3. Application for Fellowship on Managerial Development Program

This process ensures there are employees ready to take on critical positions in case of resignation,
retirement, transfer and even death of incumbents to ensure continuity of services at all times.

Human Resource Management and Development Office- Learning and Development &
Performance Management Division

Complex

G2G

positions

2. Endorsed of Department Head to City

Mayor thru HRMDO.

1. Letter of Intent to Department Head to be
on acting capacity for the vacant managerial

All Local Government Unit- General Santos City Employees

1-2 Department & Employee

1. Submits letter of |No Activity None None None
intent to the
Department Head
to be on acting
capacity for a
vacant managerial
position
2. Department Receives, encodes, None 30 minutes Administrative Assistant I/
Head endorses the |and scans documents Administrative Aide IV (Records
employee to CM for remarks of action to Management Division)
thru HRDMO to be |be taken
on acting capacity Department Head/ Assistant
on a vacant Department Head
position
No Activity Evaluates and None 3 days Human Resource Management
recommends the Officer IV/ lll/ | (Learning and
request on the Development and Performance
employee’s Management Division)
participation in the
Managerial
Development Plan for
issuance of memo, or
returns it if it does not
meet the I-LEAD
Program qualifications
No Activity Signs and endorses None 30 minutes Administrative Aide 1V,
recommendation to City Administrative Officer Il (Office
Mayor's Office Admin Unit)
Department Head/ Assistant
Department Head
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3. CMO issues Receives, encodes, None 30 minutes Administrative Assistant I/
memorandum and scans documents Administrative Aide IV (Records
allowing the for updating of Human Management Division)
employee to be Resource Management
enlisted, participate |System (HRMS) and Human Resource Management
in MDP, and on 201 file o the employee Officer IV/ HRM II/ HRM Assistant
acting capacity thru (Learning and Development and
I-LEAD Program Performance Management
Division)

3 days, 1

hour and 30

minutes

END OF TRANSACTION

4. COUNSELING SERVICES

This process is a part of the services provided by the Welfare, Compensation and Discipline Division which
caters employees (such as walk-ins, retirees, resignees and those with disciplinary issues) who experiences
a stressful or difficult life event, mental health issues and other personal problems and help them identify
goals and potential solutions to problems; seek to improve communication and coping skills; strengthen self-
esteem; and promote behavior change and optimal mental health.

Human Resource Management and Development Office- Welfare,
Compensation and Discipline Division

Complex
G2C

Local Government of General Santos City Employees (Permanent,
temporary, co-terminus and casual workers)

1. Concerned 1. Receives the None |5 mins Human Resource Management
Employee/Dept request of employee Officer |, Discipline Section, Human
requests for for counseling and Resource Management and
counseling. schedules Development Office, 2nd Floor City
appointment. Hall Bldg., General Santos City
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