DILG - REGION V

QUALITY
PROCEDURE (QP) e
w RECRUITMENT, SELECTION AND PROMOTION FOR 15T AND 2P LEVEL

This process starts from the receipt of requests to fill-up vacancies from
SCOPE Division Chiefs/ Provincial Directors, up to the submission of appointments
to the CSC for attestation/validation.

The process aims to provide a standard procedure in filling-up of vacancies

PURPOSE so that the most qualified and competent applicant is recommended to and
appointed by the regional director.
PROCESS DESCRIPTION
INPUT PROCESS OI.ITHII‘_______

Requesting Unit RECRUITMENT, SELECTION Civil Service Commission l
(PO/Division) AND PROMOTION FOR 1=t and

Requests by DCs/PDs w— 20 LEYEL;—-.—;-H- > Appointments

to fill-up vacant MO

positions ' e e

DESCRIPTIVE STATEMENT: — L..m“xi T ;

The HRMO receives all requests and informs the regional dlrector. thru the HRMSPB Chairperson.
The Regional Director orders the posting/publication of vacancy and convenes the HRMSPB. The
HRMO initially reviews all applications submitted as to compliance with the PQE requirement and
qualification standards and notifies applicants of their qualification to the selection process or
deficiencies or non-qualification. The HRMSPB convenes and schedules the conduct of the
selection process The HRMO consolidates the result of the selection process for deliberation by
the HRMSPB. The HRMSPB deliberates and submits to the Regional Director its recommendations
thru a resolution. The Regional Director acts on the recommendations and directs the HRMO to
prepare the appointments and related notices. The Regional Director signs the appointments and
notices. The HRMO notifies the appointees to receive the appointment and assume office, and
causes the posting of the notice of appointment. The HRMO submits to CSC the appointments for
attestation.

Step Responsible
No. P 1 PROCESS/ACTIVITY Details References
1 HRMO Receive and evaluate Receive notice of Personnel
requests from DCs/ PDs | requests to fill up Request Form
vacant positions
Evaluate the urgency
and importance of DILG - HRMSPP

filling-up the vacancy CSC Circulars
Informs the HRMSPB Qualification
Chair and the Regional | Standards/PDQ
Director
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QUALITY e
PROCEDURE (QP)

2 RD Direct the posting of Order the posting/ List of Vacant
vacancies and to publication of vacancy Positions
convene HRMSPB and convene the

HRMSPB
3 HRMO Post the Vacancy Post in bulletin boards | Notice of
(3 conspicuous places) Vacancy
and in the CSC and CSC Rules on
DILG Website the Appointments
; 1.y.wwwwacancy

4 HRMO Receive and evalnate 11, Evaluate written HRMSPP
applications - = . 4.applications as to ORAOHRA

compliance with PQE

requirements and
qualification standards
of the position being
apphed for.
If qualified, notify
that the applicant
may be considered in
the selection process
that may later be
conducted.

- If not, notify the
deficiency or indorse
for PQEin C.0.,if such
is the case,and if the
applicant is willing,

5 HRMSPB Chair | Convene the HRMSPB HRMPB conduct HRMSPP
and conduct the assessment of the Regional
assessment process applicants Circular No.

Note: 2017-01
minimum requirements of | Guidelines in the
the position applied for and :
those who pass the PQE Recruitment and
shall be admitted to the Selection of
selection process. LGOOs
The process includes:

[
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DILG - REGION V

QUALITY QEROSEADZ7
PROCEDURE (QP) 27012019
1. General Written Recruitment and
Exams and Panel Selection
Interview for all procedure in
applicants. Filling-Up
2. Applicants for Administrative
LGOO is subjected | Vacant Positions
to Group Orals
3. Applicants for
promotion undergo
the Competency
Based Assessment
6 HRMO Consolidate Selection Consolidate results Comparative
Results incorporating the Assessment
criteria in the Resolution on
Enhanced HRMSPP the use of CBA
which includes:
| >Performance
! * 2 | >Experiénce
! o : > Training
. | Education
> Outstanding
accomplishments
References also
include:
> CBA Resuits
7 HRMSPB Deliberate on the result | Deliberate and Minutes of
of the selection process | calibrate on the resuit | HRMSPB
of the selection Deliberation
process. Resolution
Comparative
Recommmend, thru a Assessment
resolution, to the CBA Results
Regional Director the
appointment of the
most qualified and
competent applicants.
Transmit, thru
HRMSPB Chair, to the
Regional Director the
resolution, including
the summary of the
result of its evaluation
HRMO/ Conduct Background Conduct background Bl Form
HMRSPB Investigation investigation of
DILG R5QMS

CONTROLLED COPY




DILG - REGION V

QUALITY L L
PROCEDURE (QP)
applicants through
phone, personal
interview or email to
be conducted by the
Provincial Selection
Committee where the
applicant is a resident
8 RD Evaluate the Evaluate the Minutes of
recommendation of the | recommendations of HRMSPB
HRMSPB the HRMSPB and Deliberation
exercise sound Resolution
discretion in the Comparative
selection of the Assessment
applicant for CBA Results
appointment Bl Report
Direct w -~{Direct the HRMO for
appointmtent % i the preparation of the
p ’ appointment papers of
Riiie the selected applicant
9 HRMO Prepare the Prepare all the Appointment
Appointment appointment papers of | ORAOHRA
the selected applicants.
Transmit the same to
the HRMSPB Chair and
the Regional Director
for signature and
approval
10 RD Sign Appointment Sign the appointment Appointment
Papers papers paper
ORAOHRA
11 HRMO Notify applicants on Notify the applicants of | Notice of
the result of the their appointment or appointment
selection process non appointment.
Notify the appointed Letters to
applicants to receive applicants of the
the appointment and result of the
submit documentary selection process
requirements for
submission to CSC and
to assume office.
DILG R5QMS
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QUALITY e
PROCEDURE (QP) wroizor
Post/publish the newly
appointed applicants
Submit to the CSC the
appointment for
attestation
12 | Process Owner | Retain records Update the Process Process
Summary Log Sheet Summary Log
Sheet
Retain records in
accordance with the Control of
Control of Retained Retained
Documented Documented
Information Procedure Information
and the Masterlist of Procedure
S — i Documented (SP-R05-02)
[ Wy lnformati%n.
s r S ap ; Masterlist of
?_ b - WW.e7 e Retained
Documented
Information

Definition of Terms:

* HRMSPP - Human Resource Merit Selection and Promotion Plan; embodies the policy and
guidelines of the department on the process of selection for recruitment and promotion

e HRMSPB - Human Resource Merit Selection and Promotion Board; the committee that in
tasked to oversee the conduct of selection process and submit recommendation to the
appointing authority

¢ ORAOHRA - Omnibus Rules on Appointment and Other Human Resource Action; CSC policy
on appointment and other human resource action
e 1st Level - refers to positions with SG 1-9

¢ 2nd level - refers to positons with SG 10-24
e CBA - Competency Based Assessment conducted for applicants for promotion LGOO IV-ViI

Legal References:

CSC MC 24 s. 2017 Omnibus Rules on Appointments and other Human Resource Actions
DILG Revised Human Resource Merit Selection and Promotion Plan

Position Description Qualification Manual

Regional Circular No. 2017- 01 dated Apirl 19, 2017 re: HRMSPB Guidelines in the
Recruitment and Selection of LGOOs gional Memorandum Circular on the Filling Up
Administrative Position
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DILG-REGION YV

PROCEDURE (QP) 07.01.2019

QP-RO5-FAD-27

-

e Regional Circular 2012-001 dated june 18, 2012 re: Recruitment and Selection Procedure in

Filling UP Administrative Vacant Positions
ATTY. m

E.ESCOBER JR, CESOV
Admhistrative Officer V Chief Administrative Officer Assistant Regional Director
Process Owner Deputy QMR Regional QMR
§ v - "r -
Y
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|

YQUALITY D0-QP-RO5-FAD-2
4 tev. No Effl. Pate Page
#/ OBJECTIVE (QO) TR
FINANCE AND ADMINISTRATIVE DIVISION/ HRMO
'l'ﬂ‘LEI e " RECRUITMENT, SELECTION AND PROMOTION FOR 15T AND 2N? LEVEL
Key Performance Indicators (KPI) Appllu_hl[e
Documents (e.g
Responsib g
Functi e | W |
on Indicator /Formula ng n »
Objective Target (if applicable) Results Monlstorl Sheet, Summary
Log Sheet, Report,
Memo, etc.)
* Recruitment, | 1) Notice of 1) 90% oftotal 1st | 1) Total number vacancies Semestral | « HRMO ¢ Monitoring Log
Selection Vacancies are and 2nd level vacant | posted for 10 working days Sheet
and posted in three | positions published | upon receipt / Total number of * Logbook
Promotion of | (3) conspicuous | or posted for ten requests received X 100
1stand 2nd | places of the (10) working days
Level department and
Personnel in the CSC and
SILG Website in
ten (10) working
days upon
receipt of the
directive
2) Conductthe | 2) 85% of Selection | 2) Last working day of posting - Semestral
selection process conducted Date of Conduct of selection
process within 6 | within 6 months process =
months after the | after the posting No. of Days elapsed
last day posting.
3) Timely
o submission of
DILG R5QMS
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_. DILG REGION V

: QU ALITY D0-QP-RO5-FAD-27
! Rev, No Efl.Date Page
OBJECTIVE (QO) R
Key Performance Indicators (KPI) Applicable
: Documents (e.g.
Frequency of Refg fo“:."b Tracker,
Function Indicator/Formula Monitoring : Monitoring Log
s T (if applicable) Results Monlstoﬂn Sheet, Summary
Log Sheet, Report,
Memo, etc.)
the 3) Recommendation | 3) Date of deliberation - Semestral
recommendatio | submitted to the Date of submission to the
n to the appointing appointing authority =
appointing authority within No. of days elapsed
authority fifteen | fifteen (15)working |
(15) working days after the} g
days after the conductof | 5
conduct of the deliberation ¢
deliberation
4) 90 % of the 4) 90% attestation | 40 Total no. of appointments
appointments of appointments by | submitted for attestation to
submitted CSC Albay Field CSC AFO in thirty (30) days Semestral
attested by the | Office upon approval/ Total no. of
CSC appointments attested x 100

| h.

Prepared By

Admin trative Oﬂker Vv

R

eviewed By

Chief- FAD

Assistant Regional Director

Division Chief/Deputy QMR

inity Management Rapmmt!w
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DILG REGION V

f- . .
) PROCESS QUALITY QME-QP-ROS-FAD-27_ sm 27
EVALUATION (QME) w 1 oroLts | itz
FINANCE AND ADMINISTRATIVE DIVISION/ HRMO
PROCEDURE TITLE RRECRUITMENT, SELECTION AND PROMOTION FOR 15T AND 280 LEVEL
OBJECTIVE STATEMENT | To ensure that vacancies are published, filled up and approved appointments are attested by CSC.
CURRENT PERIOD 2019
INDICATORS Total

Objective 1: Notice of Vacancies are posted in three (3) conspicuous places of the department and in the CSC and SILG Website in ten (10)
working days upon receipt of the directive/request
A | Total number of 1st and/or 2nd level positions

_posted in 10 days
Total number of request received

B
C | Formula:

A/B x100 Thbs Resolc 20 geam: 4 T e
D | Gap Analysis: (In case the objective is not met, puﬁur analysis why it is not met)
Objective No. 2: Conduct the selection process withinié months after the last day posting
A | Last Working Day of posting Fus f
B | Date of conduct of Selection Process
v SR oS Target Result: 80%
D | Gap Analysis: (In case the objective is not met, put your analysis why it is not met)
Objective 3: Timely submission of the recommendation to the appointing authority fifteen (15) working days after the conduct of the
deliberation
A | Date of Deliberation
B | Date of submission of recommendation
C | A-B = No. of days Target Result:
elapsed 85%
D | Gap Analysis: (In case the objective is not met, put your analysis why it is not met)
Objective 4: 90 % of the appointments submitted attested by the CSC
A | Total No. of appointments submitted

| B | TOTAL No. of appointments attested
W DILG RS QNS
CONTROLLED CCPY
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v..#/) EVALUATION (QME) o
B/AX 100 T Target Result: 90% |

D

Gap Analysis: (In case the objective is not met, put your analysis why it is not met)

_signed by the Regional Quality Management Representative.

Hou- For unmet targets, QMS Secretariat will initiate correctionandcorrective action using the Corrective Action Report (CAR) duly

(A, =
Admin

tive Officer V Chief-FAD

ATTY.

MW

ALDO E. ESCOBER JR., CESOV
Assistant Regional Director

Process Owner ' Deputy QMR

Regional QMR

DILG RS5QMS
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TOP MANAGEMENT QUALITY OBJECTIVE: Vacant positions are published, processed for filling-up and appointments are issued and attested

FM-QP-R0O5-FAD-27-01
- —

FREQUENCY OF MONITORING: Semestral
COVERED PERIOD: July to December
Due Date of Submission:
OBJECTIVE 1 OBJECTIVE 2 OBJECTIVE 3 OBJECTIVE 4
Date of No. of No. of
No. of No. of Vacant % of Date of Conduct| % of
No.| Semester | Request | Position |Accomplishme| D8 OF1astday | o crection | O Ofdays nelbn: - :‘:’MZ“’ Wo:of deys "’;"";::;“g """’::t Accomplish|
Received |  Published nt Process Wigied rotion [heApinting) Sugesd. | s s ment
Authority CSCAFO | attested

o -

(-3 B -0 50 Eg (R R V) O
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St,, Legazpi City

region5.dilg.gov.ph
Name of Bureau/Service/Division: FINANCE AND ADMINISTRATIVE DIVIISON

MASTERLIST OF MAINTAINED INTERNAL DOCUMENTED INFORMATION
REVISION
00 01 02 03 04 05

DOCUMENT CODE DOCUMENT TITLE

Notice of Vacancy
FM-QP-RO5-FAD-27-01 Recruitment, Selection and Promotion (RSP)
for 1st and Znd Promotion Summary Logsheet

QO-QP-RO5-FAD-27 Recruitment, Selection and Promotion (RSP)
for 1st and Znd Promotion Quality Objective

QP-RO5-FAD-27 Recruitment, Selection and Promotion (RSP)
for 1st and Znd Promotion Quality Procedure

QME-QP-RO5-FAD-27 Recruitment, Selection and Promotion (RSP)
for 1st and 2nd Promotion Quality Monitoring
and Evaluation

Comparative Assessment Form

Competency Based Assessment Forms

Placement List

RRO-QP-RO5-FAD-27 Recruitment, Selection and Promotion (RSP)
for 1st and 2nd Promotion Risk Register
(objective)

RRP-QP-RO5-FAD-27 Recruitment, Selection and Promotion (RSP)
for 1st and 2nd Promotion Risk Register
rocess)

FM-QP-RO5-FAD-27-02 Recruitment, Selection and Promotion (RSP)

for 1st and 2nd Promotion Risk Action Plan
gj\ DESRSSMS
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REVISION

DOCUMENT CODE DOCUMENT TITLE 00 o1 02 03 o4

E
! El}é:ﬂ%hlm I ATTY./ARNALDO E. ESCOBER JR, CESO V
| IT Officer | e ! g Assistant Regional Director o
L_____ReglonalDocumentController | =~ ReglomalQMR |

B- rraeErges

- bi“
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St, Legazpi City 2 Fan 1ot}
regions dilg.gov.ph

Name of Bureau/Service/Division: _FINANCE AND ADMINISTRATIVE DIVISION
MASTERLIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION FOLDER SCHEME | ACTIVE | STORAGE | TOTAL DISPOSAL
Notice of Vacancy HRMO HR Office Folder Date Syears | 10years 15years | Shredding
Minutes of Meeting _ HRMO _ |HROffice __|Folder Date
Resolution HRMO HR Office Folder Date
Comparative Assessment HRMO HR Office Folder Date
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Republic of the Philippines I F'P'IB |

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT  Rev.No. |

DILG Regional Office No. 5, Rizal St. Legazpi City
regionS.dilg.gov.ph

07.01.19

Name of Bureau/Service /Division: FINANCE AND ADMINISTRATIVE DIVISION
MASTERLIST OF MAINTAINED EXTERNAL DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION
FM-QP-AS-PD-01-01 Personnel Request Form
PDQ-AS-PD-01 Position Description Qualification
FM-QP-AS-PD-01-07 PQE Request Form
FM-QP-AS-PD-01-11 Potential Assessment Fprm willpcmenii o
FM-QP-AS-PD-01-13 Interview Assessment Form ; ¥
FM-QP-AS-PD-01-19 Background Investigation Form
Notice of Vacancy "

Al

ATTY. ARNALDO E. ESCOBER JR, CESO V
Asslatant BRgictnet Divows .

_ ReglonalQMR

Officer |

___Reglonal Document Controller
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DILG REGION V
RISK REGISTER (PROCESS RISK ASSESSMENT)

FINANCE AND ADMINISTRATIVE DIVISION

| RRP-QP-ROS-FAD-27 |

A

PROCEDURE TITLE  RECRUITMENT, SELECTION AND PROMOTION FOR 1ST AND ZND LEVEL

; awm‘q il i
. Posting done beyond | GMIS updating
the timeline e - =puiing online ‘
Convene the HRMSPB Resched
Schedule of Meeting Avsliabiliy of the uio of Recruitment Plan 12
members meeting
e L — Late submission of the mmm'":‘:or HRMSPP i
required documents Compliance
results
Deliberate on the .
Availability of all Overlapping of activities of | Delay in the conduct
Selection Resuit . s Scombiads of deliberstion Recruitment Plan 12
Conduct Background le.::n:?n::m of Lack of manpower In the Delay in the mll::‘u;:t:;. 12
Investigation information HRMO conduct of Bl Provincial Office
::r:’umland:m e Late preparation of | Lack of manpower in the ‘z::’l: T::’ HRMSPP 12
s = . appointment HRMO snach A Compliance
N Delay in the
otify applicants of the]  Preparation of the Lack of manpower in the notif o HRMSPP 12
result letter notification HRMO Compliance
applicants

|m 1 Insignificant. 2-Mimor, 3-Moderste & Major, 5 Btreme

|LIKELIHOOD: 1-Rare; 2-Uniikely; 3-Moderate, 4-Likely; S-Almost Certain

[Risk Rating = Impact X Likelthood X Detection

| B

DILG RS QNS
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RISK CONTROL PLAN/

No further action
required

Treat/Mitigate

No further action
required

Treat/Mitigate

Treat/Mitigate

Treat/Mitigate

Treat/Mitigate

No further action required (Maiatain and sustain the exiting control)

Alert level (Maintain and sustain the existing control)

Cog-lrd (e.g Avoid or Treat/Mitigate, Transfer, Terminate)




DILG REGION V
RISK REGISTER (OBJECTIVE RISK ASSESSMENT)

FINANCE AND ADMINISTRATIVE DIVISION

PROCEDURE TITLE = RECRUITMENT, SELECTION AND PROMOTION

e | eanrms | PUCUAL | ek rmicoer | sk / S iy (e Gomriert
) ; - OPPORTUNITY) BN (For Siguificant
) Notice of Vacancies
are posted in three (3) Publication of
conspicuous places of vacancies in 3
the department and in  |consplcuous places and| CSC Albay | Posting not Not updated
the CSC and SILG in the DILG and CSC | Field Office | doneontime | plantila e ey s Ao
(Website in ten (10) website for 10 working A T T - 3
working days upon days . ;
receipt of the directive 4
2) Conduct the selection ion : :
Select Overlapping
process within 6 Sel ¢ HRMPSB in the Delay in the selection Rec ot Plan 12 Treat / Mitigat
months after the last Members post 4 alie process
day posting.
3) Timely submission of
the recommendation to Submission of
the appointing Submission of the the Additional
authority fifteen (15) |recommendation to the recommendati M:mﬂ m;‘:ﬁ: personell 12 Treat/Mitigate
working days after the | appointing authority on not done on e forHRMO
condutt of the time
deliberation
4) 90 % of the
appointments Submission of CSC Albay Checklist of 3 No further action
submitted attested by  |appointments to CSC | Field Office | Appointment {Documents not in |Cancellation of documents required
the CSC not attested _|order _lappointment
BOPACT: | Ins\gnifimet: 3-Minor, 3 4-Major. §- Extreree 1.7 Mo further action required (Maintain and sustain the exiting )
LICELINOOD: ) Resrv. 1-Usiikely; 3-Moderate: 4 Likely, § Almost Certatn 8-9 Alert level [Maintain and sustain the )
i Oppoortumity Ratng ¢ impact X Lisetbiood 10-25 Control (e Avold or Trest/ Mitigate, Transfer, Terminate)
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