Republika ng Pilipinas
(Republic of the Philippines)
MINTSKRI NG EDUKASYON AT “KULTURA
(MINiSTRY OF [ELDUCATION AND CULTURE)

! Maynila"

o~ ' ~ November 25, 1980
MEC ORDER. B
No. 52, s, 1980

' MEC MERIT PROMOTION. SYSTEM

~ To: Bureau Direc¢tors
~Regimnal Directors ' ’

Cultu¥al Ageney Directors

Chiefs of Services anE Heads of Units
Schools Superintendents :
Pragidents, Stote Collzves.

’ amd Tniversities!

Vocationnl School Administrators N
“1. " "The Merit Promotion System of the Ministry of Edu-
cation and Culture (MEC) 15 hereby revised conformably to
Presidential Decree No. 807 and the Rules on Personnel Actlons
and Policies promulgated by the Civil Service Commission on
Novemberi:20, 1975 and approved on the same -date by the " -
President- of the Philippines. C L I

2, _The term "promotipn” as used in this system means .
"... advancement of an employee from one position to another
with an increase in duties; and responsibilities as authorized

by law, &nd usually accompanied by an increase in salarg"
and that’'it may be "from one Department-or Agency to another

or from one organizatiofial unit to another in the same

Department or Agency.™

3. ;Acecordingly, thiskMinistry adopts the'fbllowihg for

1ts bas feies: - .

a. Whenever a vacancy occurs in the career service.
exgept those whose appointment is vested in the

CPrgsident of the Philippines, in any of the

offiees, bureaus, units and cultural agenocles

of:this Ministry, the employee next-in-rank

shgll be promoted theréto subject to the con-

¢L§,ons specified in Rule V of the aforementioned

Rulks on Persomnel Actions and Policdes) and the

guidelines for Promotion Boards in accordance

with LOI No. 799. - o : T

V
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b. Fromotion shall te made in accordance with the|
Merit Promotiecn System herein established. '

¢. The standards and methods of evaluating the
merit and fitness of all emplogees competing
for promotich to the same nositlon are herein
established and shell be applied fairly ang
consistently.

d. As broad an crganizational area of selection ad
is practicable shall be considered in seeking
fualified emplogees for promotion.

b, The Merit Promotion fystem herein establishéd-shall

embody the following system of ranking positions; S

Vg, The ranking of positions shall -be according to :
the: organization structure as”reflected‘in‘theg B
organization chart duly approved by this OFfficd.
In this’ connection, each bureau, office, unit,

" or cultural agency of this Ministry should _ ‘

maintain a current position or personnel chart
which should be reflected in the master organi-
zation chart of this Ministry. - .

‘b. The’'ranking of vositions is indicated'in‘1n¢lo%ure

~ No. 2 (List of Positions by Occupational Group .
-and” Position/s Next-in-Rank), which is based onj
‘the followinr factors: o o

(1) Position hierarchy as based on the table |
of organization of the Ministry and the . .
level of each position in relation to
other vositions.

(2) Classification and’/or functionsl relation-
ship of positiong in terms of similarities.
. or alliedness of the'diutles and responsi-

bilities attached to the position, .

(3) Range allocation of positidns covered by
7. the Office of Compensation ang Pcsition’
Classifiecation (ocee) . ' B

(4) In the event there are . positions not 1listed
in Ineclosure No. 2 due to inadvertence,
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rec¢lasgifidation/cénversion of existing
postédiefis, or e¢reation of new positions,
the position/s riext-in-rank to .such posie
tion/s shall bé determined by (a) hierar-

. chical arranceient of positions in the
offide, buréau, unit or culturail ageney
as reflected in the organization structure,
(b)-deg:éé of relationship to the higher.
position considering classification and/
or functional relationships, (c) salary
and/or range allatation and (d) geograph~
lcal location.’ : o

5. ..The following procedure shalil be followed in

filling vositions by promotion: .

a. Whenever a vacancy occurs in the office, bureau,
s$ervice; unit, culfurglsagency, school divi-
sion or vocational school/college, the héad
or chlef thereof, #s the case may be, wheére e
the vicancy exists shall submit to the appoint~
ing officer a recommendation specifying: the
J¥itle of the vacant position and qualificaticn
rYequirement of the position, together with a .
ranking list carrying the names of qualified
personnel in his o}fipe or unit who according
to the system, are!next, in renk. He shall
indicate the employees whom he recommends for
promotion and shall state the reasons for
his choilee. { -

b, The chief of the p%rsonnel office concerned,

v

taking into considgration the recomnendation

of the chief of office or unit, as the case.
may be, incliudlng the ranking system and .

gulicies of this' Ministry shall submit it

to the Promotion Bgard in accordance with- the
:gu%es-andﬁﬁegulatidns implementing LOI No. 799
- d8ted Janyary 20,-1979.

c. The Promotion Board shall assess the competence
©dmd qualifications of ‘egndidates for promotion

hd recommend to the appointing authorlty a

ist of qualified and competent employees

s among the candidates frem whieh he may choose
the employee to be promotdd. Nu~lificatirng'




refer not merely to formal education degree,
certificates and the like but primarily to
education and trainine relevant to competence
in the nposition,

In the preparation of the promotliconal line-up,
the following shall be observed:

(1) If there is only one employee who 1is
next-in-rank to the position to be
filled and he meets all the require-
ments for promotlion thereto, he shall
be civen the promotion . In education-
al qualifications required for the
position to be filled, substitutlons
as specified in the Qualificaticn
Standards lamal of this Ministry and

. the.0ivil Service Commission, ag the
case may be, shall only bz allowed
when there are no employees next-in-
rank who fully meet the educational
requirement. .

(2) If two or more employees are next-in-
rank to the position to be filled, the
highest ranking employee shall be
selected for promotion, unless there -
.are justifiablercnsons to the contrary,
in which case the next ranking emplogyee
shall be considered, Inclosurs No. 2
gtvés a 1llst of next-in-rank positions
to each of the positions in the MHC. ‘

(3) In determining the promotional area of
selection, atfentlion is invited to’
Section 2, Rule V.of the ‘Rules on
Personnel Actions and Policies guoted:
below: ' -

finenever a position in the
first level becomes vacant, the
' employees in the Department or
“Agency who occupy positions
deemed to be next-in-rank %o
the vacancy, shall be considered
for promotion. In the second:
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“level, those employees in the
governmént service who ocecupy:
next-in-rank positions ‘'shall
be con51dered for promotlon to
the vacancy.

-However, for reasons of fairness and morale,

fully qualified next-in-rank employeses with-
in the office, bureau, cultural agency, unit,
division or Vocational school/college, all

circumstances heilng equal, dhould have first

,call upon- promo ional opportunltleg therein.

Attention in this connection is also-
invited to 3(d)lof the ”UldeliHEQ for Promo-
tion Board, LOI‘No. 799 as follows:

“In making promotions to Divi-
sioh Chief or equivalent position
level, the!next-in-rank rule shall
be initlally considered. However,
if necessary, and'so-as to choose

-only the mest eompetent and the
best qualified for such positions,
the Promotion Board and the appoint-
iny authority may go into a2 deep
selection rocess." ' .

Yor an employee to be considered for promotlon
besldes being néxt-in-rank, he must meet the
minimum requirements for appointment to the
position to be filled, such as are stipulated
in the Qualification Standards Manual of this
Ministry or thelQualification Standards
Manual of the Civil Service Commission, as
the case may be& Non-attainment of these
minimum requirements shall dishar one from
the competition for promotion. However, if
there is only one employee next-in.rank anfl
his only disqualification is experience in

present position, the same shall be waived

in his favor.

To determine the comparative degree of
competence and qualification of the various
candidates for promotlon to a vacancy,



empnloyees shall 0é ranked cn the vasis of the
following factors in accordance with Rule V of
the Bules on Personnel Actions and Peolicies:

(2)

(b)

(e)

()

(e)

"In this connection, the following shall he
used

"Performance - This shall be based on the
performancs rating of the employee. o
employes shall be considered for promotion
unliess. his performance rab:ng is at least
satisfactory. ‘

"Education and Training - These shall
include educational vackground and the
successful completion of training courses,
scholarships, training pgrants and others.
Such education and training must be
relevant to thp duties of the posjtion

to be fllled

“Experience and Outstandine Accomplishments
These shall include occupaticnal history,
work gxperience and acaompllshmen & worthy
I

‘of ;oeczal commendation.

“Dwy31ca1 -Characteristics and Personality
Teaits - These refer to the - physical fit-
ness, attitudes and pehsonqllty tralts of
the individual which must have a bearing

on the position to be filled.”

"potential - This takes into account the
employee's capability not only to perform
the dutles and assume the responsibilities:

‘of the rositions to be filled but also
“those of hlrher and’ nore . respon31ble

nositlons

faetors to be Congidered in Evalua-
~¢tion of Candldates (Inclosure Mo, 1),
Potential Asséssment Form (Inclosure
Jo. 1-A), and Guide for Interview
Assessment together with Assessment
Form (anlosure No, 1-B) of Summary.
Evaluation Form (Inclosure Ho, 1-C).




6. In connection with the Career Progression System,
switching from one caveer line to another e.g, teaching

to administrative; is allowed only once and on condition
that the individual possesses all the necessary qualifica-
tiong for the other career line and such gualifications
exceed those of individuals inm the career line whe may also
be considered for the eV1sting vacancy.

7. When enployees: considereu for promotion are under .
equal circumstances as to the foregoing promotional fagtors,
then senlority may. be the additlonal factor, Bor this
purpose, "senlority_ shall‘be dEfIHEu as follows:

Seniority is the’ status securea by length of
service. It .1s limited:to . continuous period
of servide,- rov1s;£nal or temporary service
'shall not.be include in the computation of
seniority. However,' a bresk in one's service-
due to peducfion in force shall nht affect the
continuity of such aerv*ce.

IIn daterminlng senioritv length of service in the
particulér work inveolved shall be con31dered firgt. When.
competitors are equal in this respect, length of servige
in the M nlstry shall be reckoned. Jhen competitors are.
still eq 1-in this resnect, their length of service in
the government shall be coynted. For determination of
senlority, however, any work experience not relevant to the
pogition €0 be filled shall be excluded in the comput ation
if the cempetitors come out with equal length of serviee in
the government. ’

8. For the informatiQn and yuidance of all concerned,
the pertinent proviQ1ons of Rule V of the Rules on Person-
nel Actions. ‘and Policies om the issuance of apncintments,
as well as contestec appoimtments, are quoted below.

WSEC. 10, Within fifteen (15) days from
ice of the issuan e of an appointment,
~dn-rank employee who feels aggrleved
may appeal to the Ministry head who shall
make a decision within--thirty days from the
gguanes .of the appointment. The employee
hd- 18 not satisfied with the decision may
' fukther appeal within ten (10) days from
re¢eipt thereof to the Office.of the Presi= .
dent, which shall render a decision thereon’
within fifteen (15) days. :




[N.B., THis 1ast provision has been modified by :
P.D. No, 1409 promulgated on June 8, 1978, which provildes
that the Merit Systems Board shall hesr and decide: :
appeals on. protested appointments.. Appeals from: the
decision of the Merit System Board shall be decided bm
the Civil Service Commission.]

"On the day. the promotlonal apndintment is issued,
a notice announcing it shall be posted by the appointihg
authority on the bulletin. boa?d ©of hisg ‘department or
agency or regional office-. . .

~ "A contested appointment shall take effect imme:
diately upon its issuance if the appointee assumes his}.
duties immediately. However, the appointment, togethe
with the decision of the Department head or the 0ffic
the President, shall be submitted to the Commission fofr
appropriate action within sixty (60) days from its isshance,
otherwise the app01ntment becoweq ¢neFfectlve thereafthkr,

of

"SEC. 11,  When an employee who 1s le*ltimately
entitied to promotlon is administratively. charged, the
pogition to which he should havi been promoted shall npt
be filled until after the administrative case shall haye
been finally decided, except when the exigencies of th
serviee require otherwise,  If the position is filled #n
accordante with the foregoing, the appointment shall ol
temporary, to end ds soon as the employee legitlmately
-entitled to 1t is exonerated

“Should the employee be exoneva‘ ed of the charge
against him, he shall be promoted. f he is found guilty,
he shal} be disqualified for pvomotlon, The -Commission - )
shall dsiérmine the duration of the period of such disqua--
11ficatiaﬁ. ) _ o

"SEC. 12. All appointmentg involved in a chain 0|
promotions must be submitted simultaneously for appro
of the Commission. The disapproval of the appointment|{.af
a person proposed to a higher position invalldates the
promotion of those in lower positions and automaticall]
restores them to their former positions. However, the
are entitled to the payment of salaries for services |
actually rendered at the rate f*xed in their promotioﬂﬁ
appointments. o [



Ly -

-

vSEC. 13, The in¢umbent of a position that
nhas begén reglessified or upgraded due to increase:,
. inrdutxes;and5resgonsibilities shall be promoted
thereto if he is qualified and he possesses the
approﬁm@ateAg}igibilityffor the position.

SWgEC. 14, Eaeh Depé?tment or ageﬁéyfgﬁéii"

ezggulish‘azquakffioati@nswindexhoﬂ;alglemplOyees.

B ”gﬁhis'purQOSé,‘iﬁdiyidual;persqnbelwfoxdersﬁf-

-‘*“;,shﬁil‘be:kept'which~fhaﬁﬁnbe onen at all times
fep . the inspection J?.tne~00mmissioﬂ¢,jfhése

foldars shall give the following information

about the employee: renard)@f‘gerformaﬁde,’r

occupational‘histcrﬂ, educational attainment,

special studies and training, civil service

eligibijities and oﬂherq?elévantjgatagj,"~‘ﬁ§1 %j -

. 1 fwfggjand‘regulations ineonsistent with. the
provisions of this Order are nereby rescinded. . W

TE e

10.  This Order shall take effect {mmediately.
field shall be informed accordingly ¢f changes in or
amendhehts to this System. Inclosed is a eopy:of the
letter of the Civil Service commission dated August Ts
1980 which is self-explanatory. i

11. The contents of this Order should be troaght to
the attention of all officials, teachers and other school
personnel and‘discussed extensively in teachers' meetings

and conferences.

© (SGD.) ONOERE D. CORPUZ
Minigter of Educablon and Culture
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Inels)y .
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~ -Fkéfbgsx%g:BEQCGN§§§E§ED IN EVALUATION OF.CANDIDATES

R

I. Performange Rating - Maximum No. of Points - 10

This is the performance rating for the last period of eval-
uvation 1mmedlately précéding the recommendation for promotlon.

In the case of employees who are on authorized leave oé*a%senggl
" ahpervation toéy, and/or study grant, their latest performance .

vaking before such leave/schelarship shall be used.
¢ The number’ of‘polnts shall be computed as follows:

Latest performance fating (pts.)

- . % 10 = No. of pts. for
. Maximum performance ratihg verformance

II. Relevgnt/Specialized I xderlence or Outstandlng Accomplishment
Recognized from Date Afﬁer ‘Tast Promotion = Maximum No. of Pts. - 10

1. Relevant or speclallzed =xperlence in present or
previous work aa51gnments (not mere length of
service) shall be translated intc points on the
basis of the following:

5 yoars Or MOTe ..eiessene:rveens, 4 pts.
2.5 YEAPE tiiceaniianrrianienseses 2 D,
B =T o P R o o

2. Outstanding accomplishments as. those indicated
below shall be credited as follows:

a. Demonstratioﬂ of creativity, initiative,
or innovativeness through the. develop-
ment of new or superior work procedures,
methods, inventions, and devices with
proofs of‘beiefits:(economy in time,
cost, effort) derived from the impact of
such proceduﬁes or methods; or exemplary
service beyoqd the call of duty at a
great personal sacrifice . o.vevus. 3

(Note: The points under_thls category’
may be given provided the-accomplish-
ment is not ¢redited under other cate-
gories such as in d below.)

Jljﬁéééﬁrché§“CGndu0ted or‘pubiiéhed_rel-
evant te present position or position
applied FOr .icivsnrrnerarineinnaes 8



c. Authorshlp of books approved for use
in Schools B R L TR RN

. (If there are more than one author,
the points shall be divided equally
among the authors, ‘Cradits’Fér each pro- -
fessional article shall be .2 for each’
artlcle, the total not to exc ed 3.

d. The following awards shall be credited as
- follows: . - : ‘

(1) Presidential. Awavd (Llngkod Bayan or
Silangan Award) .....epceesececcraass 2 p‘?, each
€2) Civil Service Commission- Award i
. (Pagasa AWard) .,..veieiieiianeonnnss 1 5 pts. each
(3) Department Award (Kapwa Award) ...... 1 'pt. each
(%) Certificates of Appreciation, Recog- -
- nition, Merit, or Commendations for
outstandirng accomplishment, issued
by the Ministry of Education and
Culture, the Bureau Directors or the
Regional Directors’ ...;.;....,....... S p¥s. each

If the award is given to a group of
individuals, the number of points
— . .- shall be ' divided by the number of
- individuals for ‘the same award.

Note: ALl accompllshments/experlenécs'credited for an
earlier promotlon may not be ‘used for subsequ?nt
promotlons.

III Education and\Tralnlng - Maxlmum No. of Points - 10

. Education refers to the minimum required educationpl qual—
‘ification for the position to be filled as prescribed ih the
Qualification Standards Manual of the Ministry of Education and
Culture or the Civil Service Commission as the case mayibe. :

Any relevant-training,'educatioﬁ, or.degreeé obtaifed be-
yond the minimum'required shall be given credit as follpws:

Specialtized tralnlng or educatlon relcvant to '
competence -in the pPoSition cvswveersrediaioveess 5 PESy
Degree beyond minimum ﬂequ¢rement tesssercasans o pts.
Academic vequirements for the degree (beyond
that required) exceeding 50% of the required
units, provided such units were earned within
the last five years .uevovevanvanson cieseiesaa. 3 Pts.
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schulsskhips, training, or studies rcievent
to the pesition, for a period of at least .
_ one acadefilc YeaY we.serovon s e vee 1opt.
.For less than one academic year ‘but at least
2 MOMENS voveornsavnusaasnrrooeascnassasssironse 0.5 pt.

-} - MAttendance at any relevant seminar or in-

service training program of at least
74 hours dUXation ...cvesressncrsnssases veeees 0.5 pE.

(Note: Total points for seminars or train-
ing programs shall not excead 1 pt )

All academic unitg carned, scholarships, training grants )
or gtudies and in-service training programs gained and credited
forlan earlier promotion may not be used for subsequent promo-
tlons. |

Potential -~ Maximum NOf of P01nto - 10

This item takes imto account the potential of an 1nd1v1d-
ual to perform not only the duties of the position to be filled
but also those of higher and more responsible positions. Can-
didates ave to be rated on certain factors concerning human re-
lations, leadership and pérsonal attributes.

There is attached a Potential Assessment Form for use of
the supervisor/immediate superior in rating candidates.

Physxcal Chdracterlstlks and Personality Traits - Maximum No.
of Points - 10

Candldates are to be rated on certdin characteristics and
tralts which can be observed in a face-to-face interview.
Among the items to be‘rated with the Lorrespondlng maximum
points are: -

|
!

Characterigstics ‘ Maximum points

Voice and Speech e re e i ety 1
ADDEADANCE ovsrnsonrarrnsssvisnnrsasasssnat 1
Aleriness suuevevornsrarsnvans Cierieraesanes 2
Ability to Present. Ideds «.eseeverorraerioes 2

! JUAEMETIT '« e v uvanrnsonsnaenasnssnenerisoncns 2
| Emotional Stability ...ovsseenvnerinaninain 1
1

S01F CONFLAENCEe sevvvociorsssavunsans e

A sample assessment form for recording polntw under this
category on the basis' of an “intervicw is attachad.
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In computing the number of points for purposcs of
ing, weights are assigned to cach item as follows:

.

Maximum
Ttam ) Points Weight
. Performénce_Rating 10 .o
Relevant Experience or
Outstanding Accomplishment -10 o2
Education and Training 10 1.5
Potential : 10 1.5
", Physical Characteristics: 10 1.

Total

Candidates will be ranked on the basis of tbfal‘we
points. Alseo attached is a Summary Evaluation Sheet.

jank;

ITotal .
Weighted

4 Polnts

Lo .

20
15
15

-10
100

ighted




: POTEIYTAL ASSLRSNMENT FOR:
: (To be accomplished by the Supervisor)
i ' E .

Instrgétions: » - {

ar

. A5 the immediate supervisor of the candidates, you are to
rate him on certain factors concerning human relations, leadership
and personal attyibufes which would indicate the potential of an in-
dividual to perform nct only the duties of the position to be filled
but also those of higher and more respensible positions. Base your
rating on the followitg levels of standards with their corresponding
point score.

.

Level Point Score
Excellent - a standard of performance which
could not be improved by any ;
circumstances!or conditions........... 0.5
Good - - a standard of|performance above

the average and meets all the
normal requirements of the posi-

TION tiveterire i D 9
Average - a standard of‘pgrformance that
meets the normal requirements of
| the position .o.ivvuvviiiiiiinnnnnns, 0.3
i
Fair - a standard cf performance which

is below the normal requirements
of the pesition, but one that may
be regarded as marginally or tem-

porarily acceptable .........uu.. veens 0.2
Poor - a standard of performance re-
: ‘ garded as unagceptable for the ‘
POSItIoN ..iiiiiiiieiieaciaea RPN 0.1

- -Be sure to record your rating of the candidate on each of the
factorsi Do not omit any item. After rating the candidate, add the
point scores.

I. HUMAN RELATIONS
1. Ability to Adopt/Adjust to the Organization
1 v
%l.l Is he ablec to adjust to the variety of per-
sonalities, rank and informal groups present
. in the organization?
1.2 Does he internalize worl changes with ease
and vigor? S

rr—r——



1I.

. Ability to Relate to Superiofs

2.1 How well does he respond to your reguests,
demands and expectations?

2.2 Does he apprise you of the significant
problems in his work, their causes and
appropriate steps to be taken to correct
them? T

2.3 In the face of differences in behavicr
between him and you, can he maintain
his individual peint of view”

3: Ability to Interface with Feers

3.1 Does he have the respect and accept-
ance of his peers?

3.2 Does he try to help his peers in clari-
fying points they are trying to resolve?

4. Ability to Deal with the Clientele/Public

4,1 Is he always cordial and respectful in
dealing with transacting public?

4.2 Does he show enthusiasw in providing the
‘clients /public the necessary advice and
assistance they sought for?

LEADERSHIP

2, Is he able to fnuoufaae'hia peers and subordi-

nates- to contribute and participate in problem

solving and decision-making?

2. Can he influence your thinking attltude and
behavior and that of his peers?

3, When assigned with ad hoc external groups, does
he lead the members to do willingly the as-
signed tasks/projects?

. 4. When assigned to be a leader/chairman of the

III.

working group, does he assume responsibility
for the work of the other members?

PERSONAL QUALIF'ibATIosz AND ATTRIBUTES
1. Ingenuity and Innovativeness

1.1 Is he intcllectual’& critical of .existing
standards, systems and policies?

|
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L 2 Does he take the 1Q1t1at1ve to organize
. . op develop programg$, gystems and proce-
5. dures and standards that will benefit
. the organization?
|
. Stress Tolerance
2.1 Does he have a high degree of tolerance
for tension resulting from increasing
volume of work, organization change, en-
vironmental conflict, ete.?
2.2 Is he able to control and handle his
. anger and negative‘emotiqns?
2.3 Does he accept criticism objectively
whether from his sﬁbordlnatgs, peers or
superlors’ :

Decisiveness

3.1 When you seek help from him in solving
problems, does he submit considered analy-
sis of alternatives and recommend sugges-
tions for solutions?

3.2 When his need to make a decision is imme-
diate, is he able tc act quickly and make
the best decision possible?

Total Points Score
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GUIDE FCOF. INTEPVIE” nSSESSHENT
(For Perscnality Trﬁlt& and Cha rcte ristics)

Capdidates for promothF‘ahﬁl* be evaluated on the basis of
certain traits and characterisfics which mey be oguorved in a face-
to~ face interview,

Following are the traits, the maximum number of peints for
each trait, as well as guide deACrlbtlve stgtem&nts with suggested
point ratlngs to help the rater. -

Maximum
- Number
Traits cf Points
VOICE and SPEECH v.vuvvervieenionernnereonnnrnennsns 1
Irritating or IndiStinet ..i....e.eecnee..s 0.2
Understandable but rather unpleasant ....., 0.u
Neither conspicuously pleasant
Or UNPleasant ....vuiiissoiresvcnnenensas 0.6
Definitely pleasant and distinet .......... 0.8
Exceptuonall" clear and plead*ng ceerrsonss L
APPEARANQE B 1
'Unprepééeéssing or unsuitable ......vu.... 0.2
Creates. rather unfavorakle impression ..... 0.4
Suitablie and acceptable .....ecovvevennsnss 0.6
Creates distinctly favoreble 4mprL551on vo. 0.8
Impre331Va, commanda’ admlratlov ceesereraes 1
ALERTNESS ©evtnnonsoivevrnnnnnsnns O 2
Slow in grasping obvious questions; often
misufderstands meaning of ﬁue°t10ns veee 0,25
Slow to understand subtle points .......... 0.5
Nearly grasps intént of interview questions 1
Rather guiek to grasplnp questions ‘and new
idea meeacrssessnreoesasaliiesenssnasaes 15
Exceptionally keen and quick to understand 2
ABILITY TO PRESENT IDFAS 4.tvuvorvovuosnnnnssosocnns 2
Confused and illogical ....vviivvenerinese. 0025
Tends tg scatter and-beceme" 1nvolved eveses 0.5
Usually jgets his ideas across well ..o..... 1
Shows superior ability to express himself 1.5
Unusualiv logical, clear and ponvineing.. .2

i



e R e

. Notably lacking in balance and pestraint reenanse 0,25

Shows ‘tendency to react impulsively and without

PeSTPAInt L uviiiereiir it ceeireesaes 0L5
Acts judiciously on ordinary circumstances:

Bight De hasty wuuvvevereennnrnernnenrninnnnne 1
Gives reassuring evidence of considered

judgment ........ Serresscrosascaerriacsetncesse 1.5
Inspires unusyal confidence in probable

soundness of JuUdEmEnt vev.iveiierieniniinnnn..s 2

EMOTIONAL STABILITi'.....,...............q,.....,n.......”

" Oversensitive: easily disconcerted ......iveu.,, O
Occasionally Jimpatient: irritated ............... 0
Well poised most of the time v..uvu'i'venenennnnn., 0.,
. Superior self-command sttt vsoerteranesnnss O
Exceptional poise, calmness and good humer

under stress R R R T I  |

SELF CONFIDENCE .............. T e
- Tdmid; hesitant; easily influenced ..vivevneynn..

0
Appears to be over self-conscious T
Moderately confident of himself ................. 0.

0
1

Wholgsomely self-confident
Shows superier self-assurance ... vivvevenanon., ..

Total Points for Personality .......



INTERVIEW ASSESSMENT SHEET FOR PERSONALITY ewbHam\ombwbﬂamwaﬁHOm

" Voice A i . NAbility

. ) . .and " Appeardnce | Fmotional Self Plertness| "Judgment | to Present)

Name of Candidate Speech Stability |Confidence Ideas
9] (9] (1) (1) (2) ) (2)
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SUMMARY EVALUATION FORN:

- - “Summary  of Velghted Points
i Relevant . r
. ’ OHS..H . Experience/ [Education Phyiical
Hame of Candidate Age Service Educatiorn | Performance Cutstanding and Potential | Charac-
Eligibility g : Accomplishment fraining teristics




(Inclosure No, 2 to 4EC Order No. 52, =. 1980)

LIST OF POSITIONS PY OCCUPATIONAL 3POUP
AND POSITION/S NEXT-IN-RARK

OCCUPATIONAL GROUP/POSITION LEVEL POSITION/S NEXT-IN-PANK ' -

ACCOUNTING CROUP

Accounting Clerk I ‘ 1st  Open

Accounting Clerk II ‘ lst  Accounting Clerk I

Accounting Clerk III | Ist  Accounting Clerk II
Bbokkeeper I : 1st Accounting Clerk.III
Bookkeeper IT . 1lst  Bookkeeper I

Accountant I - 2nd  Boolkkeeper II

Accountdnt II ’ 2nd  fccountant I

Accountanf III 2nd Accountant 11

Cﬁief Accountant I 2nd  Accountant iii' .
Asst. Dept.. Chief AcéduntantvII . 2nd  Asst. Dept. Chief Accountant I
"Dept. Chief|Accountant II Qnd Department Chief. Accountant I

ADMINISTRATIVE SERVICES GROUP

School Admi§istrative Officer I ¢+ md  Open
.School Administrative Officer II 2nd Séhool Administrative dffiber I

School Administrative Officer III . 2nd  School Administrative éfficer II
Schoool Administrative Officer IV 2nd  School Administrative Officer III

Administrative Assistant I “.1st  Supervising Clerk 'II

Administrat#ﬁ&-hssistant ii Jlsf ‘Lﬁdminiutrative Assistant T
Administrative Assistant III ist Administfati{ze' Assistant II
Administrative Officer I~ nd  School Admiﬁistrati&e Officer IV
Administrative Officer II 2nd ﬂﬁmiﬁistrative OfficerI/School

Acdministrative Officer IV



-2 -

Officer III‘

Administrative 2nd
Administrative Officer IV 2nd
Administrative Officer V © 2nd
Administrative Officer VI - 2nd
SRONOKY GROUP

Horticulturist 2nd
NIMAL HUSBAMDRY GROUP |

Animal Care;aker lst
Poultry Caretaker 1st
RCHITECTURE GROUP

Architectural Draftsman I 1st

Architectural Draftsman 11 1st
A;cﬁitect I 2nd
Architect IT 2nd
JUDIO-VISUAL GROUP

Audio-Visual Equipment‘Operator C 1st

Audio-Visual Technician I :

(Speech Laboratory Technician) 1st
Audio-Visual Teghnician.ll 1lst

\UTOMOTIVE ENGINEERING AND REPAIF GRCUP

Automotive Hechanic II 1st
\UTOMOTIVE EQUIPMENT CPERATION GROUP-
Light Equipment Operator 1st
Driver S lst
Heavy Equiphent Operator, lét

Open

"pudio Visual Eauipment

Administrative Officer

Administrative Officer

Administrative COfficer

Admiristrative Officer
|

Teacher (Agriculture)
Open

Open

Open
Architectural Draftsman
Open

.

Architect I

Audio-Visual Tecknician

1

Qﬁerator

I



~ BLUE PRINTING AND PHOTOSTATIC GROUP

Blueprint Machine Operator

BOARD SECRETARIES

Board Secretary IT

BOOKBINDING GROUP

Bindery Helper
Bookbinder I
Bookbinder II

BUDGETING GROUP
Budget Aide

' Budget Examiner I
Budget.Examiﬁep 1T
Budget Examiner I11
Senion‘Bﬁdget Examiner I
Budget bfficer I
Budget Officer II
Budget Officer III
BUYING GROUP -

.Assistant Buyer

Buyer

Senior Buyer

Supervising Buyer

Chief Buyer

CARPENTRY WOODWORKING
Carpenter Helper

Carpenter

1st
bnd

1st

1st

1st

1st

1st

1st

lst

2nd

2nd‘

2nd

2nd

Open
Open

Open
Bindery Helper

Rookbinder I

Opeﬁ

Budget Aide
Budget Examiner T
Budget Examinef'iI
Open

Budget Exéminer.II
Budget Officer I -

Budget Officer II

Assistant Buyer
Buyer
Senior ‘Buyer

Open

Open

Carpenter Helper



CARTOGRAPHY GROUP

Cartographer II

CASHIERING GROUP

Cashier Aide

Cash Qlepk

Senior Cash Clerk
Supervising Cash Clerk
Disbursing Officer
Cashier I

Cashier II

Cashier ITI

Finance bfficér

CIVIL ENGINEERING GROUP

Civil Engineering Draftsman

Associate Civil Engineer

- Civil Engineer

Senior Civil Engineer

COLLEGE -AND UNIVERSITY ADMINISTRATEON GROUP

st

lst
lst
let

ona

“lst
2nd
-2nd

“ond

Registrar I

Registrar II

Dean of Students IT

Community College Dean I

Dean of Graduate Studies

2nd

" 2nd
‘2nd

‘2nd

2nd

Instructor IIIX

Cartographer I

Open

Cashier Aide

Cash Clerk

Senior Cash Clerk
Senior Cash Clerk .
Supervising Cash Cler

Cashier I

Cashier II

Open

Open
Civil Engiﬁeering Draftsman
Associate Civil Engineer

Civil Engineer

Administrative Assigtant/Assistant
Secondary School Principal/Asst.
Vocational School Principal

Registrar I~

Assistant Supervisor of Student
Teaching/0ff-Campus | Coordinator

Community College Dea



Assistant Instructor LR Znd
. i
Instldigbe i e ) P by
Jbg'~WHuthhm R R T T o
Instrq?tor 11 N . .2nd
DERINGD ey BIESN L us e
Instrugtor III : ) 2nd
vedarunat g i R RS :
’ G e e e Loy
CONQTRUCTION AND MAINTENANQE GRQpP
T 1!.. ISR
Bulldlng ﬂglntenance Man S st

BulldlngFQ9lutenance FoEemap I“\ L lst
T A N M Y YRS T I S e

DENTISTRY GROUP . .. '

Dental’Aidé" 1st
. i
Béﬁt;$f“f” - ' 2nd

Denf‘is‘%‘r‘i-xi“--*" SRR SR

- 2nd
Dfnt?l Tragn!ﬂg Off;ceb . 2nd
Senlwr_?f“ﬁf%,???}nlng Offid@r‘  2nd

) Superﬂdkgnt Pentdst? .. 2nd

“ehies ;MMse é’“éfficer 1 %hd
| SRS SRR IS T 5 R

nore

DUPLICATINetzQéiR‘ ‘OPERATIeﬁ  GROUP

D t
micasing suieng pgpeter 1 3

Dupllcat1ng Equipment«Opetatbr IT 1st
Bt 3 - ator I

T8 LR

ECOROMILES sGRAUpS rEoial iyl r o

T ”“mfﬁuymwn
Superv1s;ng Economlst ' Qnd

EDUCATIONAL QﬁﬁﬂﬁV:Ssz AND PLKN&IMG GROUP

CHE S8 5 utH Réddgih b Aiﬂé' & st

Secondary Schodl ‘Teachss

Assisfan%}Iﬁstfﬁéféb/ﬁunibr
College Imstructor, .

Instructor I .

Instruotprlll

Open

Bui;ding_Mgintgnqpce Man,

Open

Open
Dehtist T'"
Dentist IT
Senior Dentist

vental Tralnlng Offlcer

B SLnlOP Déntal Trainlng Officer ‘

SUDerlSlng Dentlst

Open.

Duplicating Equipment Operator I
OPEI‘EL B

Open



Educational Researcher A;de
Asst. Child Youth Researcher
_ Asst. Educational Researéher
Child Youth Résearghgr I
Educational Researcher I
Child Youth Researcher II
Educational ReSearchef 11
Serfior Child Youth Researcher
Senior Educational Resgarcher

Superéising Educational Researcher

Child Youth Research Specialist

Chief Educational Researcher

i

Educational Plamning Analyst
Senior Educational Planning Analyst

Superviaing‘Educationai Plannihg
Analyst .

Chief Educational'Planning Analyst

Educational'?roject Evaluatign
Officer

Chief Educational Plamming
Analyst

llst '

Znd
2nd
nd
2nd
2nd
2nd

2nd

2nd.

‘3

2nd

2nd

2nd
2nd

2nd

2nd

2nd

2nd

" Senior Educatiomal R

Open

Child Youth Researcher
Educational Researcher
Asst. Child Youth Rese
Asgt, Educatidnal Rese

Child Youth Researcher

FAucational Researcher|l

child fouth Researcher

Aide 5 '

Aide .
drcher
aﬁchar

L

I

I

fducational ResearchertIl

Senior Educational Res

Senior Educational Prof
Evaluation Officer
Senior Educational Pla

i

aafcher
ject

ing Analyst

Senior Child Youth Resparcher

Supervising Fducation;
Supervising Educationa
Evaluation Officer
Supervising Educationa
Analyst .
Educational Researchen

Senior Educationgl P
Evaluation Officer

Supervising Education
Analyst . ‘
Supervising Educationd

Researchey
Project

"Planning

11

Planniﬁg

1 Researcheé

Supervising Educationgl Project:

‘Evaluation Officer |
N !
Educational Researchey

Supervising Educations
Analyst

11

1 Plannipg

Supervising Educationgl Researcher
Supervising Educationdl Project

Evaluation Officer




Educational Project Evaluation
Officer :

Senior Educatiecnal Project
Evaluation Officer

Supervising Educational

Project
Evaluation Officer

Chief Educational Project
Evaluation Officer

School Credits Evaluator

" Teacher Credentials Evaluator I

Téacher Credentials Evaluator II

Supervising Teacher Credentials
Evaluator

Special Education Fund Chief
Head Educaticonal Supervisor
Chief Educational Supervisor

Community Adult Fducation
Supervisor I

Community Adult Education
Supervisor II

General Education Supervisor I

-General Education Supervisor II
Private Schools Area Supervisor
Private Schools Area Supervisor

Vocational Education Supervisor

Vocational Education Supervisor

Educational Media Supervisor I

Ir

IT

2nd

2nd

2nd

2nd

2nd
2né

2nd

2nd
2nd
2nd

2nd

2nd -

2nd

2nd

2nd

2nd

2nd

2nd

2nd

2nd

Educational Pesearcher II

Educational.Project FEvaluation
Officer

Senior Educational Troject
Evaluation Officenr

Senior Educatiornal Planning Analyst

Senior Educational Researcher

Supervising Educational Planning
Arnalyast

Supervising Educational Researcher

Assistant FEducational Researcher

School Credits Evaluator

Teacher Credentials FEvaluator I

Teacher Credentials Evaluator II
Budget Officen III
General Education Supervisor 1T

Head Educational Supervisor

Open

" Community Adult Education

Supervisor I

Open

General Education quervisor T

Open

Private Schools Area Supervisor I

Vocational School Principal I/Voca-
tional Instruction Supervisor I

Vocational Education Supervisor I

Open



.

Teaching Aids Specialist
School Farm Demonstrator

Yocational Department Head
(Collegiate)

' Vocational Placement Coordinator I
Vocational Flacement Coordinator 1T
Crafts Education Demonstrator I
Crafts Design Demonstrator
Crafts Education Demonstrator 1T
Home Industries Training Supervisor .
Assistant Executive Divector,

National Educational Testing
Center .

~ Assistant Director of Résearch

and Development Center for

Teacher Education

Assistant Executive Director,
National Scholarship Cénter

ELECTRICAL GROUP

Field Electrician
Shop Electrician
Seqior'Field Electriciam:--

Flectrical General Foreman

EXECUTIVE ASSISTANT GROUP

Executive Assistant

senior Executive Assistant I

Senior Executive Assistant II

2nd

nd

2nd

né

2nd

- 2nd

2nd

" 2nd

2nd

2nd

2nd

2nd

2nd

shop Electrician
‘ s

Teachaer (Elementary

Vocational Teache

instructor

Opan

Secondary)

r (Agriculture)

Vocational Placemenyt Coordinator I

Venitional School Teacher

Bandicraft Dasign
crafts Bducation

Vocational Educat

Chief Educational

e
Ddmonstrator I

idn Supervisor 1

Researcher

Chief Educational Researcher

Supervising Educatlional Researcher

Oﬁan

Field Electrician

geniop Field Electrician

|

T

Educatﬁonal Reseapcher I

Administrative A

Ex@cuti?e Assistd

Senior Hxecutive

istant III
't

tional Researcher
Assistant I ‘

\
Supervd?ing Educa

|
Lt

/



- PISHERY GROUP
Fisherﬁan‘
Fishery Aide
Fishpond Caretaker
Fishery Foreman
Fishery Demonstrator

Master Fisherman I

FOOD SERVICE GROUP

Food Service Supervisor II

FORESTRY ADMINISTRATION GROUP

Forest Guard

GENERAL CLERICAL GROUP
Clerical A;de .
Messenger |
Clerk IA
Clerk II
Senior Clerk

-Supervising Clerk I

Supervising Clerk II

GENERAL PERSQNNEL GROUP

~ Persomnel Aide
Senior Pe%gonnel Aide -
Personnel bfficer I
Personnel Officer II
Pefséﬁnel bfficer I1I

Personnel Officer IV

1st

1st

1st

lat

ilst

1st

1st

1st

1st

2nd

2nd

2nd

2nd

Open

Open

Open

Fishery Caretakerb
Fishery Aide

Fisherman

‘Research Nutritionist -~

Clerical Aidev
Clerk I

Clerk II
Senior‘Clerk

Supervising Clerk T

' Open

Personnel Aide

Senior Personnel Ai@e.
Personncl Officer I
Personnel Officer II

Personnel Officer IIT



GEODETIC ENGINEFRING GROUP

Geodetic Engineser

HANDICRATT GKQUP

" Handicarft Model Maker
Handicraft Designer

HEALTH EDUCATICN AND PROMOTION GRCUP

Senior Health Educator
School Services Project Superviscr
.

School Health Services Program
Coordinater

HISTORICAL GROUP

Shrine Caretaker

~Shrine Guide
Historical-Writer Translator
Shrine Curator I |
Shrine Curator II

‘Supervising Historical Writer--
Translator

Historical Researcher

Senior Historical Researcher
_Chief Historical Researcher
Shrine Curator Chief

ILLUSTRATION GROUP

Illustrator I
Illustrator II

Illustrator III

1st

2nd

1st

2nd

2na

2nd

2nud

2nd .

lst
st

1st

Teacher-Nurse /Pub
Medical Services

Dental Services

Supervisor

Open.
Shrine Cafetakev
Open
Open

Shrine Curator I

ﬁistorical Writer
Historical Writer
Histoprical Reseanr
Seniovaistoricgl
Shrine Curator II
Open

Illustrator I

Illustrator II

lic Health Nuvs

Sppervisor/Chie
Dfficer I ‘

School Health Services Project

Translator
Translator
cher

tResearcher
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Avtist Illustrator 1~ . 1st Illustrator TIT
Artist Illustrator FI -~~~ . lst  Artist Illustrator 1
Textbook I1lustrator ; 1st  Open

INTELLIGENCE GROUP ' '

Senior Intelligencs Officérl = 21d ~ Open
IN-SERVICE TRAINING GROUP : " |

Training Officer 2nd  Open

Senior Training Officer nd  Training Officer

INTERNAL AUDITIRG AND FISCAL EXAMINATION GROUP

Fiseal Clerk ITT ° " "\ *  1st Accomting Clerk II
_Seni‘or'l‘i’dcal'uérk- coet 1st  Fiscal Clerk IIi o
- supervising E‘.;'.e.‘éali' clerk - lst  Senior Fiscal ,iciex-k
"Technical property Inspector 2nd Supply Officer I

‘LABORING ‘GROUP o

i

Janitor ! 1st Open

Seniop Janitor i ist . Janitor

Head Janitor ro 1st  Senior Janitor
érowndsman Gardener L 1st Opén -

Senior Groundsman Gardenep 1st - -Groundsman Gardener

Superwising Groundsman Gardener I 1st Senior Groundsman Gardener
Laborer lst Open ‘
Labor Foreman I - e ist laborer

LEGAL COUNSELLING GROUP

Legal Aide I S ’ 1st Open o
Legal Aige 11 " . lst legal Ade1

Legal Offide!‘"I; SR 2nd  Open



Legal Officer II
Legal foiger I
Legal Officer IV
_ Senior Legal Officer
. Assistant Chief Legal Officer
‘Chief Legal Officer
LIBRARY GROUP
Junior.Librarién
Librarian
Senjor Librarian
Supervising Librarian I
"SupervisingiLibfarian:II
Supervisigg_Librapién IIT
Chief Librarian
Reference Librarian
Senior Reference Librarian
Music Librerian
Provincial Librarian

LITHO-PHOTOENGRAVING GROUP

Plate Printer I . -

LUMBER PRODUCTION GROUP

lLogworker

MACHINE TOOL OPERATION GROUP

Machinist Helper
Machinist I

Machinist I

- 12 -

2nd
2nd
2nd
2nd
2nd

2nd

1st
2nd
nd
2n§
Znd
‘2nd‘
2nd
2nd
2nd
1st

2nd

1lst

1st

1st

1st

lst

.Legal Officer i

Legal Officer IV

Legal Officer II

Legal Officer III

Senior Legal Offiper

Asst. Chief Legal

Open
Junior Librarian
Librarian

Senior Librarian

Officer

Supervising Librdrian I

Supervising Librgrian II

Supervising Librgrian III

Librarian

Referance Librar$an

Open

Open

Open .

Open

Open
Machinist Helpe

Machinist I
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MANAGEMENT AND AUDIT ANALYSIS GROUP

Junior Management and Audit Analys
Management and Audit Analyst I
Organization and Methods Evaluator

Management and Audit Analyst II

Senior Management and Audit Anélyst

Management Specialist

Supervising Management and Audit
Analyst

Management and Audft Chief
Supervising Management Specialist

MARINE ENGINE GPERATION GROUP ;

Marine Engine Oiler
Marine Engineman
Launch Engineer

MECHANICAL ENGINEERING GROUP

Associate Mechanical Engineer

Mechanical Engineer

MECHAQICAL PLANT OPERATION GROUP
Mechanical Plaht Operator Helpef
Mechanical Plant Operator I )
Mechaﬁical-Plant Operator II

MECHANICAL REPAIR GROUP

Mechanic Helper
Mechanic I :

Mgchanic II

t 2nd
2nd
2nd
2nd
2nd

2nd

~ 2na

1st
lst

ist

2nd

2nd

1st

1st

1st
1st

lst

Open

Junior Management and Audit Analyst
Managemept and fudit Analyst I
Orgenization and Methods Evaluator
Manaéement and Audit Analyst. II

Senior Managementand Audit' Analyst

Senior Mznagement and Audit Analyst
Senior Management Specialist

Management and Audit Chief

Open

Marine Engine Oiler

HMarine Engineman

Cpen

Associate Mechanical Engineer

Open
Mechanical Plant Operator Helper

Mechanical Plant Operator I

Open
Mechanic Helper

Mechanic I



MEDICAL OFFICERS GROUP

Schools Medical Officer I
(Examining Physician)

Clinic Physician

Medical Training Officer I
Mobile Radiologist

Senior Clinic Physician
Medical Services Supeprvisor I
Medical Training Officer IT
Mediéal Sefvices Supervisor II

MEDICAL TECHNOLOGY GROUP_

Medical Technician
MUSEUM GROUP

Museum Aide

Museum Guide

Museum Technician

Senior Museum Technician

Senior Museum Guide

Museum Research Assistant

Museum Researcher

Senior Museum Researcher

Museum Curator

NATIONAL LANGUAGE RESEARCH GROUP

National Language Researcher
Senior Natiomal Language Researcher

Supervising National Language
Regearcher

2nd

2nd

2nd

2nd

2nd

2nd

2nd

lst

lst

lst

1st

2nd
2nd
1st
2nd
2nd

2nd

2nd

2nd

2nd

Open

Open

Open

Open

Clinic Physician
Senior Clinic Physic
Medical Training Off

Medical Services'Sup
Open

Open

Museum Aide

Open - S
Museum Tecﬂﬁician
Museum Guide

Open

Open

Museum Researchgr

Senior Museum Resear

Open

National Language Re

‘Sr. National Languag

fan
lcer I

brvisor I

ther

searcher

¢ Researche




Linguistic Specialist

Chief National Language Regoarcher
NAUTICAL GROUF '
- Seaman

Coxwain

Launeh Patron
NURSING GROUP

\Nurse

Public Health Nurse
NUTRITION GROUP

Dietary Nutritionist I |

Research Nutritionist

Dietary Nutritiomist TT

Supervising. Resdarch Nutri#ionist
‘Medical Nutritionist I’ ;
Medic¢al Nutritionist II

PHOTOGRAPHY GROUP

‘Photggraphar I
Motion Picture Cameraman

* PRESS QFERATION GROUP

Platgn Press Operator T
Offset Press Cperator I

PRINTING SERVICES ADMINISTRATIVE ZROUP

‘e

2nd

nd

Textbook Cuality Inmspector

Printing Shop Foreman I

. Open

Supervising-NatiQhal Language
Researcher SV

Linguistic Specialist
Cpen

Seaman

Beoatswalin

Cpen -

-Open .,

Dietary Nutritionist I

‘Dietary Nutritignist II

Examining Physician

Madica;.Nutritidnisf 1

'

Photographefvﬁelperb.
Photographer I
Opehri"

Open

Offset Press Opeﬁaqdr I
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Printing Shop Foreman IT - lst Printing Shop Forejan I
Textbook Operations Supervisor I 1st  Printing Shop Forepan IT -

Textbook Operations Supervisor IT '2nd  Texthook Oparation| Supervisor I
Textbook Production Chief 2nd  Textbook Operations Supervisor IT

PROOFREADING GROUP

Proofreader I lst  Open
Proofreader II lst  Proofreader I
Copy Reader II lst  Proofreader I1I
Coéy Editor | 2nd  Copy Reader II

PUBLIC TNFORMATION GROUP

Information Writer ‘ 1st  Open
Information Editor I 2nd  Information Writer
Information Editor II ' 2nd . Information Editor|I

Supervising Information Officer I 2nd Information Editor|II

. Supervising Information Officer IT 2nd  Supervising Informition Officer I

Chief Information Officer I 2nd  Supervising Informition Officer II
Chief Information Officer II 2nd  Chief Information Officer I
Publication Production Chief 2nd  Supervising -Information Officer II
Infgrmation Editor Translator 2nd  Open

‘Benior Information Editor .
Translator 2nd . Information Editor|Translator

* RECORDS MANAGEMENT - GROUP

Records Officer I lst  Supervising Clerk I

Records Officer*il 1st  Records Officer I

Records Officer III 1st  Fecords Officer IT




Records Officer v
Records fozcer v

SCHOOL ADMﬁNISTRATION “ROUP

Ass;stant Elementary School
Principal

Elementary School Principal I

Elementary School Principal 11,
Elementary School Principal 111
Elemeﬁtary School Principal IV

Assistant Secondary School
Principal

Secondary Scheol Principal I

Secondary School Prlnc;pal IT

Secondary School Pr;nc;pal IIT

Secondary Schoel Principal IV

Assistant ‘Special School Principal
Special thool Prlnclpal I

Publ;c Schools Distrlct &uperv1$or
Vocatlonay Sehool Prlnclpal I
Vocational School Principal IT

Vocationali School Principal IIT

Vocational School Principal IV

Vocational School: Administrator I

Vocational School Administrator II

*In the absence of Assistant Eleme
School Head Teacher is deemed next-i

17 -
2nd

2nd

2nd
2nd
2nd
2nd
2nd

- 2nd

2nd
2nd
2nd

2nd

2nd
2nd;-
v2nd
2nd
2nd

‘2nd

2nd

Records Officer IIT

Records Officer IV

Eiementary School Head Teacher
Assistant Elemenfary School Principa
Elementary School Principal I
Elementary School Principal II

Elementary Scheool Principal III

‘Secondary School Head Teacher/Sec-

ondary Schocl Department Head
Assistant Secondary School‘frincipal
Secondary School Principal I
Secondary School Principa; II
Secondary School Ppincipal"III
Special Educafioﬁ“Taécﬁér‘
Assistant Speciel, School Prineipal I
Elumentary Scheool Prlnc1pal I11
A551stant Vocational School Prlnc1pal
Vocational School Principal I
Vocational School Ppineipal II
Vocational School Prineipal IIT
Vocational Education Supervisor II/
© Private School Arga Supmrvzsor II

(Vocational

Vocational School Administrator I

ntary School Pr1n01pal Elementary

in-rank.
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Vocational School Administrator III 2nd Vocaticnal School Administrator II
»

Vocational College Dean I 2nd  Vocational College Dgpartment Head

. : -
Vocational School Superintendent I 2nd  Vocational School Adpinistrator III/
' Vocational College|Dean

Vocational School Superintendéh{ IT 2nd Vocational School Superintendent I
Vocational College Superinténdent Cond Vocational School Superintendent II
Vocational College Department Head 2nd  Vocational Instructidn Supervisor II

Voeational Imstruction Super- ‘ ! -
visor II . ’ 2nd . Vocational Instructi&n'Supervisor I

Vogational Instruction Super-

visor ‘I 2nd  Vocational School Prinqipal

Assistant Schools Division

Superintendent _ 2nd Open
Schools Division Suﬁerintendent " 2nd  Assistant Schools Division
- Superintendent :

* BECRETARIAL~STENOGRAPHIC GROUP

Stenographer v ) o 1st  Open

Senior Stenographer A E _ 1st. Stenographer

Secretary , " 1st  Senior Stenograéhér
Privage chretary I . . ’ 1st Senior Sténographer
PriVAte Secretapy Ii ) .. . 1lst Private Secretary I

SECURITY GUARDING GROUP

Watchman . ' | 1st FOpen

Security Guard - o 1st Open

Senior Security Guard . . lsf‘ Security Guerd
Supervising Security Guafd - 1st  Senior Security Guard

Security Officer I S 2nd  Supervising Security Buard




v

Statistical Alde I T let Open o

Statistical Aide It 1t statistical Alde I

Junior Statistician o :7:: o nd  Statistical Aide IT

Statistician I o 2nd  Junior Statis‘;:ici‘an'. B

Statiatic;an e i ‘ond  Statistician I

Statistician 111 - . - 0 ma Statistician II _

Senior Statlstmian : | 2nd Statisficiaﬁ VIII- o
sronzxssmc gg_wg ey o A

Store Aide - . ; lst - Open’ 7(

Toolkeeper o L S lsf Open ‘ » )
- Stovekeeper- I E - lst  Store Aide/Toglkeepen . =
: "Stoﬁeﬂgﬁé# -:n‘,; . . : 1st Stox'ekee.per 1

éenior St.orekeepaz' ‘ ‘ lst  Storekesper II ,

Supemie zi;xgtlgre'keeper ' st semfor étorekqéper ’

‘Princigsliftorekeeper - .. Ist Swervising Starekeeper : -
SUPPLY MANAGEMENT GROUP | S

‘Supply Officer 1 = lst ‘Senior Storekeeper
Supply, Officer 11 .. 18t . Supply Offiger. I
Supply Officer III | :' 2ud  Supply Offlcer 1T
Supplyﬂd‘f!;ic-er; ‘IVV" R ‘2nd  Supply Officer IIT
swply Offfcer vV . " " " ana  supply OFfices IV

 TABULATING EQUIPMENT OBERARION GRouP e

* Coder Verifier ist Open

Key Punch Operator' ’ : lst  Coder Verifier
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~

TEACHING GROUP F Py

Kindergarten Teacher ‘
Elementary Grades Teacher
Master Teacher 1 l
Master Teacher u

Master Teacher III

Master Teacher IV

Secondary School Teacher
Special Education Teacher

Guidance Counselor

Guidance Coordinator
Guidance Supervisor

Elementary School Head Teacher.

Secondary School Head Teacher I
(Secondary School Dept. Head)

Secondary School Head Teacher II -
(Secondary School Dept. Head)

Secondary School Head Teacher III
(Secondary Schodl Dept. Head).

Secondary School Héad Teacher IV
(Secondary School Dept. Head)

Junior College Instructor
Teacher Training Instructor
School Farming Coordinator

TRANSLATING GROUP

Translator I

Translator II

2nd

. 2nd
2nd

2nd

2nd

2nd

2nd

.an

2nd

-2nd

2nd

2nd

md

‘2nd

2nd

" 2nd

2nd
2nd

2nd

lst

ist

Master Teacher I

Master Teacher II
Master Teacher III
Open
Open

Teacher (Kindergarten/Elementary/
Secondary /Special)

Guidance Counselor

Guidance Coordinator

Elementary Grades Teacher (priority
given to presently designated
Teachers-In-Charge for at least
1 year)

Junior College Ingtruqtor
Secondary School Head Teacher I

Secondary School Head [Teacher I1

Secondary School Head |Teacher I1I

Secondary School Teacher
Cooperating Teacher

Vocational Teacher (Agriculture)

Open

Translator 1
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TYPESETTING GROUP

Typesetting Helper o 1st Open

VETERINARY GROUP '5-

Veterinarian 2nd  Open



S E T T EAMEL WM Ay 0. L0V

Republika ng Pilipiras
KOMISYON NG SERBISY0 SIBIL
(Civil Service Commission)

Lungsoq ng Maynila

August 7, 1980

Hon. Onofre D, Corpuz .
Ministry of Education and Culture
Arroceros St,

Mandila

" Dear Minister Corpuz: '

We have with us a copy of your Merit Promo-
tion Plan and System of Ranking Positions which you
submitted for approval.

In this connegtion, please be informed that,
as of the moment, processing of Merit Promotion Plans
is being held in abeyance pending approval of the
Civil Service Rules. However, the Ministry can make
use of the plan now pending its final approval by the
Civil Service Commission.

Very truly yours,

(SGD.) ALBINA MANALO-DANS
Commissioner

A true copy



