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Republika ng Pilipinas
(Republiec of the Philippines)
MINISTRI NG EDUKASYON, KULTURA AT ISFPORTS
(MINISTRY O EDUCATION, CULTURE AND SPORTS)
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PRESCRIBING THE FUNCTIONS AND: RESPONSIBILITIES
OF THE ASSISTANT SECRETARY FOR PERSONNEL
MANAGEMENT AND DEVELOPMENT

Deputy Ministers

Assistant Secretaries

Bureau Directors

Regional Directors

Cultural Agency Directors

Chief of Service and Heads of Units/Centers

Schools Suparintendents

Presidents, State Colleges and Universities

Heads of Pwlvat@ Scheols, Colleges: and Universities
Vocational School %upmrlntend@nt%/Admlnlwfrator%

The Assistant Secretary for Personnel Management and

Development shall havs the following functions and res ponsmbll—
ities:
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Ceneral Funotions

(1) To advise and assxst Ministry managemant on
all matters pertaining to personnel planning,
mandgemsnt and duvw]wnmrnt, implement the pro-
grams of the Ministry along these lines in
order to impreove the 4ud11+v ofthe publm@
service, and serve ag the prlﬂﬁlpdl liaisOn
official of +ths Ministry with the Civil Serv-
ice Commission. (Per PL1138)

(2) Provide leadership in and exercise overall
supervision over the conduct of operations #nd
activities relative to personnel managemant
and administration, and human resources
davelopment.

(3) Perform such other duties as may be assigned
by the Mwnls#er/D@puﬁv Minisgter opr as may
ba provided bv law.

Specific Functions and Authorities

(1) Exercise direct supervision over the Person-
nel Division (presently under the Adminig-
trative Seprvice) and the Training Staff.
(Pending creation of the HRDS)

(2) Formulate and, upon approval, implement a
staff devalopment program for tha MECS in
coordination with relevant internal and
axternal unite, offices and bureaus.
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Dévelop and, upon approval, wstablish a
grievance machinery for complaints on per-
sonnal and related matters in the MECS.

Formulate and, upen approval, cocrdinate a

program for improving staff morale and
productivity in the MECS,

Davelop a comprehsnsive Personnel Informa-
tion System (PIS) which shall allow for
adequate and speady monitoring, olanning
and projection of MECS staffing require-
mentsy

Develop a ralevant and realistic perform-
anca o oappraisal systen for - school and non-
sohool pevsonial.

Exercise divect supervision, in behalf of
the Deputy Minister for Administration,
cver the Naticnal Learning Center (once
activated).

Assume the ohairmanship of the Selection
and Promotiong Peards of the MECES Central
Office.

Assume specific authorities and take final
action on personnael transactions and mat.-
ters, subject toestablished Ministry pols-
ieies and standardsy dz follows:

(a) Approval of authority. for local travel
of officiales and emploveas below CESO-
level fTor a psriocd riot excesding thres
(2) “menths exclugive of travel time.

(b)Y Approval of vacdation Leaves of absence
ofofficials and smploveas Inithe Cen=
tral Office aquivalent to chief of divi-
sion and below, subiect t&:papagraph 2m-
(5) of MECS Order No. Wd, &, 10886,

(o) Appraval of requasts for transfer of
Level A rand Level Il -emplovess in the
Central Office:

(d) Recommendations for appointment/promo-
tion-of officials and employeey in the
Parsonnel Division and the Training
Stafit

(e) Initials all communications invelving
pergonnel matters prepaved for tha
signature of higher officials,

(f) Appointment and extension of casual and
aontractual employvees in +the Central
Offics, .
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(g) Original and promotional appointments
of Level I employeess in the Central
Office.

(h) Approval of details or “ﬁa*%lganPtq
of lLevel 1 personnsl within the Cen-
tral Office.

(i) Acceptance/Approvel of resignations/
vetivements of Level T and Level IT
employees 1in the Caentral Office,
gxcept chiefs and assistant chisfs of
division.

(1) Approval of terminal leave and the com-
mutation of the money value of laave
credits.

P

{ &\E)\All other personnel actions (reinstate-

: ments, vmpawaﬁnwnu. srotests and emns-
plovn@ grievances, merit Increasgs, etc.)
with respeact to Level I emplovess and
to Level IT emplovess as appropriate in
the Central Office.

(10) Represant the Deputy Minister for Administra-

ticn idn mmatinga, both internal and external,
pertaining to personnel matiers.

(11) Sign all outgolng correspondence and inter-
office memoranda with rwgpect vo o matters dns
volving pergonnel menagement and administra-
tion that are ﬂdwqu,twly govered by Ministry
policies and standards and/or pertailning to
the dmplementotion of approved policiss,
plang and programns,

2. This Order accordingly amends MECS Order No. L9,
8y 1986

(SED ) LHOURDES R QULESUMBING

Minister

Reference:

MECS Ordary (No. 449, 3.°1986)
Allotment s 1M, 0, 1-87)
To be indicated in ths Perpetual Index

under the following subjects:

AMENDMENT ODFFIOTALS

AUTHQRITY RULES 8 REGULATIONS

BUREAUS & TIQJn \ SERVICE



