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MEC o
No. 20,

. Republiks ng riitipinas .
(Republic of the Philippines)
MINISTRI NG EDUKASYON AT KULTURA
(MINISTRY OF EDUCATION AND CULTURE) .
- Maynils : -

April 17, 1979

RDER
s. 1979

ESTABLISHMENE:QF SELECTION AND PROMOTION BOARDS

To: Bureau Directors
Regional Directors L ' :
Chiefs of Services and Heads of Unitg -
Coordinator, State Colleges and Universities
Schools Superintendents

Selection Board T - *

a. Mr. Vedasto G, Suarez T
Assigtant Secretary ' TR

b. Mr. Lucio B. Fernandez
Assistant Secretary o -

¢. Representative of the Civil Service
Commisgion - '

gxogotion Board (First Levei)

8. Atty. Francisco 0. Valdez
Chief, Administrative Service -

"b.«Mr, Benjamin G. Btrats

Chief, Personnel Division x
¢. Representative of the organizational
unit where the vacaney is .
_d,uRepresentatives of the rank-and-file
employees: _

- 'lg Mrs. Socorfb Costales, Sr. Personnel Aide
2) Mr. Raymundo Aldana, Clerk II

Promotion Board Second Level - Chiefs of ivigjow,
»Schgolsggggr;ntenggntg and Eguiva;en§ ng;t;ogg
) _

i@ Mrs. Albina Dang :
Civil Servipe Commigsion
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b. Dr. Felicita G. Bernardino
Political Deputy Minister
¢. Miss Hortensia 5. Benoza
" Asst. Secretary for Personnel
Management & Development
d. Dr. Minda C. Sutaria R
Director, Bureau of Elementary
 Bducation
¢. Representative of the organizational
unit where the vacancy is .

2. - It is desired that a Selection Board and a
Promotion Board be created in each regional office, cultural
agency, state college and university in accordance with the
aforementioned rules and regulations. Likewise a Selection
Board shall slso be created in each school division and
vocational school/college (fishery,' agricultural, trade)
under a superintendent, as followss o

Selection Board.(School‘Division)

a. Assistant Schools bivision ~ Chairman

Superintendent o
b b. General Bducaticn =
Supervisor I : . ~—~ Member -
.-  “e@. School Administrative .
Officer T ‘ - =do-
Selzction Board (Vocational School/College)
-a. Head of Department - Chairman
b. School Principal .+ = Member
c. Administrative Assistant - ~-do-

3. Also inclosed are Memorandum Circular No. 1, s.
1979, of the Civil Service Commiseion; Letter of"Instructions
 No. 799 and Evaluation Criteria for the Selection of Employees
for Promotion to Supervisory or Managerial Position to guide
the Selection Board and the Promotion Board in their duties
and responsibilities.

4. It is requested that the names énd.positions of
the members of the boards as constituted be immediately sub—
mitted to the Civil Service Commission, through this Office.

5. Compliance is desired.

(8GD,) JUAN. L. MANUEL
Minister of Bducation and Culture

o
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Inels.: :
As stated

" Reference:

None
Allotment: 1-2-3--(D.g. 1-76)
To be indicated in the

Pergetual Index
under the following Subjects:
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«opublika ng Pilipinas
KOMTSYON NG SEXBISYO SIRTL
(CIVIL SERVICE COMMISSION)

RULES AND RBGULATIONS
GOVERVING THE ESTABLI SHMENT OF

HOARD ANDPR

. Pursuant to the provigions of Leottor of Instructions

Vo. 799 datod January 29,y 1979, the following rules governing the
estahlishmont of Selcction Board and Promotion Board arc hereby -
issued, Thesc rules shall apply to all ministries and agencies,
including government—owned and controlled corporations and gtate
collegos and universities, except local governments,

RULE I -~ PROMOTTON BAARD
DEFINITION, DUTIES AND RESPONSIBILITYES AND COMPOSITION

Soction 1. A Promotion Board is i bedy
which shall agsist the appointing authority in the Jjudicious and
objective seleotion of bersonnel for advancement in the oOrgZani Zom
tion according to existing Civil Service Law and Rules and previoug- -
1y determined evaluation oriteria, o

Seotion 2. There shall be ostablished in overy Minisbry
or Agency such a Promotion Board whieh ghall have the following
Sfunctions ang regpongibilitiesns :

a) Formulate formal screening procedures like tests
~and interviews and critoria for evaluating the
competence and qualification of employccs con—
gidored for promotien. Reasonable and valid
standards and methods of evaluating the competenos
and qualification of all employces competing for
a particular pogition shall be established and
applicd fairly and congistently, Criteria fer
the ovaluation of qualifications of candidates
for promotion must suit the Job roquireinent of
the positions S :

b) Make a systematio assessment of the compotenoe and
qualification of candidates for promotion;

¢) Inform the employees who are candidates for _
pramotion of the criteria for-and proocdures on
pronotion; and '












d) Recommend %o the appointing authority a List of
qualificd and competont omployecs among the can—~
didates for promotion from which he may choose
the employee to be promoted. -

Section 3. For purposcs of promotion involving firet
level pomitions, the Promotion Board shall be composed of: -

a) At the Ministry, Agency or Linc Burcau level:

1)

2

3)
.29

b)) At

3

3)

One (1) member to bo designated by the
appointing authority who shall be the
offacial represcentative of management;

The highest ranking authority of the organ-
izational unit directly responsible for
personnel management, which may be an Office,
Department or D1v131on

One (1) representative of the organizational
unit which may be an Office, Department or
Division, where the vacanoy exists, who must

;be at least a Ghief of Division; and

4) Two

(2) representativos of fankhandmfilo _
employces to be chosen by their pcers from the

erganizational unit where the vacancy is.

the Hegional Offioe lovel:

Tho Chief of the Administrative D1v151on

One (1) represcntative of the rankﬂand—fllo
cmployces; and

One (1) roprescatative of the D1v131on where '
thc vacanoy oxists. _ - - .

Seot10n‘4,_ Tor purposos of prbﬁotion involving'éecond
level positions, the Promotion Board shall consist of:

a) At

1)

the Minigtry, Aéency or Liné Burcau Level:

One (1) member to be desigmated by $he Chairman
of the Civil Sorvice Commigsion either from the
Commission itself or from any other agency of
the government to represont the Commiseion;

Two (2) members to be designated by the appoint—
ing official hoth of whom nmst have a background
in public personncl administration or paychology
and at least be holding a position of Assistant
Director or that of equivalent rank;
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3) ™wo (2) senior members to come from the
organizgtion which may be an Office,
Department or Division where the vacancy
exists. They must be at least Chief of
Division, provided that when the vacancy
to be filled is that of a Chief of Divi-

- 8ion or others of equivalent rank, the
two members must be the Assistant Director
and Director of such organizational unit.

b) At the Regional Office level:

1) One (1) member to be désignated by the
Chairman of the Civil Service Commission;

2) The Assistant'birector or any other rank-
~ ing official of the Regional Office;

" 3) Two (2) Chiefs of Divisions who shall be
_ designated;by the Regional Director:

'4) One (1) Chief of Division to come from
the organizational unit where the
vacancy exists.‘

B Section 4. In addition to the actual participation
in the selection process, reprusentatives of the Chairman
of the Civil Service Commission in these Boards shall ad-
viee and assist such Boards on all matters involving the
promotion of employees and in the formulation of screening
proocedures and evaluation criteria.. - ‘

‘Section 5. An empldyee who feels aggrieved by the
action of the appointing authority may file a petition for
recongideration with the appointing authority. If he is
8Till not satisfied with the decision made by the appoint-

ing guthority, he can file a protest with the Merit Systems
Board

of the Qivil Service Commission.

RULE 'II - GUIDBLINES AND PROCEDUR:S ON PROMOTION

_ Nfﬁecti&&ir$fmmh§‘fﬁllQWing guidelines and:procedufes;_
shall’ be followed 'in selection of employees involving
promotion: | I | |

a) In making promotions to any vacant positions
whether in the first or second level, all
employees within the ministry or agency who
are qualified and competent shall be consi-
dered for promotion. o ' '
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b) The Head of the Personnel Division/Department/
Office shall, on the basis of personnel quali-
fication index, identify the employees within
the organization who ar¢ deemed qualified and

- competent for promotion together with the
incumbents of positions determined to be next-
in-rank. : - R

¢) The Head of the Personnel Division/Department/
Office shall submit to the Promotion Board the
promotional line-up which is a listing of all
candidates for promotion to the vacancy.

d) The Promotion Board shall then evaluate the
qualifications of those employees included in
the promotional line-up. - Other employees who
feel that they are competent and qualified
for consideration for promotion may present
themselves to the Promoution Board for assess-
ment. In determining the degree of competence
and qualifications of an employee, Section 5
of Rule V on Personnel Aptions and Policies
shall be taken into accolnt.

¢) If necessary, the rfromotion Board may prescribe
———= " the conduct of a selection test and/or other
-t gelection devices. - .
f) All the members of the Pﬁdmo‘tion Board shall’
determine en banc the list of recommended
employees from which the appointing authority
may choose the person to be appointed.

g) As soon as the promotiﬁﬂﬁl‘appointment is
issued, a notice announcing the promotion shall
' be posted by the Head of' the Personnel Division/
Department/Office on the!bulletin board of ‘the
Ministry, Agency or Regiﬁnal-ogfice concerned.

Section 2. The Promotion Boerd shall pay special
attention to the filling of supervisory positions whether

“in the first or second level since thesé positions are
vital to the smooth operations of organizations. (For

this purpose, the Board shall develop criteria’ fo -
managership and leadership which shall constitute one of
the instruments for selection of candidates for promotion.}

_ Section 3.  Regardless of whether or not there are
vacancies for supervisory positions, the Board shall period-
ically assess the qualifications of individuals within the
Ministry or Agency to identify who among them have the
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porentials for promotion and those who are considered promot-
7o -shall be entered inja list from whieh the appointing
authority may choose the eémployee/s for promotion when an
actual vacancy occurs. .The list of promotablesshall be
arranged in an order of priority, taking into consideration
the nature and requirements of the position/s to be filled.

RULE III - SELECTION BOARD

DEFINITION, DUTIES AND RESPONSIBILITIES AND COMPOSITION

- -Beetion l.. A Selection Board is a duly constituted
body which shall assist the appointing suthority in the
Judicious and objective recruitment and selection of per-
sonnel for appointment in the career service whether ori-
ginal, reinstatement or re-employment according to existing
Civil Service Lew and Rules and previously determined
evaluation criteria. ‘ : _ _

The establishment of a Selection Board is deemed
necessary to supplement Civil Service examinations which
are generally paper and pencil tests. These tests which
~usyally measure general abilities and aptitudes mngt be
supplemented by a selection process that takes into consi-
deration needs germane to particular ministries and agencies.

- Section 2. . There shall be established in every
Ministry and Agency such a Selection Board which shall have

the following functions and responsibilities:

- a) .Formulate screening procedures like tests and
- interviews and ecriteria for evaluation of
candidates-for positions in the first and
second levels of the career service involving
original appointment and cases of reinstate-

ment and re~employment;

b) Make a systematic assessment of the qualifica-

- tions of the candidates, taking into conaiderg—
tion the qualification standards of the position
and such other requirements. which may be deemed
necessary; . R

¢) Develop ésseséﬁent me thods for the first
| level positions that will do away with the
" usual paper and pencii tests wheanever poss;ble;
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d) Recommend.. to the appoimting authority a list
of candidates whom it comsiders. qualified for
the position and from which the former may
choose the person to be appointed; and

e) Prepare a list of candidates from among
applicants in the agency concerned who possess
qualifications suitable for positions in other
minisgtries or agencies which shall be submitted
t0 the Civil Service Commission for appropriate
certification. _ '

Section 3. The Selection Board shall be composed of
' the following: : : _ -

- a) One (1) member to be designated by the Chair-
. man of the Civil Service Commission; - .

b) ‘The head of the organizamibnal'unit where‘fhe
vacancy-gxists; and

¢) One (1) member to be named by the appointing
authority who must have a background in public
persornnel administration/or psychology and .
must at least hold a supervisory position not
lower that Chief of Division or of equivalent
rank, S .

Section 4. In addition to the actual participation
in the selection process, representatives of the Chairman of
 the Civil Service Commission in this Board shall advise and
assist such Board on all matters involving the recruitment
and selection of applicamts and in the formulation of screen-
ing procedures and evaluation criteria. R y

Section 5. Bach ministry or agenecy shall adopt a
program of reeruitment for each budget year, such. program
to be based upon a Manpower Plan which shall be drawn up
by the Personnel Office and approved by the agency head in
accordanee with Rule V, Section 1(h) of the rules and
procedures, - R :

RULE IV - PROCEDURES ON RECRUIMMsNT & SELSCTION OF EMPLOYEES
Section 1. The following procedures shall be followed

in the recruitment and selection of employees involving
original appointments, reingtatement and re-employment;












it}

b)

c)

£)

.'_""7-

‘The dead of thé Personnel Division/Department/

Office shall look for prospective applicants
making use of the diverse recruitment sources
such as the actual applicants, Civil Service
Commission register of eligibles, placement units
of other government agencies, re—employment list,
and others. ‘ _

Upon the submission of the Personal Data Sheet
of the applicants, the Personnel Head of the
Division/Department/Office shall conduct a pre-
liminary interview to determine whether the
Personal Data Sheet contains all the required
information. He shall also get a personal -
impression of the applicant which may be the

- basis for his oubright elimination or for fur-

ther processing. *

After the preliminary'screening'has been done,
the Head of the Persomnel Division/Department/

. Office shall submit to the Selection Board the

list of qualified applicants, together with all
the necessary ;nformation. -

'Thé Seléétion Board shall then_evaiﬁatewthe_
qualifications 'of the applicants and determine
their knowledge, skills and abilities through

tests and interviews in accordarcé with the
screening procedure and evaluation.criteria

previously determined. = When deemed necessary,
the Board shall conduct a reférence check of
the applicant's work .experiences, school records

~‘and personal references.

The Selection Board shall determine gn banc and
recommend .in writing to the appointing authority
the -applicants which it considers qualified for
the.vacancy together with justifications.

The appointing authority shall aseess the merits

“of the recommendation of the Board-and select the

applicant he deems best qualified for the position.
The Personnel-Division/Department/Office shall
accordingly prepare the appointment“papers.

[

{
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RULE V -~ RuSPONSIBILITIES 0¥ Td PBRSONWEL DIVISION/
D.I::PARTLJ.E;NT/OFFIL.E.

Section 1. In addition to the duties and responsibi-
lities enumerated in Rules II and IV, the head of the Per-
sonnel Division/Department/Office shall perform the follow-
ing funections and responsibilities:

a) Develop a merit promotion plan and system of
ranking positions which ghall be submitted to
the appointing authority for his approval.

The Merit Fromotion Plan shall provide the
specific methods to be followéd in selecting

- employees for promotion to one or a number of
positions. Among other things the plan shall
set forth information about the areas from
which the candidates will be drawn, the quali-
fications the candidates.must have in order to
be considered and the procedure to be followed
"in identifying the best qualified among candi-
dates considered for purposes of preliminary
screenlng

b) Develop a Manpower Plan which shall set forth

' the number and knowledge/gkills of personnel
needed to achieve the organization's goals,
objectives and programs taking into considera-
+tion the prospective turnpver in terms of '
transfers, resignations, gnd other personnel
movements, and future manpower requirements.

¢) Develop and maintain the qualification standards
of all positions in their respective Ministry or
Agency in coneultatlon with the ClVll Service
bomm1381on. :

d) Develop and maintain an up-to-date quallflcation
‘index of all officers and employees in the
mlnistry or agency. _

e) Develop a poeltlve and somna recrultment program
aimed to reach and identify a broader source of
applicants from which the best qualified cgndi-

_;datee for original app01ntments may be selected.

RULh VI w-MOBIF{bA@IQNS .

Section 1. Merit promotion plan methods and criteria
for selection of employees for promotion previously approved
by the Civil Service Commission shall be deemed modified in
accordance with these guidelines.

Section 2. Existing Promotion Boards shall be duly
reconstituted in accordance with these guidelines.
* * x \“,""
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(Inclosure Nga 2 to MEC Order No. 20, s.‘i?@)
MEM DUM~CIRCULAR NO, 1, s. 19%

To: ALL HEADS OF MINISTRILS, BUREAUS AND AGENCIES,
- INCLUDING GOVERNMENT-OWNED AND CONTROLLED
CORPORATIONS -

The President has just issued Letter of Instructions
No. 799, copy attached, on the establishment of a Selection
Board and a Promotion Board in every ministry, bureau,
office and agency of the government.

The Selection Board is aimed at improving the recruit-
ment and selection of employees who are either entering the
~ eivil service for the first time or are being re-employed
or re-ingtated. Although these people generally possess
the civil service eligibility required for the positions
they are applying for, it is believed that a further screen-
ing process is necessary to assure that the most fit is
actually appointed.

The creation of a Promotion Board, on the other hand,
is for the purpose of objective assessment of those who are
being considered for advancement within a particular ministry,
bureau, office, or agemcy. .

In line with the above, therefore, it is requested
that these boards be immediately organized in your respective
agencies and a report on their respective compositions sub-
?i;ted to the Commission not later than the end of February,

979. : - :

The Civil Service Commission is called upon in the
LOI to nominate a representative to sit in the Selection
Board and in the Promotion Board in case of promotions to
second level positiens in the career service. For this pur-
pose, it shall draw up a list of its representatives and
copies thereof sent to the ministries, bureaus, offices and
agencies concerned. The agency shall now formulate a Man-
power Plen and -acreening schedule, copies of which are to
be sent to the Commission in accordance with the require-
ments of the LOI, T -

We also wish to call your attention to the provision
in the IOI that for positions in the 1979 budget, no appoint-
~ment shell be approved by the Commission without the state-
ment that the appointee has been screened by a Selection
Board or a Promotion Board, as the case may be. This
und:rlines the need to immediately comply with the require-
ments. : :

(SGD.) JACOBO C. CLAVE
Chairman '

January 31, 1979
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.__ MALACANANG .
MANILA
LETTsR OF INSTRUCIIONS NO. 799

T4 CHATRMAN, CIVIL SERVIUE COMMISSION °
ALL HeADS OF MINISTKIGS, BURSAUS, OFFICES

TO

AND AGENCIBS UF TH. GOVSRNMENT

WHEREAS, the recruitment and selection of personnel
in the civil service as well as the promotion of those
already in the service is crucial in establishing, develop-
ing and maintaining a”truly competent, efficient and
effective civil service to ocarry on -the affairs of government;

WHER®AS, while a selection and promotion system
have already been devised, it is still imperative that = =~
additional measures be instituted to improve the selection
and promotion system in the civil service to make govern-
ment administration and operation more vigorous and re~
sponsive . t0 the.needs of the times; and -

WHERwAS, it is necessary to establish Selection
Boards and Promotion Boards in every ministry and agency
of the government which shall be responsible for personnel
selection, recruitment and promotion; to assist the appoint-
ing authority, and thereby better implement the merit
gystem ordained by the Constitution and the Civil Service
aw; . - ‘-._.’*-'.'i JLoo . o H.._._.._. . Lo R
NOW, THsRwFORE, I, FuRDINAND E. MARCOS, President
of the Philippines, by virtue.of the powers vegted in me
by the Constitution, do hereby order and ‘dirett every
minigtry and agency of the government, including govern-
ment-owned and controlled corporations and regional offices,
to establish a Selection Board and Promotion Board to
assist the appointing authority in the selection and promo-
tion of personnel in the ‘civil gérvice.

RN T A EC TR L

The Selection Board shall have the following organ-
lzation, functions, relationships and features: '
j*rdﬁ' 1. The Selection Board shall be responsible for
m;ﬁhe screeningramd selection of candidates for positions in
";the first and second levels of the career service involving
%%priginal appointments and cases of reinstatement and

*re~employment.

2. It shall be composed of three (3) members, one
of whom to be designated by the Chairman of the Civil
Service Commission and the other two to be named by the
head of the ministry Or agency concerned.












 ‘sion.,
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-upon by the Selection Board. -

> .. o

3. The Selection Board shall draw up a SCreening
procedure and criteria in accordance with existing rules,

policies and guidelines in the civil service.

4. For any position to be filled, the Selection
Board shall submit to the appointing authority a list of
the names of persons whom it considered best qualified for
work in the civil service and from which the latter may
choose the person to be appointed. = - - '

. 9. As much as possible, filling of vacancies by
original appointment, reinstatement or reemployment shall
be done in a ministry or agency on a quarterly basis baged
upon ‘8 Manpower Plan which each ministry or agency shall
establish, taking into ‘consgideration prospective retire~
ments, transfers, resignations and other personnel move-
ments. - ' ' : o

6. The Selection Board shall also be guided by the
manpower skills requiremeénts which the ministry/agency == -
shall “have previously determined and translated into

positions for which qualification standards shall have _
been set up in consultation with the. Civil Service Commig-:*

T« In cases where applicants in an agency or

YTy possess qualifications and competencies suitable
for vacancies in other ministries or agencies, the former
ghall refer them for possible placement by the latter
which shall extend the necessary cooperation. o

~ 8. Ministries or agencies which have adopted
nethods of selection not in consonance with the foregoing,

'shall acecordingly restructure the same to conform with the
“requirements hereof, ' _ I

9. Tor positions in the 1979 Budget, no appoint-
ment shall be approved by the Civil Service Commission
without the statement that the appointee has.been passed

The Proﬁotidn Board:shall Eé%é the followingpf
ization, functions, relationships and featuregi

1. Management and'rank-éhdafilﬁwéMblbyeés shal
be represented in the fromotion Bosrd to insure object
in the selection of employees for promotion.

2. For purposes of promotion involving positions

in the First Level of the career service, membership of
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the Promotion Board shall be limited to officials #nd
employees of the ministry or agency concerned as follows:-

(a) An bfficial‘othhejminiStry or agency
_ directly responsible for personnel
management; - : _

(b) A representative of the organizatibnal
unit, which may be an Office, Department
or Division, where the vacaney is;

"(e) A representatiﬁéfaf manaéémEnt;"

(d) Two representatives of rank-and-file
. "‘employees who ghall be chosen in an
election by the employees they shall

- represent. = o I ;

 ,f'At themiegipnalhlevel;'the'Boafd shall have three
(3) members consisting of the Chief of the Administrative
Division, a representative of rank-and-file employees,

~and a representative of the Division where the vacancy is.

' 3."For‘purpoées df'promotion involvingLéecond

'LeVel'pOSitions, particularly such supervisory positions

as Director of Hospital, Superintendent of Scheola.and
Chief of divisions and othérs of equivalent rank, the
£romotion Board shall have the following composgition and

. be governed by the following rules:

.. (a) It shall be compose& of five (5) members; one

_'member to be designated by the Chairman of the Civil
‘Service Commission either from the Commission itself or

from any other agency of the government; two (2) members
to be desigriated by the head of the ministry or agency

.concerned, who must have a background in public personnel

administration or psychology; and two senior members to
come from the organigzational unit, which may be an OQffice,
Department or Division, where the vacancy is.

-(b) Whenever applicable, recommendations made by

'ﬁﬁe_Promotion'Board‘af the regional and agency level shall
no longer pass the Promotion Board of the Ministry but
shall be made to the head of Ministry concerned.

(¢) Employees who are candidates fer promotion
shall be informed of the criteria for and procedure on
promotion.
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# ' (4) In making promotions to Division Chief or

"equivalent position level, the next-in<rank rule shall

be initially considered. However, if necegsary and so
as to choose only the most competémt and best qualified
for such positions, the Promotion Board and the appoint-
1ng authority may go into a deep selection process.

'(e) The establishment of the fromotion Board shall -
not in any way prevent an employee who feels himself
aggrieved by the action of the appointing authority from
making a protest pursuant to the Oiv1l Service Law and
Rules. :

(f) The rromotion Board, subject to guidelines,
policies, standards and rules of the Civil Service Com-
migsion, shall be responsible for formulating criteria
for evaluation, conducting tests and interviews, making
gystematic assessment of the qualifications of the candi-
dates for promotion and recommending to the appointing _
authorlty the person who may be considered for promoétion:

The GlVll SerV1ce Commission shall pronulgate the
necessary rulesg and regulatlons to implement this Letter
of Instructlons."‘ _ :

. —= DONB in the" blty of Manlla, “this 29th day of
January, in the year of Our Lord,: nineteen hundred and
seventy-nine,

' (S@D.) FERDINAND E. MARCOS
President of the Philippines
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(Inclosure No. 3 .IV[EC Order No. 20, s, l97£

EVALUATION CRITERIA TOR THE SELECTION OF EMPLOYEES
. FOR PROMOTION OF SUFERVISORY OR MANAGERIAL POSITION

These criteria have been evolved by the Civil Service
.Commission to provide a modgl which the various ministries and
agencies of the government may use as guide for the selection
of supervisors and managers,

It is a truism that managerial and supervisory jobs
require certain skills and attributes that are not called for
-in non-managerial, non-supervisory positions and that these
skills and attributes are not present or detectable in all

individuals working for an organization.

Thése criteria may be defined as critical dimensions,
the presence or absence of which may spell the success or
failure of individuals proposed for or actually occupying
managerial or supervisory positions., .

| _ Hence, in the selection of. personnel for promotion, such
. factors as (1) knowledge of managerial or supervisory functions,

. (2) managerial/supervisory skills in the technical and human
~ relations area, and (3) personal qualifications and attributes
1 , are generally accepted as universal determinantg for higher

managerial posts,

The proposed evaluation criteria, however, shall pay
particular attention only 4o the indicators of managerial skill
for human relations and to personal gualifications and attri-
butes since these are the more subjective dimensions in the
selection process, - _

The measurement of other determinants can be done by
available objective measures in the ministry or agency, like
occupational history, training and experience, education, and
performance review. o '

The following indicatoprs, posed as questions, are grouped
correspondingly into subm-areas, such as ability to adapt/adjpst
to environment, ability to relate to supervisors, etc. Each
indicator shall be rated separately based on the following

, | levels of standards with theiﬂ,coyre8ponding point score.
Level . Point Score
Excellent - a standard of berformance which 5

couldéd not be improved by any
circumstances or conditjons












Level | Point Score

Good - a standard of performance above . 4
the average and meets all the
normal requirements ef the position

Average =~ & standard of performance that meets 3 .
: the normal reculrements of the
position-

Fair -~ a standard of performance which is 2
: below the normal requirements of |
the position, but one that may be
regarded as marginally or tempora-
rily acceptable h '

Poor - a standard of performance regarded_u;l '
: as unacceptable for the p081t10n s

_ Since it is recognized that people vary in their
competence on each individual: indicator, it would be S
- appropriate not to weight the ratings obtained in each item.
However, the average point score shall be determined by sube
areas. - The members of the Promotion Board who shall be in ~ .
charge of the firal review will take into account the average
ratings on the more important areas. Moreover, each ministry
or agency may revise or modify the rating system accordlng tor
their pecullar needs.

The Promotlon Board may determine the extent by whlch ~
candidates meet these factors through. :

-Lfl;" “Aetual obaervatlon

(2)  interview.

23gs’case studles T o ‘
~in-basket exercises e T T IR

5 gsensitivity training T ' -

6) critical incidents

7) management gamee

8) others _

I. MANAGERTAL SKILL (HUMAN RELATIONS) -«
1. Ability to Adapt/ldjust to the Orgaglzatlcn Point Score

1. 1 Is he able to adjust to the variety
of personalities, rank, and informal
groups present in the organization?












i

1.2
“with his own. tensions in trying -

1.3

v

Is kg able to cope’ad equately

Point Score

t0 agcommodate or perform the

variéd demands of his work and
the-organization?.,,: S

Does he’tune in to new pressures,

new developments and new require—

ments that may alter his work?

1.4 Doés he infernalize organiza-

tional/work changes with ease and

- Vvigor? - e

1.5

2. Ability to ﬁéiaﬁe,ﬂo Superiors

2.1

2.2

2.3

When changes occur in the

AR A RIS Y

organizafion, does he stimulate

‘his peers and subordinates .to

understand the situation and help

r

them ihternalize such changes?

Total Point Score.

K S

’

Does he respond to the requests,
demands and expectations of his
superiors?

Does he show tolerance for,

- recognition and acceptance of

the inadequacies ang tnigueness
of his superiors? personality?

Does he also know well the

strengths of his superiors?

In the face of differences in
behavior and personality between
" him and his superiors, can be. ‘

maintain his individual point of
view? _ -

.-, Average PO'i.fﬂt SCO re' -

s A —

L ot o iyl

L e, e —

T e —












I e

Point Score

B gl

2.5 Does he appraise his supe-

- piors of the significant _
problems in his work, their
causes and appropriate steps
to be taken to correct them?

2.6 Does he feel free %o discuss
important matters with his
superiors?

Total Point Scofe
" Average Point Score

e k. T

3. Ability to‘Interfacé'with'Péers

3.1 Poes he consult his peers
and seek clearance from them
when an issue or a decision
would adversely affect them?

3.2 1Is he receptive to innova-
tive ideas, suggestions, and
to the desire of his peers
to be heard? - :

rp— i T - S ———

i ARV g -

3.3 Does he have the respect and
acceptance of his peers? ‘

3.4 Does he try to help his peers _________

in clarifying points they are
trying to resolve?

Total Point Score:

Average Point Score

4, Ability to Work With Subordinates
(This will apply particularly to
persons who are given the responsi-
bility to supervise-an organizational
unit whether a unit, section or division)







E N






Ir

& 4.1

4.2

4e3.

4.4

v 4.5

4.6

4.7

4. 8

Is he alert to the work out-—

Point Scorg

put, needs, desires and morale-
of his subordinates and in
interaeting. with them?

Does he capitalize on the
strengths of his subordinates
rather than focusing on their
deficiencies? S

Does he show authenticity and

openness in dealing with his
subordinates so as to enable

the latter to know where they
stand, how they relate to him,
and how he intends to supervise?

Does he encourage his subor-

dinates to work through their

own difficulties and offering

his greater gxperience only after
they have initially done their job?

Does he encourage his subordie

nates to think of new ideas that
will improve their work or the
operation of the organization?

Does he take steps to make

certain that his subosgiimates

are given ‘the opporturiity for
training both in his operations
and glsewhere in the organization?

Does he reward or give recognition

to subordinates for their outstand-
ing or exemplary performarce?

Does he effectively practiee

coaching of subordinates as a
means of training? ‘

Does he represent his subor-

dinates and their views in his
dealings with his superiors?

5. Ability ®o Work With Ad Hoc and
Other Extermal Groups












6.

52l

5,2

53

5.4

5,5

6.1
6 2

6.3

6.4

-Does he willingly cooperate

- Does he offer murﬁal help to

Ts he able to make himself
-acceptable to his subordinates

Point Score

with the other members of the
group in doing the tasks or
projectsassigned?

the group when needed rather
than remain a mere onlooker?

Does he show concern in

creating a climate for and a
relationship with the working

. group that stimulates them to

work together” :

Does he lead the wérklng groﬁp
to do willingly the a551gned

tagks/projects?

When assigned to be. a leader/
chairmasn of the working group,
does he assume responsibility

-for the work of the other membere?

~Abilify t@-Influehce Others

and be perceived as capable of
elplng them?

Can he aiimulate'his

peers and subordlnates to accept
and internalize organlzatlonal/
Work c:l'ratrlgeza‘P

Is he able to encourage his
pPeers and subordinates to -
contribute and participate in

‘ proulemwsolv:mb and, d90131on~

making?

Can he 1nfluence the thlnklng,
attitude and behavior of his
superior?.

Total Pgint Score

Average'Point Score






5






Te

® - e

Ability 4o Deal With the Point Score
Clientele/Public

7.1 .is he always cordial and
respectful in dealing with the
transacting public? '

7.2 Does he give due considers-
tion to the problems, needs
and grievances of the clients/
public? '

7«3 Does he show enthusiasm in
providing the clients/public
the necessary advice and
assistance they sought for?

Total Point Score

e Dt R —

Average Point Score

II. PERSONAL QUALIFICATIONS AND ATTRIBUTES

1.

2.

Ingenuity and Innovativeness . Point Score

1.1

1.2

1.3

Stress Tolerance

2.1 Does he have g high degree of

Is he intellectually inquisitive
and constructively critical of
existing standards, systems and
policies? _

‘Does he experiment prudently with
different approaches until-he
discovers the best that will
yield better results?

Does he take the imitiative to
organize or develop programs, systems,
Procedures and standgrds that will
benefit the organization?

Total Point Score

I

Average Point Score

Point Score

tolerance for tension resulting from
increasing volume of work, orgariiza—
tion change, envirommental conflict,etec,?






L






3

)

243

2.4

2.5

246

2.7

Flexibility

3:0 1

3.2

3.3

3.4

3.5

feelings and becomes angry with him,

threatens the stability and effective~

Toes he accept criticisms objectively

* .. o

Point_Score

Is he able to control and handle his

anger and negative emotions?

When someone else loses control of

does 'he remain calm and look for means
to decrease the tension?

Ifrhostility_become severe and anger

ness of the work group, does he sugges
constructive ways of working together?

t

whether from his subordlnates, peers
or superiors? y

Is he able to chamnel his negative

feelings into other acceptable forms
of behavior?

Totél Point Score

Average Point Score

‘Does he modify or change existing

Point Score

methods techniques,_or.0perations
when valid evidence or feedback.
indicates that such modlflcatlon is
nece8sary?

Does he consider several factors and

alternatives before he
develops hls program of activ1t1es9

Does he utilize various methods and
techniques in the. pursult of hlS

: a831gned tasks?

Does he display Willingness to learn

new concepts and technigues to keep up
with the changing conditlons in the

corganigation?

Is he willing and, ready to change

decisions he has made when such is

necessary?












Point Score

e A I i gl

3.6 Does he exercise participative

or authorltatlve leadershlp when

© necessary?

JTotal'Pdint Score

5Average-Pointhcore.'

4, Intellectual ﬁaturity' |

4,1

42

4.3

4.

4.6

Does he exert effort in develop—

Dpes he have 'a clear grasp. of
his talents, capacities, strengths
and weaknesses and how they relate

- to his career developments?

Does he think out and plan his own _
future in organization in terms of
career advancement9

Does he . trust himself in under—
taking a larger responsibility
for which he is qualified and
capable and which he aspires ?

Does he seek advice of his
superior and peers in trying to
find honest answers to what his
strengths and weaknesses are?

. . ol el

ing-himself especially in the areas
in which he feels def::.c:.el.'n:"P

Is he able to integrate his own

self=interest w1th the organlzatlo nal
goals? .

Total Point Score

Average Point Score _

)












w 10 ~

[
-

5. Decisiveness " Point Score

5.1

52

De3

5.4

- 545

5.6

547

‘When the need to make a decision’

Is he firm in enforcing decisions
made after approprlate deliberation?

Does he assume full respon31b1- e
1lity in making appropriate decisions

within the defined limits of the

authority delegated to him? '

When his superior seeks help-

“from him in solving problems,

does he submit QOnSldered analysis
of alternatives and recommend sugges—
tions for solution?

Does he ask his peers, .subordinates
or other persons for thHeir opinions
before he makes the dec¢ision? -

e AV LR TR

is immediate, is he able to act
guickly and make the best decision
possible? i

i ol e e 1t

In making dec181ons, how well

-

R

.does he bear in mind the size and

length of commltment inveolved in each
d901slon9

In eh0081ng from among alterna—

tives, does he recognize and give
primary attention to those factors .

which are limiting or eritical, to -

o Rl 1 e ol . Tl AR A

-the_solutidn-ofmauprobIém?

| Total Poxnt Score

Average Point Score

-
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