1. Application For Vacant Positions

This process is part of the services provided by the Recruitment, Selection and Placement Section, covering
the posting of vacant positions, screening and assessment of applicants based on CSC standards, facilitation
of HRMPSB interviews, and processing of appointments to ensure a merit-based and efficient hiring system.

Human Resource Management and Development Office-Recruitment Selection
Placement and Structure Design Division

Complex
G2G

All Local Government Unit- General Santos City Employees

A. Preparation of Employees Vacancies

1. Offices will Request for posting 1. Human Resource Management and Development
2. Requests Certificate of Appropriations from the |Office, Records Management Division
City Budget Office 2. City Budget Office

B. Submission and Evaluation of Application

1. Application Letter addressed to the
City Mayor or addressed to the City Vice Mayor (for

vacant positions at Sangguniang Panlungsod) 1-3. Applicant

Thru: HRMDO Head

2. Personal Data Sheet with recent picture 4. Current/Previous employer

3. Photocopy of Diploma/Transcript of Records

4. Photocopy of Certificate of Employment (if 5. Civil Service Commission/Professional
applicable) Regulations Board

5. Photocopy of authenticated Civil Service
Eligibility/Board Rating & PRC ID (if applicable) 6. Applicant
6. Photocopy of relevant trainings/seminars

attended (if applicable) 7. Comelec

7. Photocopy of Voter’s ID/Certification

8. Photocopy of NBI Clearance 8. NBI

9. Photocopy of Performance rating in the last

rating period (if applicable) 9-10. Applicant

10. Photocopy of Birth Certificate and Marriage
Contract (if applicable)

1. Submits 1. Acknowledges

required receipt of applicant

documents to documents

RSPSDD 1.1. Walk-in
applicants
1.2. Online applicants RSPSDD frontline

officer/application in-

2. Endorses charge

applicant documents
to designated

evaluator
2.1 Walk-in None Walk-in: 45mins
2.2. Online Online: 36mins




applicants

3. Evaluates applicant
qualifications based on Civil
Service Qualification Standards
and other issuance

4. Inform applicant of application

deficiencies and progress thru
email, SMS, or phone call

Human Resource
Management Officer | / 11 /
/v

C. Conduct of Examinations

1. Take assessments
for position applied

1. Prepares master list of
qualified applicants for
assessment

2. Inform the applicants of their
schedule of examination

3. Administers assessment to
qualified applicants

4. Scores assessments and
forwards assessments to
department concerned for
scoring

5. Updates applicants on status
of assessments thru SMS

6. Encodes scores to HRMIS

None

5 days 2 hours
and 1 minute

HRMDO-Examination in-
charge

D. Conduct of Deliberations

1. Receives and

acknowledges notice
of HRMPSB
Deliberation

1.1 Attends HRMPSB
Deliberations

1. Prepares Final Line-up of
Qualified HRMPSB
Candidates for Deliberation

2. Prepares Deliberation
Logistics for schedule, venue,
and catering

3. Inform applicants on
HRMPSB
Deliberation schedule

4. Facilitates conduct of
HRMPSB Deliberations

5. Prepares HRMPSB Minutes
and Behavioral Event Interview

6. Conducts applicant
Background Investigation and
prepares reports

7. Prepares HRMPSB
Deliberation results and
recommendations

None

7 days 1 hour
and 10 minutes

Human Resource
Management Aide/
Assistant/ Officer [ /11 /11l /
v

[@)]



8. Route HRMPSB Deliberation
results and recommendations to
HRMPSB members

for concurrence

9. Submits concurred HRMPSB
results and recommendation to
City Mayor/ City Vice Mayor for
selection

10. Prepare Notice of
Appointment based on City
Mayor/ City Vice Mayor
appointees

11. Post Notice of Appointments
to HRMDO Facebook page and
HRMDO Bulletin

12. Inform applicants and
appointees of results thru SMS
or email

E. Processing of Appointments

1. Notarized Personal Data Sheet with recent picture
2. Photocopy of Diploma/Transcript of Records
(photocopy)

3. Photocopy of Certificate of Employment (photocopy)
if applicable)

4. Photocopy of Authenticated Civil Service
Eligibility/Board Rating & PRC ID (original and
photocopy)-if applicable

5. Photocopy of relevant trainings/seminars attended
(photocopy)-if applicable

6. Photocopy of Voter’s ID/Certification (photocopy)
7. Photocopy of NBI Clearance (original and
photocopy)-if applicable

8. Photocopy of Performance rating in the last rating
period (photocopy)-if applicable

9. Photocopy of Birth Certificate and Marriage Contract
(photocopy)

10. Medical Certificate signed by a physician (attach
results on Blood Test, Urinalysis, Chest X-Ray, and
Drug Test Result)

11. Psychological Test Result (photocopy)

12. Neuropsychiatric Exam Result (photocopy) -for
identified positions

13. Notarized Statement of Assets, Liabilities and Net
worth

1.CSC

2. Schools attended

3. Current/Previous employer
4. CSC/PRC

5. Applicant

6. COMELEC

7. NBI

8-9. Applicant

10. City Health Office or Dr. Jorge P. Royeca City
Hospital, or any clinics

11-12. Any Testing Laboratories in GenSan

13. CSC, any lawyer (for notarization)

1. Complies deficient |1. Inform Appointees on

requirements schedule of processing of

requirements for appointment




thru SMS or email
2. Receives owners
copy for office file and |2. Evaluate completeness of
first claim documents and prepare
checklist of deficient
requirements for
appointments

3. Prepares appointment
documents, endorsements and

certifications Human Resource
None |7 daysand 30 |Management Aide/
4. Submit appointments and minutes Assistant/ Officer | / 11 / 111/
Report of Appointments Issued Y
to Civil Service Commission
Field Office

5. Release owners copy for
office file and first salary claim

6. Submit to HRMDO records for
201 File

END OF TRANSACTION




