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TO s THE DEPUTY ADMINISTRATOR, ASSISTANT ADIINISTRATORS,
DEPARTHMENT MANAQERS, STAFF HEADS, REGIONAL IRRIGATION
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SUBJECT s ESTABLISIMENT OF THE NTIA MERIT PROUOTION PIJLH

~ R
In line with the Agency's policy that promotions shall be made Teg

only according to merit and fiiness of quallfied and deserving per-

sonnel, the policies and procedures set forth in the attached llerit

Promotion Plan (MPP) as approved by the Civil 3ervice Commission (CSC)

shall, henceforth, be observed for purposes of appointment in the

ocareer service,
Enclogsed, as part of this Circular, is CSC Memorandum Circular

HWo, 3, s, 1991 titled "Policy on the Use of Qualification Standards",

411 NIA circulars and issuznces inconsistent with this MNC are
deemed modified and superseded. o

This Circular shall take effect immediately.,

Be guided accordingly.

Encl.s

1. lerit Promotion Plan
2, 0SC MC #3, s. 1991
3. FMunctions of the Selection Board
4, Selestion Process
5. NIA Bvaluation Forms
a, Comparative Data
b. Comparative Assessment Form ,
6. Positions under the Won-Career Service g
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MERIT PROMOTION PLAN
A\ "\ N "

PﬁrsUant to the provisions of Section 30 of Fresidential

Decree No. 807,"Civ11 Service Commission Resolution (CSC Res.) .

No. 83-343 promulgating the revised rule on promotion, ‘CSC
Memor dndum Circular: (MC) No. o. s. 1979 as amended by €8C MC Nos.
18, s. 1988 and 38, s. 1989 and Section 32, Chapter 5, Subtitile
A, Title I; Book V of Executive Order No. 292 otherwise known as
the Administrative Code of 1987, this Merit Promotion Plan (MPP)

is hereby established for the guidance of all cgacerneda

. I  OBJECTIVES
It is hereby declared to be the policy bf this Agency that
promotiohs shall be made only according to merit and fitness. in

this pursuit, the Agency aims-to:

1. Establish a Ernmotinn.system that will strictly adhere
to the mefit principle of sélectinhg empldyees for
promotion on the basig of their relative quialificatiors
and competence to perform the duties of the positiohs
beihg filled. o |

o

2. . Create equal opportunities +or advancement to  all

qualified and competent employees in the Agency.

L. ARy



. 3: Provide a guide tor the speedy and fair édjudicatibﬂi'bfl

protests of employkes against promotion.

+ I  SCOPE

This plan shall cover all positionshin the Agency classitied-

under the first and second levels of the career service in the

Central Office, in the regional offices and in the integrated

iririgation systems.
I11  DEFINITION OF TERMS

Promotion - méans'the'advancement'm¥ an employee from one
position to another with an increase in ddf%és and
responsibilities as  authorized by law and  usually
accompénied by an increase iﬁ salary. \

Merit Promotion - is a systematic method of selecting the
best qualified employee for advancement br promotion on
the basis of his/her qualifications, fithess and gbiiity
to perform the duties and assume the respdnsibilities bf

tHe position being filled.

' Career Service - is a category of service in the Philippine

Civii Service characteriied by entrdnce to positions
based bn merit and fitness to be determined as +ar as
practicable by competitive egaminatiOns’ or based on
highly  techhical qualifications, opportunity  for
 advanceiment to higher career positions; and seclirity of
tenure. . ‘ ~ ‘ |
First Levei - shall include clerical, trades and cratts, and

clistodial service positions which ihvolve stib-
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professional Work in a non-supervisory or supervisory

capacity reqﬂirihg less than four years of collegiate

studies.

o Secohd Level - shall include professional, technical, and
scientific work in a non-supervisory or supervisory
capacity requiring compietibn'nf a Bachelor’s degree
up to Division Chief Level.:

'Dccdpatidnal‘ﬁrbupihg.uf Positions - @& seried bf classes of

_ positioﬁg in the same occupation or occupational area;
arranged by level of difficulty and complexity of work,
o e lowest to the highest. -

Next—in—Rahk Position — refers to a position which by Freason
of ‘the hiErékchical arrangement of positions in the
Agency . is in the nearest degree of relationship to a

higher position, taking into account the followirgi

1) organizational structure/s as reflected i fHé
apptroved organizational chaftg
2) salary grade allocatioris .
3) classification and/or functional relationships
of .position;y and

4) ‘geographical locati;n.
GUaii#iéd Next-ih-Rank - re%ers to an employee appbinted or
~a permanent basis to a position previdUsl& determihed to
be next-in-rank to the vacancy proposed to bHe filled and
.who meéts the requisites for appointment thereto as
previously determined by the appointing authority and

‘approved by the Commission.
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: boﬁﬁetéhté -~  refers to an employee’s capability to

f adetuately meet the output rgﬁuikemehts of a position
which may be g&Uéed 'cuiléctivély thri hias past
perfokmance;:educatinh, training and experience.

Open Position- refers to those positions that do not havefahy
position neat—in—rank‘ or residual positicons of each
level (first or second levef) which may be filled by
‘laterallvertical entry. |

Promotional Line-Up - is $ ilisting of incumbents of
.positinns next—ih—rank to a vacancy as well as those
who; though ﬁot hext;in~rank, are deemned quéiifiéd and
compe{ent tégether with all necessary information about

each incumbent.
iV  BASIC POLICIES

Whenever a position in thHe first or &econd level becomes
‘vacant, the cf%icprs or empldyees in the Agency Wwhb occupy
poaitinna deemeéd to be next-in-rank to the ‘vaCancy,
competent and qualified shall be initially considered. for
promotion to the vacancy. |

In the absence of qualified candidates Wifgln the Agency
for positions in the éecond level, m#figers aﬁd employees 1in
other guvernment'égencies, departmeﬁts or btreads; Who decupy
next-in-rank positions and who possess the minimum-
réquirehehts of the position to be filled may also be

considered. ’ -

An  employee &f the Agency, who is holding a career service
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, position: but not hext—iﬁ-rahk to the position to be +#iiled,

may be tonsidered for promotion provided he meets the

(14

" prescribed qualification standards of the position "and

provided further that his qualifications and competence are
superior to that of the next-in-rahk candidate.

At the entry level in the second level, betkeen a career

employee and a non-career employee, -the career employee shall

be given priority.

In 4111169 any new position except at the lowest level,

existing positions in the Agency which are similar or allied

to the new position shall be considered next—in-tarik to the

new position.

L3

No official or employee shall be considered for promotion

unless his performance rating for the last two (2) senesters

is at least "Very Satisfactory".

The Selection Board shall be responsible for determiring the
guéli#icatiuhs and establishing the ranking of all employees
competing for a particular poéitioh based on the criteria so

established.

The composition of the Selection Boards, established in.

~accordance  With £8C MC No. 18, s. 1988 as amended by CBC MC

No. 38, s. 1989, iz as follows:
A. Ceritral Office ] .‘
1} First Level Uécaﬁcies
a) The Mahager, Fersonnel Division

b) Designated representative pf management \

\
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c)\The Mahager of the Division where the Qacahcy‘is

d) Designated representative of the duly accredited
empibyée. association in the Agency who may ‘or
may not be a member of said association

Second Level Vacancieé

a) The Manager, Fersonnel & Records Mandgement
Department

b) DEsignated représentative of mariagement ¥

c) The Manager of the Depértmehf/Staf% where the
vacaHCy is |

d) Desgignated rEpresentétiVe of the duly accredited
employee association in the Agency who may or

may not be a member of said association

B. Regional Office

1)

First Levei Vacancies

a) Regional Administrative foicer :

b) Representative of the rank and file +from 'thé
first level to be chosen by the duly accredited
enployee association in the Region/Prdvincial
Irrigation Office/lrrigation System who may or
may hot be a member of sald association

€) Division Chief roncerned or his representative

8econd Level Vacancies . o

a) Begiona; Managef

b) Representafivé from the second level to be
choéen‘ by the duly accredited employee
asasdciation in the Region/brovinciél - Iririgation

Office/Irrigation System who may or may hot be a
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iiember &f said association

£) Division Chief concerned or his representative
. ) '

When two or more employees meet the minimum requirements bf
the. position to be +filled, an objective process (e.g.

testing) of determining who is the most fit and meritorious

among all the applicants shall be adopted. However, in cdses

where two or moire employees most competent and qualified are

_next—-in-rank to the position, preference shall be given to
the employee in the organiiational unit where the vacant |

position belongs.

Lack of confidence shall' not be accepted as a specidl ieason
for disqualifying an employee from promotion. The special
reason must be real and substantial to be  considered

sufficient for his disqualification.

)
A temporary assigﬁment or designatioh to a higher position
]

shall not be made a basis for priority in .promotion.

A\

In a chain of promotions, the disapproval of the appointment
of an employee proposed to & higher position invalidates the
. 4 !

promotion of those in the lower positions and automatically

restorés them to their former positions. Howevér, they ate

entitled to the payment of éaiaries for services actually’

rendered at the rate fixed in their promotional“appointments.

When an.empinyee‘@hn ig legitimately entitied to promotibn is

administratively cﬁarged, the position to which he sHould

hqve"beEn promoted shall not he filled until after the
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admihistirative + case shall have been #iﬁa&iy decided.
However, wheen the‘exigencies of the service require immediate
filling of the position, then it shall be filled by.temporary
appointment to end as soon as the employee legitimately
L entitled to it is. exonerated. if he is folhd guilty, he
shall 5e disqualified for prémotion for a period based on the-

penalty imposed as prescribed by the Commission.
V  PROCEDURES ON PROMOTION

The following procedures shall be cbserved by thig Agency in
filling vacant ﬁosiﬁion whether in the first or second level

pusitinns of the career service.

1.! When a vacancy occurs, . the Department . Manager
(CO) /Regional Irrigation Manager/Operations ;Maﬁager
‘(Intégréﬁed' Irrigation Bystems) who wishes tb have the
vacancy filled shall submit a request for authority to
i1l the vacant pﬁsition for  approval of the
Admiﬁiétrator, thru the respective Assistant
Administrator. ‘

2. Uﬁcn ‘approval of the authority to 111 the vacant

poaition, the Manager of the Personﬂei Division (CO)/

Administrative Division [Regilon/Integrated Ikkigatibhly

Bystems (MARIIS/UPRIIB)] shall:

2.1 Advertise the vacant position to-bHé filled on
the btlletin board,’ spééi#yihg £H§rein the
rtitlé, Item no., -saLary grade aﬁd botal

compensation of the position, the ddﬁli#icat@bh

8



2.3

Fequirements thereof, including * the tequired
field of specialization/other job requirements,

i1¥ any.

Prepare a list of candidates which shall
include employees who are next—in-rank . and
others who are not next-in-rank bit. who applied

for the position.

Collate_ all necessary 5Upp5ﬁ@;~ papers duly

'accbmplisheﬂ/authenticaﬁed.f o

(Personal Data Bheets, performance ratings,

proofs of training and seminars taken, etec.):

Conduct a Feference check of applicant’s work
experieﬁce, sthool records arid persdnal

reference when necessary.

Determine qualified candidates, taking intd
consideration the qualification standards/iob

requirements of the position.

Make a preliminary comparative: assessment/
evaltiation of the coMpétehCe aﬁd qualifications
of candidates who meet the minimum héduireméhts
in accordance with the %ac{drs for
gelectidn/promotion.

(for Central Dffice - c/o the Begretariat)

2.6.1 Evaluating the candidates



A

To determine the compairative 'compéteﬂcel

a;d qualifications of the candidates for

appuintment/promptibp, th;y shali be compared
on the basis of the follbwing'¥a8¥ursz,

a. Ferformance - this shall be based on last

two performance ratings uf>‘the employee.

However, no employee shall be considered for

promotion unless the last two performance

ratings is at least "Very Satisfactory".

b. Education and Training — these shall include
educational background and the successful
completion of training courses,
scholarshipgs, training grants: and others.

| Such education and training must be relevant

to the duties of the position to be filled.

c. Experience and Outstanding Accumplishments -
these shall include occupational historyé
work experience, and adcomplisﬁmehts worthy

of special commerdation.

d. Physical Characteristics ahd Personality
Traits - these re¥ér' ta the physical
fitness, attitudes and persoﬁalify traits of
the individual which must have a _bearing an

the position to be filled.

e. Potential — this takes into account not only

the employee's " capability to pek*pkh the

10



- departments, if any:

duties and assume the responsibilities of
the position to be filled, but also. those of

higher and more responsible positions.

Prepare and submit a promotional line-up to the
Selection Board, which shall include all
candidates who .‘are deemed qualified and
competent for.prnmdtioh to the vacancy, clearly

identi#ying therein incumbents of positions

next—in-rarnk to the position to be filled. The

comparative assessment/evaluatiorn  sheet 50
prepaired shall be attached to the iisé, to give
comparative, information of the candidates’
education "“and tréining, civii service

eligibility, performance rating, experience arid

w

Coutstanding éccomplishment55 3 physical
characteristics, personality - - traits and
potential.

In the case of a vacancy in the secord

level, the list shall include applicants frofh

other government agencies. bureaus or

The 8election Board of the Central 04 ¢ice/Region/integrated

Irrigatibh Systems, as the case may be, shall theh meet ahd

evaluate the gualifications of the candidates inclided in the

promotional

line-up -in accdrdance Wwith +this Plan. Id

evaluatihg the gualifications of the candidates the Seiettior



Board shall:

3.1 Review evaluation/assessment sheet prepared by the
Personnel Office.
3.2 Conduct tgstsvand interviews when necessatvy.

‘A candidate who refuses to take the test shall iose

* his ranking.

———

The Selection Board shall determine en_banc the iist of

recommended employees from which the appointing authority may
choose the person to be.promoted*.arranged in_an order of
priority based on the poiﬁts‘the candidates'ébtained in ‘thé
comparative absessmeént of their qualifications in accordance
with Sec. 5§ of CSC Res. No. 83-343. ,
However; 1if tHere is only one (1) candidate, the

Selectibn Board may resort to a referendum.

The appointing authority  shall assess the merits of the
Board’s recommendadtion and select. the employee he deems best

qualified to fill the vacancy.

The  Personnel Division  (CO)/Administrative . Division
(Region/Integrated Irrigation Systems) shall post on  the
bulletin board a monthly summary of appointmenté/pkamnﬁians

issued.

A hext—in-rank employee, who féels agdrieved by a promotional
appointment, may file an appeal as provided hereih. However;
only regular and permanent employees who hold positions next-

in—-rank to thé higher position to be filled, as specified in

12
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‘4 System of Ranking Positions, and who are tompetent and

gualified, méy appeal .

An  appointment shall take effect upon assumption bf duty hy
the ‘appointee but not earlier than the issuance of the

appointmerit. The appointment, however, shall be submitted to

_the Civil Service Commission within sixty (60) days from its

issuance, otherwise, the appointment becdmes ineffective

thereafter. —

VI-  PROTEST

Appoiritment /promation which may be the subject of ; pgrotest
The following appointments may be protested:
.a) An appointment made in favor of andther next—-in-
rank embloyee who is not qgaii¥iedg ) .
b) an appointment made in favolr of one who is riot
next—-in-ranks
€} An appointment. made in favor bf one who is
appointed by transfer and hot next-in-rank, bor
by reihstatement or by original appo}ntmentg if
the employee making the protest is not satistied
with the written special reason oF reasohs diven
by the appointing authority . +for such

appointment.

*

Who may file a protest ‘ '

Only & qualified next-in-rank officer or enployee who is

not considered for promotion to the nesst higher position may

P
A



0

fiie a protest with the head of the Agency.
.

Form ahd contents of the protest. (Annex A)
The protest shall be writien in cléar,' simple ~and

concise language and ih a systemdtic manner and shall coritain

the +ollowing:

-

a) the position contested including its item nuimber

and the salary per month attached theretoj

b) the full name, office, position and. salary per -

month of both the protestant and tHe protestee:;

) the specifications of the protest;

d) personal data sheet of ‘the pkotéstant. shoWi Hy

| hig education . and training; experiehce, 
outstanding accomplishments, civil service
eligibility, latest performance Fatings for the

| last two (2) rating periods;

e) a certified true copy of the  approved
organization chart/s of the office where either

the ,protestee or protestant or both belong.
Where to file protest ‘
A qualified next-in-rank officer ofr employee 1in the

Central Office may file his protest against an appointment or

«» promotion with the Administrator. A protestant in the Region’

may file his protest thru the Regional Irrigation Manager.

The latter shall forward the - protest {including all the

pertinent documents to the Administrator.

L
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5. When to file protest
| The pfrotest may be fiied within fiffeen (15) days +rom
the date the notice Sf the issdance of the appointment was
posted on the Bulletin Board. Failure to #ile a protest
within the prescribed period shall be deemed 4 wWaiver of

one’s right and no protest shall thereafter be entertained.

6. Procedure
6.1. The Administrator shall decide the case within thirty
(30) days from receipt of protest. At his diséretion, he
may refer the protest to the Protest  Committee

—

constituted as follows:

The Assistant Administrator
. for Administrative Bervices

Chaiiman

Members -~  The Manager
: Personnel & Records Management
Department

- . The Manager
Management Services DEpartmaht

- The Manager
Legal Department

- The Department Head ton:erned

Secretary - To be designated by the Chairman

6.2. The Protest Committee shall, within fifteen (i5) days
trom  receipt, evaluate the reasons presented by the
brutéshant ard submit in writing to tﬁé' Admihistrator
itg findings ahd V%ecohmendatidns. The Administrator
shall finally decide within fifteen (15) days who shall

be promoted to the contested position.

15
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b:%. A ctpgy of the decision of the Administrator = shall be
furnished the official or employee adversely affected
within five (5) days from receipt of the Administrator’s

~ N
decision by the Persorhel Division.

6.4. 1f the dggrieved party is not satisfied with the
decision, he may further appeal to the Merit Systens
Protection Board, Civil Service Commission wWithin

fifteen (15) days from receipt thereof.

Effect of pirotest on the appointment

A protest shall not render an appointment . ineffective,
if thé appointee assumes the dutieé(df the position. THé
apbéihtméng' ﬁay be éppkoved if the appointee meets the
qUali#iéation standards prescribed for the pbsitioﬁ, siibject,

however, tb the final outcome of the pi-otest case.

Effect of withdrawal of prdtest
A protest may be withdrawn at any time as a matter bt
Fight. The Wwithdrawal of the protest 'shall terdinate the

protest case.

Appointment to simliar or compdrable position

The acceptance of an appointment by the protestant to a
similar or comparable position shall render his protest moot
and atademit. |
When protest is deeimed filed | ‘ _
A . protest is deemed $iled; in case the' samé is sent by

registered mail, on the date shown by the postmark on the

16



11.

12.

13,

-

enveldpe which shall be attached to thé record df the case;
and, in case of personal delivery, on the date of receipt by
the NIA Central Office or Regional 0ffice, as the case maybe,

as appearing on.the stamp of receipt by the receiving unit.

Grounds for dismissal of protest
A pr&testvmay be dismissed on the following groundsa:
a) The protestant is not next-in-rankj
b) The protestant is nekt~in*rank. but rot
. qualified; .
\ &) The protest is general, i.k.; it does not
;pecify a particul ar protestee' as Wwhen thé
protest is agafnst "ahyone th is appointed #d
the position" or there ;ke two or more
bFPtééteés; - .
d)' Thev protest i1is not in accordance with £hé
.réquired form as p%b%ided in these rules, suth

as telegram or radio message.

Effect of decision ,

In case the protest is finally decide& in tavor of the
protestant, “the appointmert of the pFotEstee. shall be
rendered inetfective and/or disapproved- and shall = be
accordingly noted in the appropriate personnel records such
as File 201 and service card. The protestee shall be Feverted

to his former position.

Execution of decision ,

The decision of the Commission in a protest gase shal i

17
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14.

15-

be executory, ﬁnless a motion Ffor réconéidé?atidn is
reasonably filed, in which case the execuéipﬁ of the detisior
shall be held in abeyance. |
Effect of pendency of certiorari with Supreme Court

The filing and pendency of aﬁ_action for certiorari with
the Supreme Court shail not stop the execliticn of the +final

decision of the Commission unless the Court issdes a

restraining order or an injuﬁction.'

Non—-executicon of decision

A"head of office or Agency or his deputy who willfully

_refuses or fails to implement the final resolution/decision;

16.

order or ruling of the Commission to the prejudice of the
public service and the party affected, shall be persohally

liable for the payment of salaries and other money berietits

.corresponding to the delay in the execution thereof. For this

purpose, the Commission shall issue the necessary order.

Cnmﬂukatinﬁ of Time i ,

In computing any period of time prescribed by these
protest rules, the first day shall be excluded and the last
day included unless it be a Saturday, a.Sunday or a legal

holiday, in which case the period shall run until the end of

the next day which is neither a Saturday, a Sunday or a legal

holiday.

" VII  RESPONSIBILITIES
It shall be the responsibility of all ufficials.ahd employees

18



of this Agency to enforce and follow strictly the provisions
of this Plan and all laws, rules and regulations related
thereto.

2. . The Pe;sonnel Division/Unit Chief shall inform all officials
and employees of this Merit and Fromotion Plan and shall
asgist them in the proper implementation thereof.

3. -The Selection Board shall maintain records of deliberations

which shall be available for inspection by the Civil Service

" Commission or its duly authorized representatives.

VIIT EFFERTIVITY

This Plan shall take effect immediately‘upqp itsdapﬁroval by
the Mivid Q~":*~ﬂ Prmed =i Anv subsequent changes iny, or
amendments to this Flan shall be subject to the appﬁPVal hy the
Civil Service Coﬁmissinn and shall not take effect until six (&)

months from date of approval.

(Sgd.) JOSE B. 'DEL ROSARIO, JR.
Administrator

Annexes:

.

Annex A - Prescribed protest form

B-1

Evaluation Sheet (Firat Level)

B-2 - Evaluation Sheet (Second Level)

C-1 - Potential Assessment Form (First Level)
C-2 - Potential Assessment Form (Second Level)
D - Interview Assessment Form

19
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CONSIDERED 70 THE POSITION OF :

. iNTEkVIE Mssmr FORM

{To be zccneplisbed by the Prosotion fivard)

. ?lnzl tion:

 You aré ko rate the candidate an mtam characteristics and traits which can be observed shen you talked with nid tis b8 dan
Consider ihiether his personal charscleristics, as manifested during the interview, will be ai.asset or 1ishility to the pusitiod reh
canidered,” Naka your fating of the candidate’s ‘chardcterfstics sn!e!y mi evidence tbsgrved diring the ir-;mies Sy éudrctir}q b

totrésponding point for each tratt.

y .

" . to record yeur rating of the candidate on each of the trait. Bo not cuit any ites, Mhlr fating the raﬁdidaié ictdio!!-
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Repubiic of %he Ihiilp inéé,
CIVID SERVICD COMMISSION .
‘ Quezon City .

ue No._.. .~f.o3';. §s 1991 .
MEMORANDUM CIRCULAR L EER

. ALL HEADS OF DEPARPMENTS; mmEAUs AND
'AGENCIES OF ‘HE NATIONAL AND LOCAL
" GOVERNMENIS TINCLUDING Govmmm:—oxmm
-AND/OR ' CONTROLLED CORPCRATIONS JITH : .
‘ --ORIGINAL CHARTERS - .

* SUBJECT . 4 ".\POLICY ON 'THE UST OF QUALIFIOA.I.‘ION STANDABDS

iPhe CiV11 Setvice Commisslon, a8 the oentral pereonnei

o ageticy of the governmént, in pursiit of a moré professiohaiized,”

efficient; competent and progressive ciyil servicé; hereb X
promulgates the following polioies on the iise of the Quai fi-

f-catioh standardss

o 1: e approved Qualification Standaids of any ageﬁcy

L  Bhall ‘be tised as the starderd minimim dualificetion reéduire- .-

: B --groupa

.. Hentd for poditions in. thab egency for purposes-of appoint— ,

ments and other personnel actions; , , A
2, TheSG minimum requiremenbd shalli however, be used  f"‘

ot 00n31dered sufficient for entrance pos tiond in aty -
agency, that is the lowest p031%10n in any doodpatlonal :

3 There. the p091tlon to be fiiled up ia ﬁob aﬁ en%fy'g'

‘”"p051tion, the minimin qualifications prescribed.shail #e .

longer bd Sufficient udleso there aré no other abpiicahté or

'7:} contes%ants who eXdeed the minimum quallficatioﬁ sbahdardé..

‘Tle appointing auihority shidl débermine Who among %he .

“applicanbs i® most qualified in terms.of: performénce e
‘ qualiglcations ahd oompetence and appoint the begt: qdaiified: '
vcandi eLes L S

4y Ad1 other is*dances of this Commission 1ncbhsistént5;z,‘"

~With the foregozng bire deemed modified accordihgiya

(SG:D ) PATRICIA A smo; TOMA§
Chai rman S



: “'F"UNd"JEIO'NS ToF-' Tftﬁ: éELEC,’J:IOi&I‘ '-ZBOARD o

.. 'Dhe Selectlon Boqrd shall cater to ‘the recrultmeht and

. gelection of personncl for appointment in- the Osdreer Sérvice -
whether - original, reinstatoment or reemployment; It shall

- dikewise provide mesistance in the Sélaction . of. peraonnel fdr S
-'advancement Ain ucoordance vith cse- 1aws and rules.44 _

‘The. establishmeit of " Selection Board is deemed heceésary'_-
to supplement Civil Service Ixaminabtion witich ard gendralily
_ paper and penecil teste, . Thess tests: which usliglly medBitre
general abilities and aptlﬁudes muat be supglemented by a
gelection process thet takes into con91der ion needé germane
to partlcular deparﬁments/éﬂen01es.

- The Bo%rd shal] have ‘the' follow&ng set of fuhctidns and
're9ponsibilities. ‘ o

A4 Mhe Board shall formulate screenlng procedures like
- Atests and interviews and criteris for evaluation of
.candldates for position in the first and secohd 1eve
- in. the éarber Service involVing original appointmentd/.
- promotiondl appointmentd shd cases of relngtdtemeiit -
and reemployment., ‘It bBhall likewise determine the
'competerice and. quallficatioh of employﬁés oohéidered
for promotion;" :

2aﬁ-Mnkc g systematic assessment of . the quélificafiohé df -

. the candidates, taldng into condideratioh the quaiifi~
_cation: standards of the position and sich other -
requirement which may be deemed necessary.

'335‘.If recessary; the Sclectlon Board may. prescribe the
: - conduct of &' selection test/and or other selection
devises. for employees to ‘be promofeds' ‘

LA

'",4#"Aii +tlie members of the Selocbion Board shali defermihe %
 enband - a 1list of quelified and competert employees -~ &
- from which the appointing auuhorlty may chooée the o
ﬁ"person ‘to. be appointeda : ¥

. The Selection Board shail pay 9peoial attenbioh $o the .
#41idng.of Bupervisory positions whether in the first and -

i - Becond iével mifice these positions are vitael to the smooth .

_;. . ghall cohngtitute ad one of the instrumentn for selec
‘f'l'candldates for promotion.‘ :

. operation.of -the organizations, = TFor this. purpose, the Board.
shall. develop criteria for managership and leadershi giwﬁ}cg
(o) b .
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f';‘Requesb for authoritj $0 fili vacant :Deﬁartmehi canerned
'a“p081Lion (Ahnex A o

"Q‘,A g Tivz vy (f;'i RESPONSiBILITY CENTER

":; Advertise vacancy (Anne B) for 5. J"Séqrehaiia%g S
. Working days " . .- : . o R

n."“"pi Prepare ‘digt cf Candldates .";   f:éécf§tar1a%5 

‘éaﬁ.Indlude Uersonnsl who ig
" hext-in-tani bt aid hot . .
. .epplys dnform him 44 - ¢
" wrditidg bo submit '
"requiremcnts

-submission of Potential Aesegsmenb - Department coicerred
. Porm to Setretariat R T
.’Collatlon of all pertinenm papers'i,:¢ZSédfa£éfia£y.l |

' a;'lPersonai Data. Shée%s duly s .
,.“'accompiiShed L :

" bi  Perfornianss ratinge for the

E U lagt two (2) Semestars . e oL

.. e Pobentisl Assessmont Forms- duly}f';." o T

L ’,Sioned by ratar—superV1eors e EFE
nd{~fTraining cerbificateb

TfJafﬂinepare comparative daLa/évalua%ioﬁ Secretariaf
©. .. sheet " - Lo T

: ;$5 Scheduie meeting

fi?lMeetin of Selecfioh Bonrd T AN
. g - Bvaltetion of candidqbes' L ,.:Q~Séiectibﬁ'38afd“;~Q~;'i}.;-”“
3>" .qualﬂficat1ons o ‘ _...‘ : M '- cE e e
,B:T;Cerblfiéatldn of gualified ot
_ ';';A'cqhdidatés accoirding to radie Selebtibﬁ BOardg '
r"f”féig Op%lonai Anberview oandldates, f:~‘vf1"
e ) adminiéuor bests T Seioction Board - "

“"Inf‘orm bandlcletbee; in w:r'i'l:ing; of the','

. restilts of the - GvaiuL i Secreﬁariat

”ff\fsubmit PAS for apprdval of Lhe o {:' S s
.o Adminddtretor . thru Pbréonﬁel Div1sion !
: Manager ';‘;:4 o Departmehb Ooncérned

PreparaLioﬁ of Appéintment 'j’  ,_'ﬂ:' Recruitment & Ab oiﬂﬁmbﬁtd
LT A SRR Section; Pérbdhﬂél DdViﬁi?h
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. POSITIONS UNDER THE .I\ToNfCAREE‘ rEER SERVIGE. 1

s ' The noanareer Service shall be characteriZed b¥ enﬁréﬁée

Soaen baseé other than those .of the ilbual tests bf herd

fitnesd Utilized for the career sérvice and tenite ﬁhich ig

-« 1imited be & petlot sgecified by law; or which 18 cotermiﬂouﬂ
_With that of the gppoifiting authority. or sirtbjeed, to h

- oplégstive; or: whilch is limited to the dutation of & partloﬁiab
“;.prdjocﬁ fdr which rdrPOSe empioymeni wad: made..?=-

The non—dareer Servicd shall include“'jflj»f.‘  ;' _ ‘ﬂ:

| 1;. Blective offlcials and ﬁhear nersonai or ﬁ.;
| fconfideh siel staff, | >

- 2;”Departments Heads aid o%her officialé of
. tabihet rank vho hold poBitiods et the
" pleasitre of {tie President. aﬂd hheir peféoﬁai
" of cbnfidentiai staff,v ' ,

‘”:i3{,TCha1rmah and members of commi991ons and boardé
- with fixod toris. of offide ahd their peréonai
Tod cohfidential staff,~ | ) .

. 433'Cbnbractual personnei or” Lhoae whbse empio ent Ty

- AN thie T goVernmeit 18 in-dccbrdatcs With A g%édiai
4.0 “contract %o tindertdke & spécific work -o¥. joby -
“wThs . pedudrifig 8pecial or techiilcal dldils: A6t dVaildbié
' dn the employing ageiicy; to be. ‘addoifpliBned . -

co - dithin a sp001fic ‘poriody ¥ which 1h Hy BaBe Bhéii
;- B%e8ed ‘ohe yearj and perfbrﬂé oL édbbﬁp {8hsd RS
. the, specific work of job i ‘trder his oW réébbﬂéibiiitylﬂf

7 wtth 8 mindmum of direct oh and suparﬁisioﬂ.ffom thé NS
r fhiring Bgency] . ,

g Szf:Emergency and seaéonai personnsl.,  fﬁ.!'.;:;';:‘1¢{ff'“j,




ONAME .

ANNEX ©

RGE ¢

"~ PRESENT POSTTION ¢

DIVISION ¢

SALARY ¢ -

CONSIOERED TO THE POSITION OF «

DEPARTNENT ¢

INTEAVIEN ASSESSMENT FORN

(To be arconplished by the Proaotion Board!

lgstruutin

You are to rate the candidate on certain characterlst(ca and tralts which can be observed when you talked with hia face to fdce.
Conider whether his personal characteristics, as aenifested during the interview, will be an asset or 11ability te the pokition being

tonsidered,
torresponding point for each trait,

Hake your rating of the candidate’s characteristica solely an evidence oberved dur(ng the iﬂtervieu by encircling the

Ba sura td record your ratlng of the candidate on eich of the trait. Do not omit any item, After rating the :andidate, acconplfsh
the suagary rating form by indicating the puint score uhtainad in each characteristic. Add the total point stores.

TRAITS

14 Voite and Speéch. Is his volce inviting or.

. pleasant? Can you eastly hedr what he says?
18 his speech clear and Histinct? Is his
voice resonant and well sodulated?

(-4
=
jome
[+ 8
ot
-~

R 7 R

trritating or 1 Underatandables

‘Heither 1 Definitaly . i Exceéptionally

indistinet ¢ but rather 1 conspicucusly o pledsant and 1 cledr dnd
t unpleasant 1 pleasant br 1 distinct i pléabing
' i unpladddnt ¢ !
1 t : i t .

st . e

2. Appearance. Does he look like 2 u&ll set-up
healthys enargetic person? Has he badily or
{acial characteristics which aight seriously '
hauper hi#? 1s he well-groosed or unattractive
in appBarance?

— N )
Unprepossessing: Create rather : Suitablé

t Creath élsf t tepresstve
t tinctlve 4 toddnds
¢ favorable & adelration

or wisuitable ¢ wnfavorable ¢ Acceptable !
i
t lapression 1
§

¢ impression ¢
!
!
!

{4
!

3. Alertnesd. Does hé readily grasp the seaning
of 4 question? Is he &low to dpprehend even -
tha sote obvious puints? fir does he under-
stand quickly, even though the idea is new,
involved or difficult? :

t Excéptiondlly
tkaen and qulck

: hather quick
¢ to grasping

Slow in grasp-: Slow to under-: Nedrly grasp
Ing obvious ¢ stand subtle 1 intent of

questionky ¢ points, re- ¢ interviewer’s ! questions &nd ito bnder 4 and
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understands ¢ natlon ! h !
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"0. ap;;i;¥ ta present Ideas. Does he speak Confusad and Tends ta .I Usually gpts ¢ Shaws superiary Unusually

! ¢
Jagically and convincingly or does he tand . illagical i scatter or ¢ his jdeas ¢ ability to ~ : lagical,
. to be vague, confused or illogical? sbecpae involved: across well ¢ pxpress hin- § clear and
| ' v ] i self t convincing
‘ i R }
5. §glf-Confidence. Poes he seea to be un- ‘ Tipid, hesitani: Appears to be : Moderately i Wholesopely i Shows superh
certain of hiaself, hesitant, lacking in Easily in- t aver self- 3 confident of : self-confident; gelf-
assurance, pasily bluffed? Or is he whole- fluenced t fonecious ¢ hiaself t - assurance
§nqe1y‘seif~confiqgnt and assured? ] : t i ’
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