CITIZEN'S CHARTER (LGU-Saint Bernard)

< 1 55 BAGONG PILIPINAS
LEAVE APPLICATION

Office/Division: Human Resource Management and Development Office

Classification: Simple
Type of Transaction: G2G

Who may avail: All Municipal Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Medical Certificate for Sick Leave 1. Medical Doctor (Government/Private)
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME
Present the Leave Application to Process the Leave Application NONE 1 day
be applied
For review and signature NONE 1 day

After the HR signs the Leave
Application, Submit to the NONE
Department Head/Immediate
Supervisor for approval and
signature

Submit to the Chief Executive for NONE
Approval and Signature I

**%%% END OF TRANSACTION *****
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HR RECRUITMENT - SELECTION, HIRING AND PROMOTION

PROCESS MANUAL

BAUUNU FILIFINAD

ACTIVITY FLOW

PERSON RESPONSIBLE

PROCESS ACTIVITY

DETAILS

START- IDENTIFY VACANT
POSITIONS

PERSONNEL OFFICER

Receive request for posting and
communicate the vacancy

1. Identify vacant positions based on requirements of the organization.
2. Define/Formulate description
3. Identify duties and responsible

PREPARE LIST OF VACANT
POSITIONS

PERSONNEL OFFICER

List of Vacant Positions

POST VACANCY IN WEBSITE

PERSONNEL OFFICER

PREPARE & POST NOTICE OF VACANCY THRU:

1. Web posting on CSC website for a period of fifteen (15) days.

2. Paper posting in three conspicuous places in the LGU for period of fifteen (15)
days.

RECEIVE APPLICANTS & CONDUCT
PRE-SCREENING OF
APPLICATIONS

PERSONNEL OFFICER

Receive job application, let all
qualified next in rank personnel
submit application documents.

Receive applications:

1. Check completeness of job application requirements,

2. Perform initial review on job application requirements ensuring that the (QS)
Quialification Standard is met, if the QS is not met, send regret letter to the
applicant/s.

PREPARE OF SELECTION LINE UP

PERSONNEL OFFICER

Evaluate Application

Validate the following information:
1. Educational records

2. Employment records

3. Proof of Eligibility




