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TO:

FROM:

SUBJECT: oFh

Ms. EVA D®  ROSALES, Administrative Officer V
Ms. EVELYN Go CAMILA, Administrative Officer IV
Ms. WEDLYN  P. ABAL®RI®, Teacher Credentials  Evaluator 11
Mr. NERI0 CLENT®N R. AREGLAD®, Administrative Officer 11
Ivls. JANICE C. DELOPERE, Administrative Officer 11

Ms. MARIA EVA A. CEZAR, Administrative Assistant 11
lvlr® BIENVENIDO U. SUMAPIG, Administrative Assistant 11

Ms. QUEENNIELYN Co YU, Administrative Aide VI
Mr. JOSE H. BUSTAIVIANTE, Administrative Aide Ill

Ms. ED KATHELEN Q. GARCIA, Contract of Service Employee
Ms. REMEDI0S L. ALEIANDR©, Administrative Assistant V
Ms. MILGRACE A. GADDI, Administrative Aide VI
Ms® MARIA CYNTHIA A® TUAZ®N, Administrative Assistant 11

Ms. NENITA Do MALQUISTO, Admi.nistrati.ve Aide VI
Ms. FERNANDA L.  DE LA CRUZ, !Administrative Aide VI
Ms. JUDITHA P. ANHD®, Administrative Aide VI
Mr. JOSELITO E. ENRIQUEZ, Administrative Aide VI
Mr.RI&#,Ad:_:i::atNeAIdeITI

RAMIR 8. UYTICO, Ed.D., CESO IV
Dir#tor Iv             Cir,   J`h-

DUTIES AND FUNCTIONS MINISTRATIVE DIVISION AND
PERSONNEL SECTION  EMPL.©YEES

DATE:             January 24, 2020

1.            For    maximum    efficiency    and     effectiveness    in    the    delivery    of    services,    the
Administrative  Division  and  Personnel  Section  employees  are  expected  to  deliver/perform
their specific duties and  functions necessary for the achievement of the secti.on's Key Results
Areas (KRAs).  (Please see attached  list).

2.             Payroll  Services  staffs  have.been  issued  Regional  Memorandum  No.  889,  s.  2019  on
their assignments as encoders/incharge of payroll system/program.

3.            Performance  rating  of  concerned  employees  will  be  based  on  the  delivery  of  their
respective duties and functions and other related tasks.

4.             For information, guidance and  compliance.
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DUTIEs AND FUNCTIONs OF ADMINrsTRATIVE DivlsloN AND pERsONNEL SECTION

IIIi

EMPLOYEES WITH TIMELINE ANB MEANS QF VERIFICATION {M®Vs}

NO PROCESSES
RESPONSIBLEPERSONS "EUNE

MEANS OFVERIFICATIO(M®Vs)

I1

1 Hiring  Process

Eva D.  Rosales/EvelynG.CamilaAvedlynP.Abalorio

2 mcmths
ApprovedAppointmen

III(

2

Application for
A!! Personnel SectionStaffs

2 hours

Approved
)iiII

Retirement/SurvivQrship/Disability indorsement

Benefit Process GSIS

3
Req uest for Transfer of Station A!!  Personnel Section

3 days

Approvedindorsemerit i ))ledI

Process Staffs SDO/RO CancerPersonnel

4
Application for Transfer of Planti!la All  Personnel Section

3 days

ApprovemenInc!orsementDBM
IiII

Item Process Staffs

5
App!icatic)n for Permit to Teach AII  Personnel Section

3 days

ApprQvementinc!orsementi
1id1

Process Staffs SDQ/RO CancerPersonnel

6
Application for Permit to Stuciy All  Personnel Section

3 days

Approvedindorsement t
i(\di(

Process Staffs SDO/RO CancerPersonnel

7

Application for Permit to Travel
All Personnel Section

2 months
Approved

\I,,aI

Abroad Qn Official  Business or Offlcia!
Staffs indorsement to

Time Process

8
Application for Permit to Travel on All  Personnel Section

2 months
Approved

1I•0I

Personal  Business Process Staffs indorsement to

'._r+ILL

11II1,IIIIIi1
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I

NO PROCESSES
RESPONSIBLEPERSONS

T]MEUNE

MEANS 0FVERIFICATIO(M®V§)
II

9
ReciassificatiQn of Teaching  Position

Evelyli G. Camila -BaybayCity/Biliran/Borongan

5 days

ApprovedindorsemgntDBM
II

Process City/Eastern Samar; Etta i}®R®sales-CalbayogCity/Catba!oganCity;

10
Reclassificatic±n of SchQo!  Head

5 days

Approved
II

Bienvenido U. indorsement
Position Process

Sumapig/Maria Eve A.€ezar-Leyte/OrmocCii}cWed[prP®Afaa!®ric-NQrthernSamar;Neri®ClentonR4Areglado- DBM

11
Upgrac!ing  of Positicin Thru  Equive}ent

5 claps

ApprovedindorsementDBM

1I

Recc}rd  FQrm (ERF}  Process Samar; Queennielyn C.¥w/£anieeB2el®EaeFe-MaasinCity/SouthernLeyteFTaclobanCity

12 CQnversiQn Qf Item Process
AII  Perscmne! SectionStaffs

3 days

ApprovemenInc!orsementDBM
II)

13
Authority to Travel Outside Region VIII

Queennielyn C.Yu/JaniceC.

3 days
Electronic Legsh

letIlr1

(Travel Order) Process Delopere/Ec] Kathelena,Garcia of Travel Ord

14
Cancellation/Rescheciuling/Deferment All  Personnel Section

3 days

Approvedinc!cirsementt
IldI

of Approved Travel Abroaci  Process Staffs SDO/RO cancerPersonnel

15 Application for Stuc!y Leave Process
All  Personnel Section

3 days

Approveaindorsement i IIlei

Staffs SDO/RO PersonConcernec!

16

Application for Leave of Absence {Fon'n 6}
Queennielyn C. Yu/EdKathelenQ.Garcia/JaniceCtDelQpere

3 days
Electronic Logsh

let)I
of Schools Division Superintendents (SDS)

and Assistant Schools Division of Form 6
Superintendents (ASDS)

17
Issuance of Certificate Qf Appearance All Personnel Section

30 minutes LQgsheet for C
Process Staffs

}ri! 1
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iII

NO PROCESSES
F`ESPONSIBLEPERSONS

T]MEL[NE

MEANS OFVERIFICATIOfM®¥s!
IIi

18 Signing  of Philhealth FQrm Process
A]! Personnel Section

30 minutes
Legsheet fo 1I

Staffs Philhealth

19 Confirmaticm of GSIS Loan Process
Eve D. RQsales/ElizabethE.Cabobcly

30 minutes

Copy Ofpayslip/OnlinReport
IIIII

20
Provicfent Fund  Loan Application for

Eci  Kathleen Q.Garcia/Queennielyn C.Yu/JaniceC.De!Qper9

3 days
Record of Vouc

Iler

Rag ic}nal Office Emp!eyees  Prc}cess toFD

21
Provident Fund  Loan for Schools

Ed  Kath!een Q.

3 days

Approved
III

Garcia/Queennielyn C. inc!QrsementSDO
Division Emplayees Process

Yu/Janice C . De!Qpgre

22 Issuance Qf Service Recorcis Process

Bienvenido U.Sumapig/NerioClentonR.Aregiac!o

8 hours
Signed servicrecord

IIII

23
Issuance Qf Certificate Qf Emp!Qyment

Bienvenido U.Sumapig/NeriQClentonR.Areglac*c}

8 hours
Signed certifi€at

'Qf

Process employment

24
Issuance of Notice Qf Salary

Bienvenicio U.Sumapig/NariQClentonR.Areglac!o

5 days Approved NO

iI

Adjustment (NC}SA)  Process

25
Grant Qf Certificate for Compensatory

Wedlyn P.Aba!oric}/Janice C.Delopere

3 days Approved CO
I`1I,

Overtime Credit {COC) Process

26
Application for Leave of Ahsence

Bienvenido U.Sumapig/NeriQC!enton

3 days Approvec!  FQr

II)6

(Form 6)  Process R. Areg!adQ/Maria  EveA.Cezar

27
Issuance Qf NQtice Qf Step Increment Bienvenido U.

5 days Approved NO

II11

(Nosn PrQ€ess Sumapig/Eva  D. Rosales

'`,  -`         `
\1I
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II

NO PROCESSES
RESPONSIBLEPERSONS "EIJNE

MEANSVERIFICA(M®V§ lFIONII

28 Grant Qf Loyalty Benefit Process
Bienvenicio U.Sumapig/EvaD.Rosa!es

2 weeks

Approved  LMatrix;RefVoucherI
Ii yaltyr:D0f1

29
Application for Monetization of Leave

Bienvenic!o  U.

30 days

Approved F lrm 6;

Sumapig/Nerio C!enton Record of Pa
Ire"  to\

Cred its Process
R. Areg!ac!o FD

30
Preparation of Agency Remittance Eve  D. Rosaies/Elizabeth

30 c!ays email sent t

I1   GSIS1

Ac!vice (ARA}  Process E. Caboboy

31

Online Updating of Personnel Service
Eva  D.  Rosales/NeriQClentonR,Areglac!o

30 c!ays online  PSI
)lop

ItemizatiQn anc!  Planti!!a of Personnel

(PSIPoP} Proce5§

32
Updating of Bureau of Internal

Bienvenido  U.Sumapig/Janice C.Delopere

3 days Letter to
I•IR

Rever`ue (BIR}  Exempfu.on Process

33

Updating of Human Resource
Eva  D. RQsa!es/NeriQClentonR.Areg]ado

30 days updated H
IlDIS

Devel opment Information System

{HRDIS)  Process

34
Career Executive Service Performance Eva D.  Rc!salesAved lyn

every 3rdQuarferoftheyear
Online  upci

leaf

Evaluation System (CESPES}  Process P. Aba!orio Rates Infer ationI

35
PQsting  of Philhealth  Payment Online

Eva  D. £very 20th Of
payment p

ls[edI

RQsa!es/Queennie]yn C. succeec!ing
Process online

Yu/Janic'e DelQpere month

36
Preparation Qf Appropriate Action on All  Personnel Secticm

5 days(simple); 10 Approveindorsement,
II etter,

Incoming  Communication Process Staffs claps(complex) memoranda, aspecialorde visory'Ietc.

fr,
I

i-Ilih -'a'bL1+-:I::r          -----: --------: -   --------   .: --:-= -  -: --: -------:  -i -   :  ------------  -: --i  -:   :-«.wliereLEADerscreategreatscliools



)1

NO PF`OCESSES
RESPONSIBLEPERSONS

T[MELINE

MEANSVERIFICA(Mew
I::RIi)

37
Submission Qf Daily Time  Record

Wec„yn P. every loth

Transmittal

1lo  COA)

Abalorio/Maria Eve A. of the
(DTR)  Process

Cezar month

38

Consolidation of Statement Qf Assets,
Maria Eva A Cezar/Ec! every 30th

TransmitOmbudsmcopyofS
l!to!n::"e

Liabilities anci  Networth (SALN)
Kathelen Q. Garcia Qf June

Process

39
Preparation of Report Qn Wecllyn P. AhalQriQ/Eva

'.,daysfromthedateofassumptionthnffirp

TrasmittCSC/FilecRat
I ltolpy of

Appointment lssuec]  (RAfty  Process D.  Rosales

40
Preparation of Report on Accession Wed!yn P. Abalorio/Eva

within 30c!aysfrin
TransmittCSC/Filectherep

lltolpyof!rtI

anc! Separation Process D.  RQsales assumpticlnorseparation

41
Inventory of GQvemment Human Eva D. RosalesAvedlyn

within 30 daysfrom

Online up ateI
Resource System (IGHRS) P, AbalQrio effect ivity Qfchanges

42

Preparation Qf Report on Employfes Wedlyn P. every 15th c>f

Summary

IlepQrt

GQing Out With  Pass Slip on Personal Abalorio/Janice C` the following

Business  Process Delopere month

43
Preparation of Report on Employees

Wedlyn P` ever}J 15th of

Summary

Ireport

Abalorio/Jan ce C. the following
Going Out Without Pass Slip

DelQpere month

44

Preparation Qf Monthly Payro!i Wedlyn P.
every 20th ofthesucceedingmonth

FQrm

)

Worksheet and Report of Service Aba]oriQ/Janice C.

(Form 7}  Prcicess DelQpere

!ri¢--\-ii:i=+.L.ErdAD;nE¥&°o¥rsRGfaN:%£Cre¥#Fo,:°uGHDATA-DRIVENDECIsloNs



II

NO PROCESSES
RESPONSIBLEPERSONS

TIMELINE

MEANSVERIFICA[M®V
FFI®iti`I

45
RecQrding Qf Employees` Attenc!ance

Bienvenic!o U.SumapigAvecMyn P.
every endQfthemonth

DTR;  Logs
i  setII

Process Abaioric>/Maria Eva A.Cezar

46
Tabulation of Customer Satisfaction

Wedlyn P.Aba!orio/lose H.Bustamaute
within 2weeksafthe

Summary
1lporfI

Survey Process succeedingmonth

47
Hiring of Coritract of Service

Eva D.  RosalesAvedlynP.Abalorio/EdKathe!ena,Garcia

1 week Signed  Co ltractI

Employees Process

48
Payment of Terminal Leave Benefit

Bienvenido U.Sumapig/Queennie!yn C.Yu/JaniceC.Delopere

30 days Memo to FD
Process

49
Preparation of Emp!Qyees Payroll

Remec! iQs  L. AlejandrQ;

every j.u[n tc}20thofthemonth
CertificatiSalaryre!

lnoflass

Process

50

Preparation ot Clearance trcim Money

45 minutes Signec!  clea

lance

Accountability or Overpayment of

Salary Process Maria C¥nthia A.TuazQn;NenitaD.

51
Preparation of Monthly Remittance

-|-,I  I+JL,\ \+,

Logboo
1 of

the

Process Malquisto:  Femancja  L succeeding voucher to nance1

De !a Cruz; Juditha  P.Antic!o;JoselitoE. 4,J,

52

Preparation Qf MQnthly Feedback Qn
every loth ofthe

Signec! Fee backActions Taken  Relative to  PayrQli
Enriquez;  Regin T. succeeding

Concerns Process
Viri:uc!es; Milgrace AGaddi;NerioClentonR. month

53 lean Verific.aticm Process

every 1-2pm(MQnday-Friday)
verified  loa

\.Via

Areglada emai!

54
PrQvisiQn Qf Database Files tQ Schools

every 19th tQ21stofthemonth

email sent to SDOs
Division Offices Process

.T

1\1

-I||IL-,,-ii:iE=gn:#:nE¥±°owggcfB¥f%;:E¥f¥cEfiFo%°UGHDATA-DRIVENDECZS|oNs



/+

II

NO PROCESSES
RESPONSIBLEPERSONS

HMELINE

MEANSVERIFICA(Mow OFONI)

55
Monitoring of Flag  Raising/Retreat Evelyn G`  Cami!a/Ed

everyMondayand

Attenc!anc

reck
Attenclance Kathelen Q. Garcia Fric!aymoming

56 updating  ctf 201  File

Maria  Eva A.

everytime thereis/arechangesinpersonal

201 Fi
le

CezarAvedlyn P.Abalorio/Queennielyn infc)rmation,designation,updated

C. ¥u/Janice C. PDS/§endce

De!Opere recordsnoR/eli9ibi!ftylNOS],NOSA,etc.)

57 Incharge of Procurement Processes

Wec„yn P.AbalQrio/Janice C.

as the need copy Of Pu

Ilchasa

Deiopere/ QueennielynC.Yu/Mi!graceA.Gaddi arises Reque aI

58
Incharge Qf Receiving, Releasing,

Queennielyn C.Yu/JaniceC.De!Qpere/Ec!\Kathieen

everyday Electronic I

iIl   sheet11

Rfcorc!ing,  anc!  Filing Q. Garcia;  Mi!grace A,Gac!di{fQrpayrollservices)

59

DQcument Contra!ler of AII  Perscmne!
Queennielyn C.

everyday
Files/Docu

lent1g

Related Documents both soft ancl
YLl/Janice C.  Delopere Tracki

hard files

60
Documenter Qf Personnel-Related

Queennielyn C.
as the need

aifendance I heel;offfures

Yu/NeriQ Clenton R minutes
Activities ( Meeti ng 5/I a nferences, etc.) arises

AregladQ meetings; p

.T

1I\
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III1II

NO. PROCESSES
RESPONSIBLEPERSONS

"ELJNE
IvtEANS OFVERIFICATIO(M®Vs)

II11

61 Reproduction of FormsFTemp!ates

Ed  Kathleen Q.Garcia/MariaEva A.

as the neec! copy Of

II      SI1

Cezar/JQse H.Bustamante arises forms/templat

62 EncQc!ing of Individual  Leave Cards

Bienvenido  U. Sumapig6A-€B;JaniceC.Delopere€B-F};WedlynP.Aba!QriQ{fi-L};QueennielynC.Yu€RE~P};EvaD.Rc!sales€R-T};NeriQClentonR.AreglaclQ€u-Z}

January toMarch2020 Print out c>f[ndMdualLeaCards

Ii  eII

63

Assistance/Preparation of necessary
All  Personnel Section as the neec!

attendance sh lt;III•esII

c!ocuments/logistics c!uring Seminars, minutes of
Staffs arises

Conferences, M9etings, etc. meetings; pictu

64
WQrkp!ace Improvement anc! other All Personnel Secticm

claily
Improved IIII1I

related tasks Staffs workplace

Preparec!  fey:                                                                   NQted:EVAD.RSALESERCED       D.    ARMIENTO

I)IiIIIIII)iIIIIIIIII)

AO V, Persorme}                                                    QIC~Chief, Ad ministrative DivisionJdLap.k
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