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To: Deputy Hnletara
Tureal Diregtors
Fepdionel Dlrestors
Cultural lgeney Dlrectors
Chiel of Serrice and Hesdg of UI"itE,I'rCE'-“'L'I:,FI"E-
Seheols Syperintendents
Frasldentz, Steto Colleges and Universitics
Vocational Soheol Superlrtendettes/Administratars

L - Inslazed 13 a popy of Mesoluklen 3o, B5=137 2poraved by ina
Civil Service Commission an 4pril 11, 19B5 resardine acsadieaiie to the
CIC Quali fieetden Stardards Mamysl (Reviged Bditlon 1577 ), shich ig

aal f=arplanatory,

2y Attention is perticulsrly iovited to the provisions slowaiing
peeltlions of Adnirdstrative issistard, Pudgst Txoalnery Jasiler, Kocordd
Oificer and Supply Officer fron first o sscond lovel ag well a3 i
ametded Guldelines an Substitution of the FdusatienfTreinda-/Taporierac
Faqud remenbs, Stberflon ip likewlae invited to the proviuions repasding
the deletio of certein Jivdil Berrce eliribili*Zes Wit nn nors avadl-
able eligicles, wnlgue positdons Bnd not-coreer service positions.

Tie Thls Memorspdur ehauld be brouzht o the abtenefan of o081
caticertied for thelip in.fa.tmati::m and guldanece.

(BED. ) JEIMF 2. LTS
MErhHster
Tiol .2
Jd= atotked
Be forensors
Kone
lotmertl 1-—-(D.0. 1-76)

Ta te indisated in the Do i
weder the following subjcctos
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{Inclesure to MECS Memorandum Ho. 101, &, 1525 )

RESCLUTTON W0, 85-132

 UMEREAS, Seetion 4, Rube 11 of +he Civil Serrcs Rileg on
Pereofinal Actions and Poliodem provided that: *The Compizsicn shall,
2iopk qualificatlon standavds for aservize—wids pesitions in the flmst
and aeocnd levels and shall review and wpdats:, whenever heaesnary,
those already sstablished"; :

WHEREAS, B qualifipation standard 1z a statement of the mirdmue
Qualifipationg for & position waish shall inglude eilucakion, expericncs,
tralning, oivii service cligibility, phystesl ehevactomistics mnd Pl
ronality traiby requited By the job, and whioh is used as basiz foo
savll serviee eraminetics, e pulde in appoinbpertz and otler peraarazl
aptions, in the adjudicevion of protested appeitments, in determinine
tradving needs, end eg ald in the evalustion of the perscrnel Wofi
Frograms of sn egaey| '

THEREAS, the Qualilfieetiom Stendardy for Servisc-diide Po=itions
Which werw revised and adopted by the Comdsaion in 1377 has besp ree
ametded T0 make 1t durrent end ko oomforn to pregressive trends in pers
gonnal edmivdstteiion, and ohanges in peramnel actlens and policies:

WHERESS, o nrooote piofessionalism and the d=relopmerd: of
effielent work foree in the govervment service, the nead to amend the
exiating polisdea opn =ubstitution for deficiensies in edugation, trein-
ing, snd orperience requiremertts have elso bacome nededuary i and

WMEMRAS, pursusot to Sention 6, Fule IT of Civil Service Rues
ofl Paraonnoel fSotions and Policies, the Comizsion has adopbed new guidew
.L:l.nfai ot avbabliyhion. :

H, THEFEFRE, the Commdssion TESOLVED, s8 it hereby RESOLVES,
to approve and adept sll metdments made in the gttached revigaed
Uuelifleatdsn Standarde for Service-Wide Firat and Second Level Posiedons
ii. the caresr servics, The majer sperdments arss

1. Fositdons atecl rst to Second Leval - The
fallowing positions have heen elevated fram first o
peochd lewsls .

Adminiobrative Lzmigtant I
Pudgat Fxeminer f

Cashier I, II end TIT
Reccada Dffiear I, II gnd TIT
Supply Offieer I ared IT

Tha elevetlon of thege poritions to sasond level was
boged cn the signlfipasnt changes fn the job ecrberdt and
arltlonal responeibilitias which oy assuped by ingus-
berda of the porition,

£a  Comproasion seition Pltlas = The nositione of Adwine
istrotive Jesistert I, 1I, and ITI, and Bulget BExceniner
Ly I and ITI, kave been compressed to Mdmisietrstive
fasiztant and Fudget Sxaminer, respectively. Herge, crly
tne guall fication standerd was eatohlighed Tor cach of
th-"]ﬂ-a pﬂEli‘I:-iEi‘ﬂ-
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Alternetivs Fdumation and Dperlonce Herad runetrka -

Altormative requirememie wdsr edusstion mrd ceperieonse
fequariments were provided for some pogliticns in oeder
ta have more flexibio guelifieat?sn stendards such am
these in the Boononles/Stetistical fFublic Infomnetdon
brouma, eto, o '

Simpddfi viremarts = Deacription
off &rperisnee raquired for the roalticns have hoosa atoe
Piifiedfredl fled/expanded to provide a vider feld of
selestion 1n the placcment/proestion of perzonnel.

}mﬁer fnf &igér::iérge H!_QgﬁirE:IEn'bﬂ-.REduf:Ed S dhe [-t[ﬂimg -

Experionce reguirsnet for most poaitiong havre been re-
duced to the mirdemm te encourags the plesomertfpronction

- Walified employess with potential/fepesisl qusllficetions
" to positions in the carcer serdae, :

Teletion of Civil Servise ¥lisibilitics with no nore fvndl-
2hle elipibles - Fprat GCrade, Sunervisor, Seocomnd Crado,
Ceperal Clerdeal, Persontsl wlerk, Thimd Grade mnd Modefpel
Clerk mliziblus which may no more haye dvailable aligibles
zor sevblficetion heve heett delebed and replaged by " Belevand:
Eligibdlity for OJocond Leve) Pomitions opr " Relevarnt Eliria

Lility for flrat Level Pesiticne” ae the caso may be,

gtlon of Yalque Fositione = Positdons auch o5 Hegiopl
Feorcrds Libreytom, Fhilatelie Desipner, ste, which =re pon-

 eddsred wique to certein agéngics have aigo Meen deleted

Trom the Qe8, Menual, The ¢ugalification stardacis for
theie positions hell be. prepared/establishad by the ree
Spectlve ageneios whore the vemitione are loasted.

Letion of MeoeChrecr Service Poodtlonz = Bogittens Do

- gidered a2 non-career Aurvice have Bern dglets] ms these

poditions are usu=lly not cove=od by qualificaticn =tar
dawla. Exsmpies Assistant Private Becretary, Privste Sec-
retary I & IT, mmong othera,

RESOLVER FUATHRER, o appreve and adopt the amendes Guidelines on
Substitidion of the Fduration/Training/Experisnes Requiramenta which shali
Torn as an integral part of the Gualifeation Standards Menusl, The maler
proviglons of the Suddelines Ate:

1

L

Fur eppolrtment, to positions covspad byr tar ar boopd
sradinationg, snd other positfans for which the lew
preferibes the specific oinlmun eduration and/or em-
rerience requiremants, no substitugelen =hall Le B1leodard
for deficiency in the edusas’on requl ramertts , wrlaps
chhervWiae provided fro by low,

For appointmert to assond 1ewel praitione, no dube
edtution for desielengy In <he collzue adusction
requt Pement shall bs sl11cered sxaept 1n cemes of pronc-
tioa where & maxinum of two years pocllage edugztion
Teeuironert mey be substitted.












-1

3. For sppodmtment to first level posttlens, subetitation
for dafigienoy in the edusetion requirement sholl he
allowed but only to a maxinum of two years.

%, For mppointment to positicns ooversd by 030 Resolutiom
Hoo 43%, sordies of 1980, HC # 10, series of 1977, and
gther pogitiona not requiring elvil service eligibil-
itles, subotitutlon for dzficlency in the sdugzticrn
raqui remarrt shell be allcwed. :

2+ Only education, relevant axperience andfor training in
0ot of thea minimum regquived mey he uwbed to offeet
ay of the deficiomies, in accardines with the rate
herein prasoribed.

G In instances whors the quantity or quality of the
experlencn, education andfor training weed to offset
deficiencles may not be muffieiont, sush fackors like
utstanding seeorplizhments/quali ficationz, pergaality
tredta ang potential gey be conaidered. '

T+ W appodmiment to entrénce positlons in Ay BEenay,
GXparicrios may not be required of thoge who nest the
education requirement, Eremplal IF the entrance pofl~
tims wnder the ddeindstostive Growp in any apevgy 18
Administrativa Officer II, the reguired & meomthe of
exparlence moy be waived/dieregardsd, provided $hat the
proposed appointes meets the education reguiremernt.

B. Other details en Substitution are fully diseugsed in
the attached fufdelines o Substituticn of the Edusaticn/
Training/Experdence Roqud renwsrrts,

THESE SHALL TUEE EFEECT THIR'Y (30} DAYS AFMEHR ITS APPEOVAL.

Quezon City, April 11, 1985,

(36D.) JESUB H, BORROMEG
- Cheltmon

- {3GD. ) ALETAIDR) &, MADIMBL {3GD. ) WARIO D, YK
L-ommigsd oner ' . Lomidsionsy

ATTESTED BY:
Bor the Exacytive Doechors

{800, } BRLICIDAD R. imMLIIDO
Aasistart Director
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. b. Three monthe of Hm.._m..__m.u..._...—....ﬂmw:m:m grant
C. One hundrad hours cohslisling of one or more speelallzad/relavant trainimg courses or gominaTs

c.ﬁ:nﬂm :;WWmHﬁmﬁmnmmamumunacﬂwnnmam Hmnnmﬂmﬂ_mﬁmhﬂﬁjﬂnn::mﬂm doftclency may be substituted by anvy ar
2 comblretion of the followings . :

2. Slx months of spectallzed/Tolovant experisnce
. One month of relevant fraining grant .
€. Fifty hours consisting of one or moro Televant training cowrses or seminars

C. Where a traiplng eourse is reguired, deficlency may be subgtituted wﬁ.mﬁﬂ or a gomblhelion of the followling:

4, Sdat months of speclallzed/Telsvant exparience
b, Tlree units of relevant study

Y u..". -

2. For Exparience

m¢m4ﬂumuxan9:mcw nmwunam:nﬁwz.ﬁ:m mvmnmmpmﬂmmmwmwntm:& mxwaunwsnm may be subatituted by amy or a
combdnstion of the followings - .

a, Threc unlis of relovant gtudy
B,  One montl of relevant traininy grant T
¢ Fifty hours congisting of one or thors Televant in-service training courses or sanlnars,
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CASHIERIMNG GROUF:

Cashier 1T1

Laghier IV

1. Bachelor's dogres in Commerce or

Business admlnistratlon; or

2. Bachelot's degres including of

gupplecarted by 12 units in
Adcounting

« Bachelorts degrew in Comores or

Business adninistration; or

. Bachelerts: nncu,mm w:n_._n&_..m oy

supplemented by 15 units in
A coounting

l.

2.

1.

2.

1 vear or raspomsitble exporlance Dateer Servico ﬁm.ﬂauﬂﬂ,.._,ﬂ._r

Vdivest hamdling andfor safekeszing

af cash items; or

£ Years of rosponsible experience Career Service (Profess u....E
in direct handling andfor mm..nm...
koaplry of cash 1taog

2 years of urperiance in diject- Carear Sevice [Profosslons
ing, stpervising asmd conerolling

the haadling ard m.nn_u_.:...._..u.:u af -

money or )

3 yoars of uxperience in direct— Carcor Sarvice { Professlona
ing, supervisling and controlling -
tho handling and mnn_uﬁ_..__w—#w of

meney
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ALBENYSTHATIVE GAROUP

S ndmindetiative Assistant ..

Adninlstrative OfFficar .H .

_..EE.,_.,...E brative Offloar IX

Bachulor's degree in public
ndaintztration or any other

dagres including or supple-
- mented Ly L2 units in public

hektind stz attan/Managenent

Bachalor's degree in Public
administration ar amy other.
dagree Inclwding of sugple—
mapted by L2 wnits in publie
AdminlstrationManageosnt

Bachalor's degree i Public

Adoindstration o any other

degrae including on supple—

mented by 12 wnlis in Public
Adeinistrationflanaganent

.. Horle ragudrad

6 months of respomsible  Career Service ([ Professional)
- @sperlence which must n

have provided faoniliasity
with management principles,
mefhods, and technigues in

.planning, directing am

cnordlnating warious adm Bl s—

trative functlons.

i yaar of _uHE.HH.mum._ﬂqu Career Zarvice __...mu.nﬂwmmuﬁ.ﬁu.“_

Tegponsible axperience
vhich must have adequately
providad a thorough koowl- -
sdge  of mamganant prioci-

plez and tachalgues

. Gareer Survice {Professional)
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RECORDS MaHASEMENT GHOUP

decords Officer I

Records Officer 1]

mmnn_n.mu Qiflcor IT1

Bachelor's degras with tralolng

ih decords Manggement

mmnsmnuhiunmmuﬁmﬁﬁ: ﬂﬂnﬁ..mzu
i Aecords Managewent - :

mmnnnwuh.m deyiae with training
1n Records rw:mum.nmnﬂ

Kone required . . Garear Service (Professlonal)

6 nimths of experisace in . Cateer Service {Professlonal)
~guperviging tha codlng, . . .
ratrieving and charging of
docesmbs aty] follow up of
ILaccrd sysionms or other
- related work

Hﬂmﬁmﬂﬁﬁmmnnmazﬂwnmnﬁlnmﬂﬂﬁmmui.nm.nm_ﬂ_nmﬁwmu.nqﬁ__“_
i and mpesvising the rout- oL

ing of wails/camunications,

rgcords management operations,

or piher TRleted work












