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15. Application for Internship and Issuance of Certificate of Completion 
 

This process involves facilitating the application for internship program of college students under any of the 
offices under the Local Government Unit of General Santos City and facilitating the Certificate of Completion of 
students who completed their internship in any of the departments/office in the Local Government Unit of 
General Santos City 
 

Office or Division: Human Resource Management and Development Office- Human Resource 
Academy 

Classification: Complex 

Type of Transaction: G2C 

Who may avail: Any college student willing to undergo internship in any department/office in 
the LGU related to their field of study in fulfillment of the requirement for their 
college degree 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Endorsement Letter from Academic 
Coordinator 

2. Application Letter addressed to HRMDO 
Department Head 

3. Resume 

4. Internship Matrix of Deployment 

5. Endorsement letter for interns 

6. Internship Portfolio 
7. Student ID or any valid ID 
8. Certificate of Completion  

1-3 and 6-7 - Client 
4-5 and 8 - Human Resource Academy (HRA) - Human 
Resource Management and Development Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSIN G 
TIME 

PERSON 
RESPONSIBLE 

1. Submits the hard 
copy of all requirement 
or sends the electronic 
copy via e-mail: 
hracademy@ge 
nsantos.gov.ph 

1. Acknowledges receipt 
of the application 
requirements 

 
 
 
 
None 

 
 
 
 
3 minutes 

Human Resource 
Management Officer II - 
Human Resource 
Academy, Human 
Resource Management 
& Development Office, 
2/F City Hall, General 
Santos City 

 2. Evaluates the 
completeness of the 
submitted requirements 
and notifies the 
applicant if there are 
lacking requirements. 
Determines the 
department/office where 
the intern will be 
deployed based on the 
client’s academic course 
 

None 1 hour Human Resource 
Management Officer 
II - Human 
Resource Academy, 
Human Resource 
Management & 
Development Office, 
2/F City Hall, 
General Santos City 

 3. Communicates 
with the 
prospective interns’ 
school academic 
coordinator 
applicant’s and the 
administrative 
officers of 
concerned 
departments/offices 
for the admission of 

None 1 hour Human Resource 
Management Officer 
II - Human 
Resource Academy 
Human Resource 
Management & 
Development Office, 
2/F City Hall, 
General Santos City 



31 
 

the applying interns 

 4. Prepares and 
submits the internship 
matrix of deployment 
to the HRMDO 
Department Head 

None 1 hour Human Resource 
Management Officer 
II - Human 
Resource Academy, 
Human Resource 
Management & 
Development Office, 
2/F City Hall, 
General Santos City 

 5. Recommends the 
internship matrix of 
deployment for approval 
of the: 
 
City Mayor (if the intern 
will be deployed in any 
office under the 
Executive branch of the 
LGU 
 
City Vice-Mayor (if the 
intern will be deployed in 
any office under the 
Legislative branch of the 
LGU 

  Department Head 

 6. Approves the 
recommended internship 
matrix of deployment 

None 3 days City Mayor 
City Vice-Mayor 
City Hall, General 
Santos City 

 7. Sends endorsement 
letters to the concerned 
departments/ offices on 
the approved internship 
matrix of deployment 

 
 
None 

 
 
1 hour 

Human Resource 
Management Officer II - 
Human Resource 
Academy, Human 
Resource Management 
& Development Office, 
2/F City Hall, General 
Santos City 

2. Acknowledges and 
signs the approved 
internship matrix of 
deployment 
 

  
 
None 

 
 
5 minutes 

 

3. Attends orientation 
for interns 

8. Conducts 
orientation for interns 

 
None 

 
2 hours 

Human Resource 
Management Officer II 
- Human Resource 
Academy, Human 
Resource 
Management & 
Development Office, 
2/F City Hall, General 
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Santos City 

  Total: 3 days 6 hours 

and 8 minutes 
 

1. Submits complete 
internship portfolio 
and presents student 
ID or any valid ID for 
verification of identity 
 

Receives the 
complete internship 
portfolio and verifies 
identity through the 
presented office ID or 
any valid ID 
 

 
 

None 

 
 

3 minutes 

Human Resource 
Management Officer 
II, - Human Resource 
Academy, Human 
Resource 
Management & 
Development Office, 
2/F City Hall, General 
Santos City 
 

 Verifies the Monthly 
Time Record, Weekly 
Accomplishment, and 
other documents in 
the internship portfolio 
 

 
 

None 

 
 

10 minutes 

Human Resource 
Management Officer 
II, - Human Resource 
Academy, Human 
Resource 
Management & 
Development Office, 
2/F City Hall, General 
Santos City 

 Prepares the 
requested certificate 
of completion and 
submits it to the HR 
Department Head for 
signature 
 

 
 

 
None 

 
 

 
10 minutes 

Human Resource 
Management Officer 
II, Human Resource 
Academy, Human 
Resource 
Management & 
Development Office, 
2/F City Hall, General 
Santos City 

 Signs the certificate of 
completion 

None 1 hour Department Head 
 

2. Receives the 
signed certificate of 
completion and signs 
in the logbook for 
acknowledgement 

Releases the signed 
certificate of 
completion and 
requests the client to 
sign in the logbook for 
acknowledgement. 

 
None 

 
3 minutes 

Human Resource 
Management Officer II 
- Human Resource 
Academy, Human 
Resource 
Management & 
Development Office 
2/F City Hall, General 
Santos City 

  Total: 1 hour and 26 
minutes 

 

 
 

 


