

ITEM 8.~=OIfficial pesimation of Tosition.--Write down
the title of the position as authorized in the appropriation

act, board rescluticn or ordinance.:
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ITEM 9.--Working or Propose down the title
of the position that is praferred, il diTferent from the Of-
ficial Designation of the ;osition iadeeatad dn IThen 8.

ITEM 10.--WAPCQ Classificziion o»f Lhis Position.--Urite
down the classificztion of the position ax zertified ic the

3
agency oy the WAPCD. Leave blank . 3{ ths iesition is new and

not yet classified. : : ' A
ITHM 11.--Qccupaticnal droup Tiile,-=Le2ave this blank,

WAPCO/CSC will indicave the octuiaticnan
the position has+sbeern classilisd.
J.

ITEM 12.~-For local govevrmont pasiiicrs, check the

appropriate lecal govermment znd siazs of the uglt

_/juh/

where the position is found. .-
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Writing the statement of dutisze znd responsi
)

(position description) is the responsibility of the employee

holding the position as well as his supérvisor to insure the
adequacy, validity and correctness of the statenents made
therein. Any duly accomplished position description form
subtmitted, signed and endcorsed becomes an official record ar
therefors o public documeni. ~care therefsres should be taken
in accompliishing the PDF., The amployes who presently owcupies
the peusition sheuld write the descriptiocm of the duties. zand
responsibilities of the positi-A 5g purfprm 4 2nd urndersicod
by him. In case ibe §ositipn is wvacant, the immediate super-—
visor of the position shzall accompli;h éhe position description
form for the position.

 Below are some of the peinters which migﬁt be of help in
writing a position dnséription-

A.~=T0 nct atte.pt tc write down in a single sitting 2ll
the duties of the position. Take time and zive them a little
thought. Note down on a sheet of paper those duties as you
recall Shem. Examine the relation of the position with othner
positions in your organization. This will help you visualize
the pzx»t play
pattern.

[

s

oy the position in the goverall organizational

T

5.?.-

Be==pfter you have written dgmr all the duties of the
position, rearrange them in qaCend¢ng order from the most
important to thé least important, indicating the rercent of
working time spent on wach of the dubies.

{e=-~3impla, clear =nd short ztatements are the utmost
importanrce. Duty statements should therefore indicate the
Vhat-it~is, the why oz purpose, and the How~it-is accomplished.
Samples of the work which cannot be adegquately described should
be attached to the PIF such as reports made, forms accomplished,

designs and drawings nade, ste.
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De=~fveid using vagas terms such as "maintains,” “checks,"

"helps,”" and "preparss.t  @uplain in etail now you "meintain®
mechanical equipmant, records, "oneck" plans, reperts; "help®

carpenters, engineczrs; reperts, iavouts. For

example, a statishician may "yreparen statiztical reports, but
so does a typist.

Be==Finally, copy wha! sou have written on the sheet of
paper in the FIF uedor Item 1% (Statement of Duties). It is
suggested that boiwre dcing sn, & final revieow of the duty
statements be made by asking the {ollowin - questions:

Have 2ll the Gutiss and respensibilities pertinent te the
positien bveen wribtiten down?

aAre the duty ststements written in the most concise and
specific terms possible wuilining the Wwhat, Why, and Tow?

Can the position deseripsicn be used as an instruction

sheet for a new engloyie ot the pesition?

ITEM 13.~-Statement of Iuties.--This is the most important
part of the form. write dewn is detail wioat you actually dos
have done, and azre expectod to de agein. "Pe roent of Working
Time" in tho left~kand coliumn chould indinate the number of
hours consumed by you in performing each daty specified.
Express time Dasc in 4y, weey, month or rear as the case may
be, after indicating the purcert of working time. Tist duties
in the order of their impertance with 3he most important duty
first, the zocund mest impoviant duty swcond zrnd s¢ on. Also
describe desres of supervisios reeeived (snd siven to subor=
dinates, if = supurViscr). gnts Sully whether you receive

instructicns in detxil or in fwnoral terms (or review the

work of suberdinatos 2y from time to time enly.)
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"pegres of supervision Rec.lived” memng the amount and type of
instructions and suidarce ueually recuived from your irmediate

supervigor, including the rulesz uid remiletions, office prac-

tices and precedures and tne oxhent bhey soutrel the performance

of ycur work.




ITEM 14.--Position

down the exact duly zuthovived ti
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g ‘mpervisor.--Write

Yg of the first or impediate

supervisor. "Immedizte supervisor ' »eisrs t¢ the superviser

nearest in level to bthe peosiftion invelved., For exanple,

i

I

a division consizting ¢f twenty clerks, nne senidr clerk as

assistant chief of divisinn =nd one zupervieing slerk as chief
the
not the

of division, the

assistant chiefl

vising clerk.

ITE 15.~~Fosition Fitle of Yex:t Higher Supervisor.--Write

down the exact duly autherized title of the next higher super-

super-

visor. In the example given in Them 14, this would be the

chief of division, a supervising slerk.

ITEM 1l6.=~Names, Titles; and Ttem Numbers of Employees You

Supervise Directl: ;

work assignmentﬁ or instructions and review their work.

i

down the namvh, item suabors, 2 titles of

supervise.

ITEM 1?.»«Machines, Fguipment and Tools Used.--yYou USE a

ly.--You supsrviss <mploye¢es when you give
-Write

typewriter, mechanic!s tocls, or slide rule; you QPERATE a

water pump, diesel generator, caleculating machine. Write down

the machine, equipment or tools USID or OPERATED regularly by

you in the performance of your work.

ITEM 8. ~-Contacts.-~check the anpropriate box tc describe

the approximate fr HRERCY

gt

Y

connection with your work,
ITEM 19 ~=Working oonditirn.--Chesk the ppropv*a

that describes the cenditions of wour work,

ITEM 20.-=Certiiizate of Eryployee Vho Aocemplished

Form.--Indicats the azte you

sign your name.

The first or imme

of She nuntacts regquired of you

this form

Tk
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the eméloyees you
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ments from Item 15 to 20 o see if the iuties of the position
and other data pertairing o the position zre correctly re-
ported. He shonld alszo i1l in Ttems 21 to 24,
ITE! 21l.~~Brief Tescriptiosn of the Senerzl Function of the
Unit or Section.-~Write z briefl description of the function
of the immedizte unit whers ths position is smetually found.
ITEN 22.-~=-Brief pescription of the Generzal Function of the

Pogsition.-=¥Write a briefl description of ths function of the

‘position as you understand it. You wmzy include zny exceptions

you wish te mak if any. on any statements of dutiss and res-

ponsibilities described by the smiployes uander Ttem 1% of this .-
fornm.

ITEM 23a.--Minimum Quelificatisns Required.--The supervisor
should indicate the suggested minimum numbar of years in train-
ing and experience which will have to be conzidered of zn
applicant in filling#a vacancy for this pesition. It is impor-
tant that the qualifications of the present incumbent of the
position should not be considered. 0ther skills, knowledges
and abilities preferably required of an incumbent of this
position should z2lsc be ilndicaved. Phe {illing of this item
is important especiziiy if the porsiticon ander ccnéidc::tlon is

nevw or proposed,

~

ITEM Z3be-~=Licenss. or Certificatas of Treliciency.--Indicate
o

licenses or certificatus renuires of an incumtaznt ol this posi-
tien. If nc licgnse or czntificetc is roguired, write down
"None", R

ITEM 24.--Cextificate of Immediats SGupervisor.--The immed-
iate supervizor s regursted te read Lthe statoients carefully
and give comments on the adeguacy, velidity anc correctness of
the facts raportad.

THE AGENCY TRAD

ITEY 25.--ipproved.--Signature of the sgency
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of regular offices; of the zeneral nsnager, in cags of corpora-
tionss aznd of local guvernment bewd, in casz i local govern-

ment units."




T S ToNT SI0HER SUPERVISOR

MES, TITLES and. ITEN Roa. OF o8k U LIRs0TL? SUbmviae (if more -than (7),
List only by their item nos. =nd titles).

’

17, MACHINES, BQUIBMENT, TOOLS. ate. used regilariy in performance of work,

2

18, CQIDACTS *1?. WARE TG CORDITY

- ) geezaional . Frusuent M . o .
. T -y - !  SRmmen
General Public 1 ! i v workirg Qomditicn : :

. . Othcs aAgencies [ P rt ’ ] :
Supervisors ' ' ; ; ' R |
Management T T ’ iad weather T
Cthers (Specify) +——t - N u— ' ) F—

! !.. H ' 1 1 .

20, I CERTIFY that the above anwwrs ars accurats

. A

Tate , Sispature of Laployee

T U oL baployee L Lo -
0 3B PILLED 0UT W IRERILTE SUPERVISOR

¢le Iumexibe briefly the general function of the Unit or Section.

2¢ pescribe briefly the gerneral funetici -« 7 ‘T poslSion, '

zducation coneldered
+icn in mind rather
item should be filled

zducations
Txperience:

25b. Licenses or certificates roaquiled |

Z%. I naveby certify that the above ansers ars ascurais and comLlete.

BT

Dat Simature and Tisle of Immediate Supervisor

D

25, APFACVED:

Date
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- REPUBLIC OF THE PHILIPFI:IS
_ BC~CSC Form WMo, 1
(POSITION DESCRIPTIOH FOR'Y)

~ 2. DEPARTMENT: DEPARTMERT OF ° T T
TRANSPORTATION 4 COMMITLINATI

THAL TRRICATION ADMINISTRATION -

4. DEPP./BRANCH/DIVISTOTZ S WORK 3TATION/ETACE OF WORK
6a. PRES, APPRO" K0T/ 'bb TV T BATARY S 7o, OTHER COMPENSATION
- BOARD RES. / '
ORD. NO. ' STPHORIZED \
____ITEM NO. t LOTUAL '
8. OFFICIAL DESIGHATION QF 1 9. WORKING OR PROFOSED TITLE

10. WAPCO CLASSIFICATION OF THTY FOSITION
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o7P TITLE (leave blank)
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12. FOr FOR LOCAL GOVERNMIFT FOSITING, OV SOVIRIAEITAL TTHIT AND UNIT'S CLAS
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15. STATEMENT OF DUTIRS AiT RESFONGTRIITTLIAG. TF mere s

additional sheets.
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Working
Time

DUTIES ~
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