, Republic of the Philippines
% Ministry of Public Highways
OFFICE OF THE MINISTER
manila

Mmarch 21, 1979

MINISTRY ORDER ) SUBJECTs HReconstitution of
ND., 155 « A ) the Selection Board
series of 1979 ) and the Promotion
X o o oo oo X Boards in the Minise
try of Public High=
8218 snd geverning
U]

Rules

pursuant teo the provisions of Letter of Instructions
Noe 799 dated January 29, 1978, and the Rules and Regula-
tions Governing the Establishment of Selection Boards and
Promotion Boards in ministries and agencies promulgated
by the Civil Service Commission on March 6, 1979, the Se=
lection Bpard and the Promotion Boards in the Ministry of
public Highways (Ministry Proper) are hereby reconstitu=
ted, to be composed of the following officialsg

SELECTION BOARD

Director, Legal - LChairman
service

Representative of - Member
the Civil Service
Commission

Chief of the Division = Member
‘where the vacancy
existe
(To be notified by the
chairman)

The Selection Board shall assist the appointing au=-
thority in the judicious and objective recruitment and se-
lection of personnel for appointment in the career service
whether original, reinstatement or re-employment according
to existing Civil Service Law and Rules, and previcusly de=
termined evaluation criteria or selection process that takes
inte consideration the personnel requirements and nesds of
the Ministry of Public Highways, It shall have the follo-
wing functions and responsibilitiess

‘: fFormulate screening procedures like tests and
interviewe and criteria for evaluation of cane
didates for positions in the first and second
levels of the career service involving origi-
nal appointment and cases of reinstatement and
re=amployment;

2, Make a systematic assessment of the qualifica=
tions of the candidates, taking into considera-
tion the qualification standarde of the position
and such other requirements which may be deemed
necessarys
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Develop assessment methods for the first level
positions that will do away with the usual paper
and pencil tests whenever possiblej

Recommend to the appointing authority a list of
candidates whom it considers qualified for the
position and from which the former may choose
the person to be appointed; and

Prepare a list of candidates from among appli-
cants in the Ministry of public Highways who
possess qualifications suitable fer pocsitions
in other ministries or agencies which shall be
submitted to the Civil Service Commission for
appropriate certification,

In the recruitment and selection of employees, the
following procedures shall be followeds
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The Head of the Personnel Divieion shall look
for prospective applicants making use of the
diverse recruitment sources such as the aétual
applicantsy Civil Service Commission register
of eligibles, placement units of cther govern-
ment agencies, re-employment list, and others,

Upon the submission of the pPerscnal Data Shest
of the applicants, the Personnel Head of the
Division shall conduct a preliminary interview
to determine whether the perscnal Data Shest
containg all the required information, He shall
also get a personal impression of the applie
cant which may be the basis for his outright
elimination or for further processing,

After the preliminary screening has been done,
the Head of the Personnel Division shall sube-
mit to the Selection Board the list of qualie-
fied applicants, together with all the necese
sary information,

The Selection Board shall then evaluats the gqua-
lifications of the applicants and determine their
knowledge, skills and abilities through tests
and interviews in accordance with the screening
procedure and evaluation criteria previously
determined, ihen deemed necessary, the Boafd
shall conduct a reference check of the appli-
cant's work experiences, school records and
personal references,

The Selection doard shall determine en banc
and recommend in writing to the appointing aue
thority the applicants which it considers gquae
lified for the vacancy together with justifie
cations,

The appointing authority shall assess the merits
of the recommendation of the Hoard and select the
applicant he deems best gualified for the posi-
tion, The Personnel Division shall accordingly
prepare the appeintment papers,
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PROMOTION BOARD FOR THE SECOND LEVEL

OF THE CAREER SERVICE

Agsistant Secretary « Chairman
for Administration

Representative of the - fember
Civil Service Come

mission
Ministry Personnel Officer - Member

(Chief, personnel ODivision)

Assistant Director/Assis- - Member
tant Chief of the Service/
Bureau/0ffice where the va=
cancy exists
(To be notified by the

Chairman)

Chief of the Division - Member
where the vacancy appere
tains
(To be notified by the
Chairman)

When the vacancy to be filled is that of Chief of
Division or others of equivalent rank, the fourth and
Ffifth members of the Promotion Board must be the Assise
tant Director/Asst. Chief and Director/Chief of the Bue
reau/service/0ffice where the vacancy exists,

PROMDTION BOARD FOR THE FIRST LEVEL
OF THE CAREER SERVICE

Chiefy, Administrative Service « Chairman

Asst, Ministry Personnel - fiember
Gfficer
(Asst., Chief, pPerscnnel
Division)

Chief of the Division where « Member
the vacancy is
(To be notified by the

Chairman)
(Representative of the ranke= = Member
and=file
((
(Representative of the rank- - Member
and file

(To be chosen by their pecrs
from the organizational unit
where the vacancy is, and ac-
credited by the Chairman)

The Promotion Boards shall assist the appointing
authority in the judicious and objective selection of
Personnel for advancement in the Ministry of Public
Highways according to existing Civil Service Law and
Rules, and previously determined evaluation criteria and
screening process, The Promotion Poards shall bbserve-
the following guidelines and proceduresy
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Bn 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 consie-
dered for promotion,

The Head of the Persconnel Division shall,
on the basis of personhel gualification
index, identify the employees within the
organization who are deemed qualified and
competent for promotion together with the
incumbents of positions determined to be
next=in=rank,

The Head of the Personnel Division shall
submit to the Promotion Board the promo-
tional line-up which is a listing of all
candidates for promotion te the vacancy,

The Promotion Board shall then evaluate the
gqualifications of those employees included in
the promotional line-up, Other employees who
fesl that they are competent and qualified for
consideration for promotion may present theme
selves to the Promotion doard for assessment,
In determining the degree of competence and
qualifications of an employee, Section 5 of
Rule V on Perscnnel Actions and Policies shall
be taken into account,

If necessary, the Promotion Board may pres-
eribe the conduct of a selection test and/er
other selection devices,

All members of the Promotion Board shall
determine en banc the list of recommended
employees Trom which the appointing autho=
rity may choose the person to be appointed,

As soon as the promoticnal appointment is
issued, a notice anncuncing the promotion
shall be posted by the Head of the Person=
nel Division on the bullntiq}ﬁ?°%ﬁi Ministry,

The Promotion Board shall pay special atten-
tion te the filling of supervisory positions
whether in thr first or second level since
these positions are vital to the smooth ope=-
rations of organizations, For this purpose,
the Board shall develop criteria for managere
ship and leadership which shall constitute one
of the instruments for selection of candidates
for promotion,

flegardless of whether or not there are vacancies
for supervisory positions, the Board shall pe-
riodically assess the qualifications of indivi-
duals within the Ministry to identify who among
them have the potentials for promotion and those
who are considered promotable shall te entered
in a list from which the appointing authority
may choose the employee/s for promction when an
actual vacancy occurs, The list of promctable
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shall be arranged in an order of priority, tae
king into consideration the nature and requiree
ments of the position/s to be filled,

An employee who feels afirieved by the action of the
appointing authority may file a petition for reconside-
ration with the appointing authority., If he is still
not satisfied with the decision of the appointing autho-
rity, he can file a protest with the Merit Systems Board
of the Civil Service Commission,

In accordance with Letter of Instructions Ne. 799,
no appointment shall be issued without a statement or cere
tification that the appointment has been passed upon by
the appropriate Beoard,

In connection with the establishment of the Selec-
tion and Promotion Hoards, the Personnel Division of this
Ministry shall perform the pertinent functiono and rese
ponsibilities mentioned in the Civil Service Commission
Rules and Regulations above-mentioned, particularly those
defined in Rule II, IV, and V thereof,

The previously designated members of the Secreta=
rial/Clerical staff of the Selection and Promotion Boards
shall continue with their duties as such in the Boards
hereby reconstituted,

This Ministry Order supersedes Ministry Order No, 155
series of 1979, snd shall take effect tmmediately, 2
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