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SUBJECT: PPA MERIT SELECTION PLAN
L RATIONALE

Pursuant to the Civil Service Commission (CSC) Memorandum Circular No.
14, s. 2018 dated August 30, 2018 and Resolution No. 1800692
promulgated on July 3, 2018, otherwise known as the 2017 Omnibus Rules
on Appointment and Other Human Resource Actions, Revised July 2018,
the Philippine Ports Authority Merit Promotion/Selection Plan is hereby
revised, which will herein be referred as the new PPA Merit Selection Plan
(MSP).

POLICY STATEMENTS

1.

Philippine Ports Authority (PPA) strictly adheres to the general
principles of merit, fitness and equality in the recruitment, selection and
appointment of personnel based on qualifications, competence and
performance, pursuant with the rules of the Civil Service Commission
on human resource actions.

There shall be no discrimination in the selection of applicant/candidate
on account of age, sex, sexual orientation and gender identity, civil
status, disability, religion, ethnicity, or political affiliation by virtue of the
Equal Employment Opportunity Principle (EEOP).

Selection of candidates for appointment/promotion in PPA shall be
opened to all qualified men and women according to the principle of
merit and fitness. Hence, whenever a first or second level position
becomes vacant, the vacant position shall be opened to everyone
who meets the minimum Qualification Standards of the position to
be filled.

OBJECTIVES

In pursuit of the above PPA policies, the new PPA Merit Selection Plan (MSP)
aims to:

1.

Create equal opportunities both to all PPA employees in their career
advancement from one position to another, as well as to all qualified
Filipino citizens in their initial entry to a career service in PPA;

Establish a human resource selection system highly characterized by
strict adherence to the principles of merit, fitness and equality in the
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selection of employees for promotion and appointment to positions in
the PPA career service;

3. Adopt a systematic procedure in the speedy and fair adjudication of
protests of employees/applicants relating to promotion/employment.

SCOPE

The PPA Merit Selection Plan (MSP) shall cover positions in the First Level
and Second Level Career Service in PPA.

DEFINITION OF TERMS

The following are the definition of terminologies as used in the Merit Selection
Plan:

1. CAREER SERVICE - positions in the civil service characterized by (1)
entrance based on merit and fitness to be determined as far as
practicable by competitive examination, or based on highly technical
qualifications; (2) opportunity for advancement to higher career
positions; and (3) security of tenure.

2.  NON-CAREER SERVICE - position expressly declared by law to be in
the non-career service, or those whose entrance in the service is
characterized by (1) entrance on bases other than those of the usual
tests of merit and fitness utilized for the career service, and (2) tenure
which is limited to the duration of a particular project for which purpose
employment was made.

3. FIRST LEVEL POSITIONS - refer to clerical, trades and crafts and
custodial service positions which involve non-professional or sub-
professional work in a non-supervisory or supervisory capacity
requiring less than four years of collegiate studies.

4. SECOND LEVEL POSITIONS - include positions characterized by
professional, technical and scientific work in a non-supervisory or
supervisory capacity requiring at least four years of collegiate studies
for non-supervisory, supervisory positions, and master’s degree or its
equivalent for Executive/Managerial positions.

Positions under the Second Level are categorized in the following functional
groups:

a. Non-supervisory - this includes professional, technical and scientific
positions performing work requiring the practice of profession or
application of knowledge acquired through formal training in the
particular field or the exercise of a natural, creative and artistic ability or
talent in arts and letters. Also involved in this category are positions
involved in research and application of professional knowledge and
methods to a variety of technological, economic, industrial and

NUSN—

PPA MERIT SELECTION PLAN [



PPA MO No. 03 - 2021

governmental functions.

b. Supervisory - this includes professional, technical and scientific
positions which have the responsibility of overseeing work of an
organizational unit charged with a major and specialized activity. For
this purpose, a supervisor shall be one who plans, programs, delegates
tasks and evaluates performance of employees; monitors work outputs;
maintains morale and discipline among employees; develops
cooperation and ensures well-coordinated workforce; and coordinates
and cooperates with other organizational units within the department or
agency.

c. Executive/lManagerial - this includes professional, technical and
scientific positions, the functions of which are managerial in character,
exercising management over people, resource and/or policy and
exercising functions such as planning, organizing, directing,
coordinating, controlling and overseeing activities of an organization, a
unit thereof or of a group, requiring some degree of professional,
technical or scientific knowledge and experience, application of
managerial skills required to carry basic duties and responsibilities
involving leadership, functional guidance and control. These positions
require intensive and thorough knowledge of a specialized field such as
Port Manager, Department Manager and other positions of equivalent
rank.

5. DEEP SELECTION - the process of selecting a candidate for
promotion/appointment who is not next-in-rank but possesses superior
qualification and competence.

6. DISCRIMINATION - is a situation wherein a qualified applicant is not
included in the selection line-up on account of gender, civil status,
pregnancy, disability, religion, ethnicity, or political affiliation.

7. NEXT-IN-RANK POSITION - refers to a position that by reason of the
hierarchical arrangement of positions in the Philippine Ports Authority
is in the nearest degree of relationship to a higher position as contained
in the System of Ranking Positions (SRP), Annex A.

8. HUMAN RESOURCE MERIT PROMOTION AND SELECTION
BOARD (HRMPSB) - duly constituted body which will serve as
primarily responsible for the judicious and objective selection of
candidates for appointment in PPA in accordance with the PPA Merit
Selection Plan by assisting the appointing authority the top five (5)
ranking candidates deemed most qualified for appointment to the
vacant position.

9. JOB KNOWLEDGE - refers to the applicant’s relevant knowledge and
familiarity on the applied position such as related theories/concepts,
essential skills, work practices/procedures/policies.

]
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10.

11.

12.

13.

14.

15.

16.

17.

18.

03 - 2021

JOB DIMENSION - refers to the behavioral factors and attributes that
are deemed necessary in the performance of the duties and functions
of the position

APPOINTING OFFICER/AUTHORITY - refers to the PPA General
Manager, vested with the authority to exercise sound discretion in
selecting and rendering the final decision on whom to appoint on the
bases of assessment of the HRMPSB’s endorsement from among the
top five ranking applicants most qualified for appointment for the vacant
position.

PROMOTION - is the advancement of an employee from one position
to another with an increase in duties and responsibilities as authorized
by law and usually accompanied by an increase in salary. Promotion
may be from department or agency to another or from one
organizational unit to another within the same department or agency.
Provided, however, that any upward movement from the non-career
service to the career service and vice versa shall not be considered as
promotion but as reappointment.

PHYSICAL CHARACTERISTICS & PERSONALITY TRAITS - refer to
the characteristics or traits of a person which involved personality and
social aspects. Social aspects include the way he/she relates to others
in social situations.

QUALIFIED NEXT-IN-RANK - refers to an employee appointed on a
permanent status to a position next-in-rank to the vacancy as reflected
in the SRP approved by the appointing authority and who meets the
requirements for appointment to the higher position.

SELECTION - is the systematic process of determining the merit and
fitness of a person on the bases of qualifications and ability to perform
the duties and responsibilities of the position.

SYSTEM OF RANKING POSITIONS - is the hierarchical arrangement
of positions from highest to lowest which shall serve as basis in
determining which position is next-in-rank, taking into consideration the
following:

a. Approved PPA Organizational structure;
b. Salary Grade allocation;
C. Classification and/or functional relationships of positions;

SUPERIOR QUALIFICATIONS - shall mean outstanding relevant work
accomplishments, educational attainment and training appropriate for
the position to be filled. It shall include demonstration of exceptional
job mastery and potential in major areas of responsibility.

QUALIFICATION STANDARDS (QS) - are the CSC-approved
minimum and basic requirements for positions in the government in

e
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19.

20.

21.

22.

terms of education, training, experience, Civil Service eligibility,
physical fithness and other qualities required for the successful
performance of the duties of the position. These shall serve as the
basic guide in the selection of the employees and in the evaluation of
appointments to all positions in the government. (Section 31, Part I.
General Policies, Rule VIl Qualification Standards, 2017 Omnibus
Rules on Appointment and Other Human Resource Actions, Revised
July 2018)

EDUCATION - refers to the formal or non-formal academic, technical,
or vocational studies that will enable the candidate to successfully
perform the duties and responsibilities in the Position Description Form
(PDF) (DBM-CSC Form No. 1, Revised 2017) of the position to be filled.
(Section 42, Part II. On Education, Rule VIl Qualification Standards,
2017 Omnibus Rules on Appointment and Other Human Resource
Actions, Revised July 2018)

EXPERIENCE - refers to previous jobs in either the government or
private sector, whether full-time or part-time, which; as certified by the
Human Resource Management Officer or authorized officials of the
previous employer, are functionally related to the PDF of the position to
be filled. (Section 56, Part Ill. On Experience, Rule VIl Qualification
Standards, 2017 Omnibus Rules on Appointment and Other Human
Resource Actions, Revised July 2018)

TRAINING - refers to formal or non-formal training courses and HRD
interventions such as coaching, mentoring, job rotation, seminars,
workshops, and others that are part of the employee’s Individual
Development Plan/Career Development Plan. These trainings/learning
and development interventions are intended to enable the candidate to
successfully perform the duties and responsibilities as indicated in the
PDF or Job Description (JD) of the position to be filled. These are
evidenced by the Learning and Development Plan/Coaching and
Mentoring Program approved by the agency head and Certificates
issued by the HRMO or authorized official from the government or
private sector. (Section 61, Part IV. On Training, Rule VIII Qualification
Standards, 2017 Omnibus Rules on Appointment and Other Human
Resource Actions, Revised July 2018)

ELIGIBILITY - refers to the result of passing a merit and fitness test
which may be determined as far as practicable by competitive
examination, or based on technical qualifications or other tests of merit
and fitness conducted by the Civil Service Commission (CSC), or other
examinations jointly designed and coordinated by the departments or
agencies with the assistance of or in coordination with the CSC, and
other examinations such as the Professional Regulatory Commission-
conducted board examinations, the Supreme Court-conducted bar
examinations or the Career Executive Service Board-conducted Career
Executive Service examinations. (Section 71, Part V. On Eligibility, Rule
VIl Qualification Standards, 2017 Omnibus Rules on Appointment and

]

PPA MERIT SELECTION PLAN

SO



PPA MO No. 03 - 2021

Vi.

Other Human Resource Actions, Revised July 2018)

PROCEDURE

The HRMPSB and its secretariat shall be guided by the following recruitment
process aligned with the issued PPA Memorandum Circular No. 29 s. 2020
General Guidelines on the Implementation of the PPA Online Recruitment
Portal (ORP) and the Human Resource Information System — Recruitment
Module (HRIS-RM):

1.

10.

11.

12.

13.

Request for Authority to Fill (ATF) of priority position/s to be approved
by the General Manager

Publication of vacant position/s in CSC Website, PPA Website and
PPA Online Recruitment Portal (ORP) — jobs.ppa.com.ph

Conduct of the initial evaluation/assessment of applicants/candidates
based on the submitted information and documents using the HRIS
Recruitment Module (HRIS-RM)

Conduct of HRMPSB Deliberation for further evaluation/validation of
the initial assessment

Conduct of PPA Online Examinations (Cognitive and Skills
Assessment Tests)

Conduct of HRMPSB Interview

Preparation of Results of Assessment/evaluation to be submitted to
HRMD prior to the endorsement to the General Manager

Conduct of Online Ethics-Oriented Personality Assessment to the
identified top five (5) applicants/candidates

Conduct of Background Investigation to the Internal Security Affairs
Staff (ISAS) and Port Police Division (PPD) for Head Office applicants
and PMO applicants, respectively

Request for Status and/or No Pending Case of insider applicants to
Legal Services Department (LSD)

Preparation of Memorandum Endorsement to the GM of the
shortlisted applicants (for the GM’s selection)

Preparation of Appointment Form (CS Form No. 33-B Revised 2018
to the selected applicant/candidate for the approval of the GM

Issuance of appointment and preparation/posting of Notice of
Appointment

..... o
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14. Preparation of Reports on Appointment Issued (RAl) to be submitted
to the Civil Service Commission — Field Office (CSC-FO) for validation

156. Dissemination of copies of Validated RAI to PMO concerned and to

the appointee

16. Updating of 201 file and Plantilla of personnel

Process Flow:

Activity Document OPR
a) Memo - requesting for ATF
a) RC Head
b) Memo - endorsing the ATF for
Request and Approval of
Authority to Fill (ATF) approval by the GM b) HRMD-HRMO
¢) Memo/Notice - ¢) HRMD-HRMO
disseminating/forwarding the
approved ATF
Request publication of vacant
osition in CSC Website, PPA e
Webste and PPA Onling Memo-request for Publication | e Heag
Recruitment Portal - using CS Form 9
jobs.ppa.com.ph
Review of CS Form 9 CS Form No. 9 HRMD-HRMO
Preparation of letter to CSC re . ,
Letter-transmittal to CSC with
CS Eom} 9 Request for attached CS Form 9 HRMD-HRMO
Publication
Publication of Vacancy in the , .
PPA website and Online via PA Websito and HRIS- | HRMD-HRMO
Recruitment Portal (ORP)
Initial Evaluation/Assessment
of the Submitted Applications
thru ORP if Qualified/Not
Qualified for not meeting the - via HRIS-Recruitment Module a) HRMD-HRMO
Qualification Standards (QS) of
the position
Preparation of list of Qualified
and Disqualified Applicants for | a) Online Recruitment Portal )
the next phase of recruitment - | Assessment Form a) HRMD-HRMO
Online Exam
Forwarding the List of a) Memo/Notice - forwarding the i
Qualified and Disqualified Online Assessment Portal S; ESI/VFI)EI\)AIC-I)RMO
Applicants for Online Examto | Assessment Form HRMPSB Secretariat

RC concerned/PMO HRMPSB

b) Letter of Disqualification for not

PPA MERIT SELECTION PLAN }
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and/or for compliance of
additional documents

meeting the QS and not qualifying
for the next phase - Online Exam

HO/PMO HRMPSB
Deliberation

a) Minutes of Meeting/Resolution

HO-HRMPSB / PMO
HRMPSB

Conduct of Online Exam
(Cognitive and Skills
Assessment)

- via Online Exam proctored thru
Zoom or any video conferencing
mobile/desktop application

HRMD-HRMO

Preparation of list of
Passers/Non-Passers of the
Online Exam or shortlist of
applicants for HRMPSB
Interview

a) ORP Assessment Form

b) Letter of Disqualification for not
meeting the required rating/score
in Online Exam

a) HRMD-HRMO
b) HO/PMO
HRMPSB Secretariat

HO/PMO HRMPSB Interview

a) HRMPSB Resolution/Minutes of
the Meeting

b) interview Assessment Forms for
Physical, Personality Traits and
Job Knowledge and Job
Dimension

¢) Individual Assessment Forms
for Insider/Qutsider or
Internal/External applicants

d) Summary Sheets for
Insider/Outsider or
Internal/External applicants

e) Summary Comparative
Assessment Forms for
Insider/Qutsider or
Internal/External applicants

HO/PMO HRMPSB
Members and
Secretariat

Preparation of Results of
Assessment/Evaluation

a) Copy of approved ATF

b) Copy of CSC Publication (CS
Form No. 9)

¢) Minutes of Meeting/Resolution
d) Applicant’s Profile/Summary of
Qualifications (SOQ)/Online
Recruitment Portal Assessment
Form (ORPAF)

e) Comparative Assessment Form
f) Individual Assessment Form

g) Summary Sheet/s (Rating
Sheets)

h) Interview Rating Sheet/s

i) Applicant's PDS and supporting
documents

j) Certification signed by PMO
HRMPSB certifying that endorsed

HO/PMO HRMPSB
Secretariat

PPA MERIT SELECTION PLAN } -
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applicants have been screened
k) PMO-PPD Background
Investigation
Conduct of Online Ethics- - via Online Exam proctored thru
8 | Oriented Personality Zoom or any video conferencing HRMD-HRMO
Assessment mobile/desktop application
Conduct of Background HO/PMO HRMPSB
9 Investigation Memo request o ISAS/PPD Secretariat/ISAS/PPD
Request for Status and/or No
10 | Pending Case of Insider Memo request to LSD HRMD-HRMO/LSD
applicants to LSD
Preparation of Memo for
Endorsement to GM of the Memo - endorsement to GM of the
" shortlisted applicants (for the | shortlisted applicants HRMD-HRMO
GM's selection)
Preparation of Appointment . HRMD-HRMO/SACH
12 Form CS Form No. 33-B revised 2018 I/GM
Issuance of Appointment and | a) Memo re Submission of
13 | preparation/posting of Notice | Documentary Requirements HRMD-HRMO
of Appointment b) Notice of Appointment
Preparation of Reports on ,
14 Appointment Issued (RAI) CS Form No. 2 revised 2017 HO/PMO HRMO
Dissemination of copies of a) Memo/Notice of the Approved
15 Validated RAI to PMO CS Form No. 2 revised 2017 a) HO HRMO
concemed and to the b) Memo/Notice to the appointee | b) PMO HRMO
appointee containing his/her validated RAI
Updating of 201 file and
16| Plantilla of Personnel HRMD-HRMO
Refer to Annex P for the PPA Memorandum Circular No. 29 s.
2020 General Guidelines on the Implementation of the PPA
Online Recruitment Portal (ORP) and the Human Resource
Information System — Recruitment Module (HRIS-RM)
VIL. COMPOSITION OF HUMAN RESOURCE MERIT PROMOTION AND

SELECTION BOARD (HRMPSB)

1.  The provision under Rule Xl Agency Merit Selection Plan and Human
Resource Merit Promotion and Selection Board, 2017 Omnibus Rules
on Appointment and Other Human Resource Actions, Revised July
2018 shall be the basis for the creation of PPA’'s Human Resource Merit
Promotion and Selection Board (HRMPSB) and its functions.

2.  PPA shall constitute two (2) HRMPSBs for the: 1) first level and second
level positions and 2) second level executive/managerial positions.

3.  An Office Order identifying the principal members of the HRMPSB and
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their designates shall be issued, copy furnished HRMD and CSC Field
Office.

4. The membership of the HRMPSB can be modified, provided it conforms
to the prescribed composition. Reasonable number of members could
be added, but the prescribed composition may not be reduced. The
HRMPSB members must be duly designated and their names posted
in the agency bulletin board. Any change in the composition of the
HRMPSB should be reported to the CSC Regional or Field Office
concerned.

5. As far as practicable, there shall be equal opportunity for men and
women to be represented in the HRMPSB for all levels of positions

6. Any member of the HRMPSB shall not act as secretariat to the
HRMPSB.

7. The HRMPSB members including alternate representatives shali
undergo  orientation, seminar/workshop on the agency
selection/promotion process and CSC policies on appointments.

8. The HRMPSB shall be composed of the following:

HO-HRMPSB

COMPOSITION

EXECUTIVE/
MANAGERIAL

FIRST LEVEL/
SECOND
LEVEL

PMO-HRMPSB

Chairperson

General
Manager or
authorized
representative

The Assistant
General
Manager for
Finance and
Administration
(AGMFA) or
authorized
representative*

Port Manager

Members

AGM for
Finance and
Administration

Manager,
Human
Resource
Management
Department —
acting as the
Vice-
Chairperson

Manager,
Administrative
Division

AGM for
Operations

Responsibility
Center (RC)
Heads where
the Vacancy
exist or his duly
authorized
representative

Responsibility
Center (RC)
Heads where
the Vacancy
exist or his duly
authorized
representative

*per GCG approved plantilla, the AGMFA is the highest official in charge of human resource management

s |
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Vil

AGM for Manager, 1st level and/or
Engineering Human 2nd level
Resource PANTALAN
Services principal or
Division alternate
representatives
(as applicable
Manager, 1st level and/or | Manager,
Human 2nd level Human
Resource PANTALAN Resource
Management principal or Services
Department alternate Division (for
representatives | Division
(as applicable Manager
positions) or
his/her duly
authorized
representative
PANTALAN
National
Executive
President or
authorized
representative

RESPONSIBILITIES AND FUNCTIONS OF HUMAN RESOURCE MERIT
PROMOTION AND SELECTION BOARD (HRMPSB) MEMBERS AND
SECRETARIAT

1. The HRMPSB shall assist the appointing officer/authority in the
judicious and objective selection of candidates for appointment in the
agency in accordance with the approved Agency Merit Selection Plan
(MSP) thru its conduct of HRMPSB deliberation/interview.

2. The HRMPSB shall be primarily responsible for the judicious and
objective selection of candidates for appointment in the agency in
accordance with the approved Agency MSP and shall submit to the
appointing officer/authority the top five (5) ranking candidates deemed
most qualified for appointment to the vacant position.

3.  The appointing officer/authority shall be guided by the report of the
HRMPSB’s assessment of candidates and in the exercise of sound
discretion, select, insofar as practicable, from among the top five (5)
candidates or less, deemed most qualified for appointment to the
vacant position, depending on the number of candidates.

4. Top five (5) applicants/candidates shall be based on the number of
vacant positions or 1:5 ratio (e.g. 2 vacant positions = top 10
applicants/candidates)

]
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10.

11.

12.

The appointing officer/authority may appoint an applicant who is rank
higher than those next-in-rank to the vacant position based on the
assessment of qualifications/competence evidenced by the
comparative ranking.

All qualified next-in-rank applicants who will not apply shall be required
to submit to the HO/PMO HRMPSB a written waiver for the vacant
position.

The HRMPSB shall be represented by at least the majority of its
members during the deliberation and interview of candidates for
appointment.

Considering that the PPA has centralized issuance of appointment and
submission of Reports of Appointment Issued (RAI) in CSC FO, the HO
Chairperson or duly authorized representative shall be responsible for
signing the Certification at the back of appointment subject to HRMPSB
submission of Resolution/Minutes of Meeting/Certification certifying
that the appointee has been screened and found qualified by the
majority of HRMPSB.

The first level representative or alternative shall participate during the
screening of candidates for vacancies in the first level; the second level
representative or alternate shall participate in the screening of
candidates for vacancies in the second level. Both rank-and-file
representatives shall serve for a period of two (2) years.

The HO-HRMD/PMO-AD shall perform secretariat and technical
support function to the HRMPSB for the comparative assessment and
final evaluation of candidates. It shall also evaluate and analyze results
of structured background investigation for first level, second level,
supervisory, and executive/managerial positions.

Candidates for the following appointments shall no longer be subject to
the screening of the HRMPSB:

a.  Substitute appointment due to its short duration and emergency
nature.

b. Reappointment to change the employment status from temporary
to permanent upon meeting the deficiency or to renew the
appointment of a temporary employee, if upon publication there
are no qualified applicants and his/her performance rating is at
least Very Satisfactory for two (2) rating periods; or

c. Appointment to casual, contractual, coterminous and other non-
career positions as identified under Section 9, Subtitle A, Title |,
Book V of EO No. 292.

The HRMPSB shall maintain records of the recruitment process (i.e.
HRMPSB minutes/resolutions/memo/endorsements) which shall be

ey
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IX.

available for inspection by the Civil Service Commission or its duly

authorized representatives.

MERIT SELECTION/PROMOTION CRITERIA

The comparative assessment of the competence and qualifications of all
applicants for appointment/promotion to vacant positions in PPA shall be
determined based on the criteria below:

QUALIFICATION INSIDER OUTSIDER
APPLICANT APPLICANT
Education 15% 15%
Experience 25% 25%
Training 5% 5%
Eligibility Meets required Meets required
Examination 10% 20%
Performance 20% Not applicable
Physical Characteristics and 10% 10%
Personality Traits
Potential — Job Knowledge 10% 10%
Potential — Job Dimension Not applicable 10%
Outstanding Accomplishment 5% 5%
Total 100% 100%

The first four criteria listed above are based on the CSC-approved
Qualification Standards of the vacant position.

As stated in Sections 35-36, Part I. General Policies, Rule VIl Qualification
Standards, 2017 Omnibus Rules on Appointment and Other Human
Resource Actions, Revised July 2018, appointees to career service positions
must meet the education, training, experience, eligibility and competency
requirements prescribed in the Qualification Standards manual or CSC-
approved agency qualification standards for their positions at the time of the
issuance of the appointment.

Qualification Standards for positions, which may include competencies
(knowledge, skills and attitude), shall be established based on the set of
duties and responsibilities indicated in the Position Description Form (PDF),
which the Department of Budget and Management or the Governance
Commission for GOCCs used in the classification and salary grade allocation
of the position.

a. EDUCATION - based on Part Il. On Education, Rule VIl Qualification
Standards, 2017 Omnibus Rules on Appointment and Other Human
Resource Actions, Revised July 2018, the following shall be the basis
for the applicant’s educational background to be considered as fit for
the vacant position:

o Certificates of completion of non-formal education issued by the
Department of Education shall be considered valid documents for
appointment to positions requiring completion of elementary or

PPA MERIT SELECTION PLAN [
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high school education, provided, that other requirements of the
positions are met.

For one to meet the two years studies in college requirement in
the Qualification Standards Manual, one must have earned from
a CHED-recognized institution at least 72 units leading to a
degree or has completed a relevant two-year collegiate/technical
course.

Certificates issued by the Expanded Tertiary Education
Equivalency and Accreditation Program shall be considered valid
documents for meeting the education requirement for positions
requiring completion of a bachelor’s degree.

Certifications issued by the schools deputized by CHED showing
completion of at least 72 academic units leading to a degree
under the Expanded Education Tertiary Equivalency and
Accreditation Program shall be considered valid documents for
meeting the education requirement for positions requiring
completion of two years studies in college.

Certification issued by CHED that a one-year diploma post-
graduate course acquired from foreign or local institutions is
equivalent to a master’'s degree shall be considered appropriate
for meeting the education requirement for appointment to division
chief and executive/managerial position.

Certification issued by CHED that a degree obtained from foreign
schools is equivalent to a bachelor's or master's degree shall be
considered valid document for meeting the education requirement
for positions requiring completion of a bachelor's or master's
degree.

To meet the relevant bachelor's degree requirement in the
Qualification Standards Manual, the appointee must have
completed from a CHED-recognized college or university a
bachelor's degree whose curriculum either includes, or is
supplemented by 12 academic units of the subject or course,
which will enable the candidate to successfuily perform the duties
and responsibilities of the position to be filled in the Position
Description Form.

A graduate of the Master's degree or Certificate in Leadership and
Management (C-Pro) from the CSC shall be considered to have
met the master’s degree requirement for purposes of meeting the
education requirement for division chief and executive/managerial
positions.

Completion of the degrees of Bachelor of Laws and Doctor of
Medicine from a CHED-recognized institution shall be considered

s ey
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appropriate education for appointment to division chief and
executive/managerial positions or other positions requiring a
master's degree, the duties of which do not involve practice of
profession covered by bar/board laws.

RA No. 1080 eligibles shall be exempt from the master’s degree
requirement for division chief and executive/positions the duties
and responsibilities of which involve practice of profession or
belong to the same occupational group functionally related
positions as that of the professions regulated by Bar or Board
laws. (Examples are: A Certified Public Accountant (CPA) for a
Division Manager A position in Finance Division, a Licensed Civil
Engineer for a Division Manager A position in Engineering
Services Division)

However, a master's degree shall be required if the
executive/managerial or division chief position does not involve
practice of profession or does not belong to the same
occupational group or functionally related positions as that of the
professions regulated by Bar/Board laws; provided that, this does
not apply to lawyers and doctors.

Career Executive Service (CES) or Career Service Executive
(CSE) eligible shall likewise be considered to have met the
master's degree requirement for purposes of meeting the
education requirement for division chief and executive/managerial
positions.

Those who have been allowed to register and are issued
certificate of registration or valid professional license of a specific
board law shall be considered as having met the education
requirements for appointment to positions covered by the
corresponding board law or functionally related positions that no
not involve the practice of other professions covered by bar/board
laws.

Those who are allowed to take the Career Service Professional
and Subprofessional on or before November 29, 1992 shall be
considered as having met the education requirement for
appointment to corresponding level of positions not covered by
bar/board laws.

Refer to Annex B 1 & 2 for the Table of Assigned Percentage
Weight for Education

b. EXPERIENCE - based on Part /. On Experience, Rule VI
Qualification Standards, 2017 Omnibus Rules on Appointment and
Other Human Resource Actions, Revised July 2018, the following shall
be the basis for the applicant’s previous jobs in either the government
or private sector to be considered as relevant to the vacant position:

ey
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Relevant experience acquired through a Job Order or Contract
of Service covered by a contract or a Memorandum of
Agreement may be considered for meeting the experience
requirement.

Relevant experience acquired through volunteer work, on full-
time basis, as certified by the Human Resource Management
Officer or authorized officials, may be considered for meeting the
experience requirement.

Experience in first level positions may be considered for meeting
the experience requirement of second level positions when
acquired in the same occupational group or functionally related
positions.

Relevant experience acquired through a designation covered by
an Office or Memorandum Order may be considered in meeting
the experience requirement.

Refer to Annex B 3 & 4 for the Table of Assigned Percentage
Weight for Relevant Experience

c. TRAINING - based on Part IV. On Training, Rule Vill Qualification
Standards, 2017 Omnibus Rules on Appointment and Other Human
Resource Actions, Revised July 2018, the following shall be the basis
for the applicant's formal or non-formal trainings/learning and
development interventions to be considered as relevant to the vacant
position:

Continuous learning and development shall be espoused by the
Civil Service Commission. Agency heads shall ensure that each
employee shall have undergone at least one planned human
resource development intervention during the year. A minimum
of forty (40) hours supervisory/management training or learning
and development intervention per year based on the Learning and
Development Plan of the agency shall be provided by the agency
to incumbents of supervisory and managerial positions.

Trainings may be acquired from any of the following institutions:

i. Any CSC accredited learning and development institution;

ii. Government training institutions;

ili. Non-accredited private training institution offering training
of highly technical/specialized nature;

iv. Local training institution that is internationally acclaimed for
meeting the global standards of excellence in training;

v. Institution recognized by the CHED as Center of
Excellence (COE) or Development (COD);

vi. Foreign institution that offers training for scholarship

e ey
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purposes or for personal advancement of participants; or
vii. Other institutions that partner with the Civil Service
Commission in building capabilities of civil servants.

Training acquired from any of the aforementioned institutions
must be relevant to the position to be filled and aligned with the
strategy map or development goal of the institution or
organization.

Attendance to annual agency planning sessions/workshops/
conferences as a requirement for operations and/or services
rendered as facilitator/resource person in seminars/workshops/
trainings shall not be considered for meeting the training
requirements.

In house agency-initiated or in-service training/learning and
development intervention shall be considered for purposes of
meeting the training requirement of positions.

The learning and development/training for Division Chief and
comparable positions shall be 40 hours  of
supervisory/management and learning and development
intervention.

The training required from Executive/Managerial positions in the
second level shall be 120 hours of supervisory/ management
learning and development intervention.

Management trainings includes, courses, workshops, seminars
and other learning and development interventions that develop
and/or enhance knowledge, skills and attitude to enable
successful performance of management functions such as
planning, organizing, directing, controlling, coordinating, and
overseeing the activities of an organization, a unit thereof or a
group. It is intended to develop/enhance leadership
competencies to prepare managers managing people and work.

For executive/managerial positions in the second level with
duties and responsibilities involving practice of profession, the
Mandatory Continuing Legal Education (MCLE) for Bar passers,
the Continuing Professional Education/Development
(CPE/CPD) for licensed professionals or trainings relevant to the
practice of profession may constitute for a maximum of 40 hours
of technical training and the remaining 80 hours shall be
management trainings.

Refer to Annex B 5 for the Table of Assigned Percentage Weight
for Relevant Training

d. ELIGIBILITY - Part V. On Eligibility, Rule VIl Qualification Standards,
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2017 Omnibus Rules on Appointment and Other Human Resource
Actions, Revised July 2018, and the provisions of CSC MC No. 11, s.
1996, as amended, shall be the basis to assess if applicant’s eligibility
fits the vacant position he/she is applying for.

e. EXAMINATION - all applicants, whether insider or outsider shall
undergo the required examination for their level/position and skill. The
exam for outsider applicants will be administered using the hurdle
method. Only passers of the Cognitive Test (15t test) shall qualify for
the Skills Test (2" test). The examinees should pass the two (2) tests
in order to qualify for the next recruitment process which is the panel
interview to be conducted by the HRMPSB. On the other hand, insider
applicants must also pass and obtain the required Skills Test
rating/score in order to be included in the shortlisted applicants for
HRMPSB panel interview.

. The issued PPA Memorandum Circular No. 16 s. 2020 or the
Guidelines on the Implementation of the Online PPA
Examination shall be used as reference to rules concerning test
assessments used for the hiring and recruitment in the agency.

o Those who are eligible to avail the online exams are:
i. Applicants who submitted their intent to apply for a
published vacant position, and
ii. Applicants who were found to be qualified for meeting the
minimum Qualification Standards (QS) of the position they
are applying by the PMO/HO HRMPSB Secretariat.

J The types of exams that shall be administered are the following:
a) Cognitive Tests - which will be implemented according to
target level of the position, b) Skills Tests - will be assessed
according to the applicant's chosen field and the c) Ethics-
Oriented Personality Test proposed by CSC to be integrated
as an additional HR assessment tool. The following are the
online assessment tools that will be used for outsider applicants
and insider applicants for placement, promotion, lateral transfer,
and in cases of demotion where the employee voluntarily applies
to a position with a lower salary grade:

QOutsider Applicants
TYPE LEVEL
Cognitive (10%) | Trades & Crafts
Rank & File/Technical/Specialist/Officer Level (SG-19 & down)
Supervisory/Managerial (SG-20 & up)

Skills (10%) Rank & File/Technical/Specialist/Officer Level (SG-19 & down)
Supervisory
Managerial
Ethics-Oriented | Top five (5) candidates or the shortlisted applicants for
Personality endorsement to the General Manager after HRMD's review
Assessment
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Insider Applicants

TYPE LEVEL
Skills (10%) Rank & File/Technical/Specialist/Officer Level (SG-19 & down)
Supervisory
Managerial
Ethics-Oriented | Top five (5) candidates or the shortlisted applicants for
Personality endorsement to the General Manager after HRMD's review
Assessment

For positions requiring Job-related Skills Test as identified in
Annex C, the RC/End-user will be reguired to administer their
own job-related skills test/exam and will be facilitated by their
respective HRMOs from the PMO/Head Office.

For Port Police positions, the technical test and agility test
administered by the Port Police Department shall replace the
Skills Test. The applicants should pass both tests.

Qualified Insider Applicants shall be endorsed to Port Police
Department for the conduct of Technical Exam.

For the qualified Outsider Applicants, only those who passed the

Cognitive Test shall be endorsed to Port Police Department for
the conduct of Agility Test and Technical Test.

Average of Agility Test and Technical Test shall serve as
percentile rank.

The equivalent Numerical and Adjective rating of the percentile
rank (refer to MC 16-2020) shall be used as the scores in the
Individual Assessment.

Exam Validity:

1. Agility Test — six (6) months
2. Technical Test - one (1) year

Ethics-Oriented Personality Test (EOPT) - After the PMO-
HRMPSB endorses the results of deliberation for review, the
HRMD shall re-evaluate and confirm the top five (5) applicants
or the shortlisted applicants for endorsement to the General
Manager who will be scheduled for the Ethics-Oriented
Personality Test by the HRMD.

There will be no pass or fail for this particular test. However,
applicants who will not be taking the EOPT will be excluded in
the shortlist of applicants to be endorsed to the General
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Manager. In addition, the result of this exam shall form part of
the documents to be endorsed to the OGM.

e  Applicants who failed the online Cognitive and/or Skills Exam will
be allowed for a re-take after six (6) months

Refer to Annexes B 6 & C for the Table of Assigned Percentage
Weight for Examination

f. PERFORMANCE - /tem e. of Section 6 and Sections 95-98, Rule XI|
Agency Merit Selection Plan and Human Resource Merit Promotion
and Selection Board, 2017 Omnibus Rules on Appointment and Other
Human Resource Actions, Revised July 2018 shall be the basis for the
following requirements regarding the performance rating of an insider
applicant:

e An employee should have obtained at least Very Satisfactory
performance rating in the last rating period prior to the
assessment or screening for promotion or transfer.

A Very Satisfactory rating shall still be required for applicants from
other government agencies.

o The performance rating in the last rating period prior to the
scholarship grant, which should be at least Very Satisfactory, shall
be used as basis for promotion of an appointee-scholar.

. The performance rating of at least Very Satisfactory (VS) in the
last rating period shall not be required for promotion from first to
second level entry positions.

. The performance rating prior to the reclassification of the position
shall be considered as performance rating in the reclassified
position for purposes of promotion.

Refer to Annexes B & D for the Table of Assigned Percentage
Weight for Performance

g. INTERVIEW - refers to the relational competence to deal and adapt
with variety of actual and simulated scenarios demonstrated by but not
limited to the applicant’s analytical skills, problem solving, in depth
perspectives, innovative/creative ideas, decisiveness, and effective
communication skills.

h. OUTSTANDING ACCOMPLISHMENTS - these shall include awards
for ideas, suggestions, inventions, discoveries, superior
accomplishments, exemplary behavior, heroic deeds, extraordinary
acts or services in the public interest which contributes to the efficiency
and improvement in the government operations which lead to
organizational productivity.
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Only the following awards can be credited/given corresponding points
for each:

o National Awards:
i. Presidential or Lingkod Bayan Award
ii. Outstanding Public Official/Employee or Dangal ng Bayan
Award
iii. Civil Service Commission or the Pag-Asa Award

e  Awards given to the finalists of National or CSC National Awards

e  Awards given by government and private agencies & institutions
of an idea or performance that directly benefited the agency
being served.

. Agency Awards:
i.  Awards approved by the General Manager pursuant to the
CSC-approved PPA PRAISE
ii.  Awards approved by the General Manager not under PPA
PRAISE

Refer to Annexes B for the Table of Assigned Percentage Weight
for Outstanding Accomplishments

X. OTHER SPECIFIC GUIDELINES

1. PROBATIONARY PERIOD - All original appointees in positions in the career
service shall undergo the probationary period for a thorough assessment of
his/her performance and character for generally a period of six (6) months in
accordance with Sections 14-16, Rule V of the 2017 Omnibus Rules on
Appointment and Other Human Resource Actions, Revised July 2018.

2. THREE (3) SALARY GRADE RULE

a.

According to Section 97, Rule XI Agency Merit Selection Plan and
Human Resource Merit Promotion and Selection Board, 2017 Omnibus
Rules on Appointment and Other Human Resource Actions, Revised
July 2018, an employee may be promoted to a position which is not
more than three (3) salary grade, pay or job grades higher than the
employee’s present position. All appointments issued in violation of
this policy shall be disapproved/invalidated, except when the
promotional appointment falls within the purview of any of the
following exemptions:

. The position occupied by the person is next-in-rank to the vacant
position as identified in the Merit Selection Plan and the System
of Ranking (SRP) of the agency.

PPA MERIT SELECTION PLAN |




PPA MO No. 03 - 2021

. The vacant position is a lone or entrance position, as indicated
in the agency staffing pattern.

. The vacant position is hard to fill, such as Accountant, Medical
Officer/Specialist, Attorney or Information Technology
Officer/Computer Programmer positions.

. The vacant positions is unique and/or highly specialized, such
as Actuarial, Airways Communicator positions.

. The candidates passed through a deep selection process, taking
into consideration the candidates’ superior qualification in regard
to:

- Educational achievements

- Highly specialized trainings

- Relevant work experience

- Consistent high performance rating/ranking

. Other meritorious cases, such as:

- when the appointee is the lone applicant who meets all the
requirements of the position and passed through the deep
selection process

- when the qualified next-in-rank employees waived their
right over the vacant position in writing

- when the next-in-rank, as identified in the agency SRP is
vacant

- when the next-in-rank employee/s is/are not qualified

- when the qualified next-in-rank employees did not apply

b.  The three-salary grade limitation shall apply only to promotion within
the agency. This prohibition shall not apply to the following human
resource actions which involve issuance of an appointment:

- Transfer incidental to promotion provided that the
appointee was subjected to deep selection

- Reappointment involving promotion from non-career to
career provided the appointee was subjected to deep
selection

- Reappointment from career to non-career position

- Reemployment

- Reclassification of position

3. DISAPPROVAL/INVALIDATION AND RECALL OF APPROVAL/
INVALIDATION OF APPOINTMENTS

Based on Rule XlI, Disapproval/invalidation and Recall of
Approval/invalidation of Appointments, Agency Merit Selection Plan and
Human Resource Merit Promotion and Selection Board, 2017 Omnibus
Rules on Appointment and Other Human Resource Actions, Revised July
2018, an appointment shall be disapproved/invalidated on the following
grounds:
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Xl.

Xil.

a. The appointee has not meet the qualification standards for the
position; or

b. The appointee has been dismissed for cause as enumerated in
Section 50 (A), Rule 10 of the 2017 RACCS or has been found guilty
of a crime where perpetual/temporary disqualification from
appointment is attached to the penalty thereof, unless an executive
clemency has been granted; or

c. The appointee has intentionally made a false statement of any
material fact or has practiced or attempted to practice any deception
or fraud in connection with his/her appointment; or

d. The appointment has been issued in violation of the CSC-approved
Merit Selection Plan of the agency; or

e. The appointment has been issued in violation of existing Civil Service
Law, rules and regulation, the Board/bar, Local Government Code of
1991 (RA No. 7160), Publication Law (RA No. 7041), the Omnibus
Election Code (BP Blg. 881, as amended) and other pertinent laws.

EQUAL EMPLOYMENT OPPORTUNITY POLICY

This agency commits to provide equal employment opportunity to all
applicants regardless of age, sex, sexual orientation, gender identity, civil
status, pregnancy, disability, religion, ethnicity or political affiliation in the
selection of employees in PPA.

As a matter of policy, the EEO principle shall be incorporated and evident in
the Agency'’s:

a) Recruitment and selection process thru the PPA Online Recruitment
Portal (ORP) for the submission of application (jobs.ppa.com.ph)

b)  Online Examination for Cognitive and Skills Test

c) HRMPSB Deliberation/Interview thru Zoom, Microsoft Teams, Viber,
and other video conferencing application

d) Building and infrastructure facilities (PWD access ramps, elevator with
Braille System, internet connectivity for teleconferencing)

In this way, the agency’s principles of merit, fithess and equality in its
recruitment/selection process are observed while providing equal opportunity
to all qualified Filipino citizens.

FINAL PROVISIONS

The Human Resource Management Department shall be responsible for the
publication and dissemination of copies of the Merit Selection Plan to all PPA
employees and official after its approval by the General Manager and the
Civil Service Commission.

e
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XIH. EFFECTIVITY
This Merit Selection Plan takes effect upon approval by the General Manager
and the Civil Service Commission. Subsequent amendments to this
Memorandum Order shall be submitted to the Civil Service Commission
Regional Office for approval prior to its implementation.
This Memorandum Order supersedes PPA Memorandum Order No. 43-2008
dated June 23, 2008 and PPA Memorandum Order No. 25-2017 dated
December 29, 2017 and all other PPA Human Resource issuances, policies
and guidelines which are inconsistent herewith are deemed repealed or
modified accordingly.
XIV. REFERENCES
A. 2017 ORAOHRA Revised July 2018
B. PPA Memorandum Circular No. 29 s. 2020 General Guidelines on
the Implementation of the PPA Online Recruitment Portal (ORP) and
the Human Resource Information System — Recruitment Module
(HRIS-RM)
C. PPA Memorandum Circular No. 16 s. 2020 Guidelines on the
Implementation of the PPA Online Examination
XV. COMMITMENT
We hereby commit to implement and abide by the provisions of this Merit
Selection Plan (MSP). It is understood that this MSP shall be the basis for
expeditious approval of appointments.
<
JAY DANIEL R. SANTIAGO
General nagep
» 'Ks
Enclosures:
Annex A - _System of Ranking Positions (SRP)
Annex B - Table of Assigned Percentage Weights
Annex C - _Types of Test Per Position & Level
Annex D - IPCR Conversion Table
Annex E - CSC Form 9 (Request for Publication of Vacant Positions)
Annex F - CS Form No. 212 (Personal Data Sheet)
Annex G - CS Form No. 212 Attachment (Work Experience Sheet)
Annex H - CS Form No. 33-B Revised 2018 (Appointment Form)
Annex | - DBM-CSC Form No. 1 Revised 2017 (Position Description
Form)
Annex J - CS Form No. 32 Revised 2018 (Oath of Office)
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Annex K - CS Form No. 4 Revised 2018 (Certification of Assumption

to Duty)
Annex L - CS Form No. 2 Revised 2018 (Report on Appointments
Issued)
Annex M - Individual Performance Commitment and Review (IPCR)
Deliberation/interview Forms
Annex N1-1 - Applicant’s Profile (Summary of Qualification)
N1-2 - Online Recruitment Portal Assessment Form (ORPAF)
Annex Summary/Comparative Assessment Form
N2-1 - 1. ForInsider Applicant/Candidate
N2-2 - 2. For Outsider Applicant/Candidate
Annex Individual Assessment Form
N3-1 - 1. ForInsider Applicant/Candidate
N3-2 - 2 For Outsider Applicant/Candidate
Annex Summary Sheet
N4-1 - 1. For Insider Applicant/Candidate
N4-4 - 2 For Outsider Applicant/Candidate
Annex N5 - Interview Assessment Form (Physical Characteristics &
Personality Traits and Job Knowledge)
For Insider/Outsider Applicants/Candidates
Annex N6 - Interview Assessment Form (Job Dimension)
For Outsider Applicant/Candidate
References
Annex O - PPA Memorandum Circular No. 16 s. 2020 Guidelines on
the Implementation of the PPA Online Examination
Annex P - PPA Memorandum Circular No. 29 s. 2020 General
Guidelines on the Implementation of the PPA Online
Recruitment Portal (ORP) and the Human Resource
Information System — Recruitment Module (HRIS-RM)

| have evaluated the herein Agency Merit Promotion/Selection Plan and found to be in
accordance with the provisions of 2017 Omnibus Rules on Appointments and Other
Human Resource Actions, Revised July 2018 and may now be implemented.

CSC-NCR Commissioner

(Signature over Printed Name)

Date
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SYSTEM OF RANKING POSITIONS (SRP)

HEAD OFFICE ANNEX A
POSITION TO BE FILLED | SG | POSITION NEXT-IN-RANK | SG
OFFICE OF THE CORPORATE BOARD SECRETARY
Board Secretary VI* 25 | * Co-terminus with the General Manager 23
Attomey IV 23 {Open
Minutes Officer Il 15 |Open
Research Specialist 16 |{Open
Audio-Visual Systems Technician A 8 |Open
INTERNAL AUDIT
Intemal Auditor V 24 |Intemal Auditor IV 22
intemal Auditor IV 22 |Intemal Auditor Ili 18
Intemal Auditor Il 18 |Intemal Auditor || 15
Intemal Auditor |i 15 [intemal Auditor | 11
Intemal Auditor | 11 |Open
Internal Auditing Assistant 10 |Open
Intemal Control Assistant A 10 |Open
QFFICE OF THE GENERAL MANAGER
Special Assistant to the Comporate Head li* 26 | *Co-terminus with the General Manager
Executive Assistant A* 20 { *Co-terminus with the General Manager
Executive Secretary B* 15 | *Co-terminus with the General Manager
Executive Secretary C* 11 | * Co-terminus with the General Manager
Driver-Mechanic A* 9 | *Co-terminus with the General Manager
OFFICE OF THE AGMs
Senior Executive Assistant* 22 | * Co-terminus with the AGMs
Executive Assistant A* 20 | * Co-terminus with the AGMs
Executive Secretary B* 15 | * Coterminus with the AGMs
Driver-Mechanic A* 9 | *Co-terminus with the AGMs
CORPORATE COMMUNICATIONS
Public Relations Officer V 24 |Public Relations Officer IV 22
Public Relations Officer IV 22 lInformation Officer IV 20
Information Officer IV 20 {Open
Public Relations Assistant Il 10 |Open
Senior Photographer 10 |Open
CORPORATE PLANNING

Division Manager A 24 |Comorate Planning Chief 22
Cotporate Planning Chief 22 |Senior Corporate Planning Specialist 19

Supervising Researcher-Analyst 18

Supervising Statistician 18
Senior Corporate Planning Specialist 19 |Senior Cormporate Planning Analyst 16
Senior Corporate Planning Analyst 16 |Corporate Planning Analyst A 13
Corporate Planning Analyst A 13 |Open
Supervising Researcher-Analyst 18 |Open
Supervising Statistician 18 |Statistician A 13
Statistician A 13 |Open
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POSITION TO BE FILLED | SG | POSITION NEXT-IN-RANK | SG
INFORMATION AND COMMUNICATON TECHNOLOGY
Management Information/Systems Development
Division Manager A 24 |Chief A 22
Management Information/Systems Development Management Information/Systems Design
Chief A 22 |Specialist A 19
Management Information/Systems Development Management Information/Systems Design
Specialist A 19 |Specialist B 18
Management Information/Systems Development Senior Management/Information Systems
Specialist B 18 |Analyst 16
Senior Management/Information Systems Senior Management/Information Systems
Analyst 16 |Researcher 14
Senior Management/Information Systems
Researcher 14 |Management Information/Systems Researcher 12
Management/Information Systems Researcher 12 |Open
Document Analyst 1| 15 |Open
Researcher-Analyst A 13 |Open
Senior Electronics Communications Systems
Technician 11 |Open
PORT MANAGEMENT SYSTEMS & ORGANIZATIONAL DEVELOPMENT
Division Manager A 24 |Chief Management Specialist 22
Chief Management Specialist 22 |Senior Management Specialist 19
Senior Safety Specialist 19
Senior Management Specialist 19
Senior Management Specialist 19 |[Management Specialist || 16
Senior Safety Specialist 19 |Management Specialist H 16
Senior Management Specialist 19 |Management Specialist I 16
Management Specialist |l 16 |[Management Specialist | 13
Management Specialist | 13 |Open
Senior Researcher-Analyst B 15 [Open
PORT OPERATIONS & SERVICES
Division Manager A 24 |Port Operations Chief 23
Port Operations Chief 23 |Port Operations Specialist 18
Port Operations Specialist 18 |Port Operations Analyst A 15
Port Operations Analyst A 15 |Open
Chief Safety Officer 22 |[Senior Safety Specialist 19
Senior Safety Specialist 19 |Safety Specialist 16
Safety Specialist 16 |Open
Environmental Management Chief 20 |Environmental Specialist A 18
Environmental Specialist A 18 |Environmental Specialist B 16
Environmental Specialist B 16 |Open
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POSITION TO BE FILLED

| SG |

POSITION NEXTAN-RANK

SG

COMMERCIAL SERVICES

Division Manager A 24 |Port Operations Chief 23
Port Operations Chief 23 |Supervising Financial Specialist 20
Senior Economic Development Specialist 18
Business Development Specialist 18
Marketing Specialist 18
Data Analyst il 18
Business Development Specialist 18 |[Business Development Analyst A 13
Business Development Analyst A 13 |Open
Marketing Specialist 18 [Marketing Officer A 16
Marketing Officer A 16 |Marketing Analyst A 13
Marketing Analyst A 13 |Open
Creative Arts Specialist il 15 {Open
Port Operations Chief 23 |Supervising Research-Specialist 20
Senior Research-Specialist 19
Senior Economist A 18
Data Analyst |l 18
Estate Management Specialist 15 |Estate Management Officer 13
Estate Management Officer 13 |Open
Port Operations Chief 23 |Supervising Financial Specialist 20
Senior Economic Development Specialist 19
Senior Tariff Specialist 18
Data Analyst I 18
Senior Tariff Specialist 18 |Tarnff Specialist Il 15
Tariff Specialist |l 15 |Research-Analyst A 13
Research-Analyst A 13 |Open
INTERNAL SECURITIY AFFAIRS / PORT POLICE
Chief Civil Security Officer (Chief Port Police
Division Manager A (Port Police Superintendent) | 24 {Officer) 22
Chief Civil Security Officer (Chief Port Police Civil Security Officer A (Senior Port Police
Officer) 22 linspector) 18
Civil Security Officer A (Senior Port Police
Inspector) 18 ]Civil Security Officer B (Port Police HI) 15
Civil Security Officer B (Port Police 1il) 15 | Civil Security Officer C (Port Police I1) 13
Civil Security Officer C (Port Police I1) 13 |Industrial Security Officer 11
Industrial Security Officer 11 |Open
PPA TRAINING INSTITUTE
Division Manager A 24 |Training Specialist |V 22
Training Specialist 1V 22 !Training Specialist |l 18
Training Specialist HI 18 |Training Specialist || 15
Training Specialist || 15 |Researcher-Analyst A 13
Researcher-Analyst A 13 |Open
Senior Researcher-Analyst A 16 |[Researcher-Analyst A 13
Researcher-Analyst A 13 [Open
Senior Libraran 15 |Open
Property Officer B 12 |Open
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POSITION TO BE FILLED | SG | POSITION NEXT-IN-RANK | SG
ENGINEERING
Division Manager A 24 |Prncipal Engineer A 22
Principal Engineer A 22 |Principal Engineer C 20
Principal Engineer C 20 |Supervising Engineer A 18
Supervising Engineer A 18 |Open
Engineering Assistant A 10 |Open
Chief Economist 22 {Supervising Economist 20
Supervising Economist 20 |Senior Economist A 18
Environmental Specialist A 18 |Open
Port Operations Specialist 18 |Open
Senior Financial Planning Specialist 20 [Financial Planning Specialist B 18
Financial Planning Specialist B 18 [Open
Principal Architect B 20 {Open
Administrative Services Officer A 16 |Open
Researcher-Analyst A 13 |Open
Supervising Draftsman 12 |Open
Survey Aide A 6 |Open
Launch Master 13 |Open
Senior Welder 10 jOpen
Quartermaster 8 [Open
Boatswain 6 |Open
Engineman 6 |Open
Seaman 3 [Open
Qiler 3 |Open
Electronics Communication Systems Technician
Electronics Communication Systems Operator A 11 {B 6
Electronics Communication Systems Technician
B 6 |Open
Transport Electrician 6 |Open
TREASURY
Division Manager A 24 |Cashiering Services Chief A 22
Cashiering Services Chief A 22 |Supervising Cashier 19
Supervising Cashier 19 |Cashier A 16
Cashier A 16 |Cashier B 14
Cashier B 14 |Open
Senior Cashier 18 |Open
Senior Corporate Accounts Analyst 15 |Open
Cormporate Finance Services Chief 22 |Treasury Management Specialist A 18
Senior Credit/Collection Officer 17
Senior Corporate Accounts Analyst 15
Taxation Specialist 16
Supervising Insurance/Risk Officer 18
Supervising Insurance/Risk Officer 18 |Senior Insurance/Risk Analyst A 15
Senior Insurance/Risk Analyst A 15 |Open
Treasury Management Specialist A 18 |Open
Senior Credit/Collection Officer 17 {Open
Senior Cormporate Accounts Analyst 15 |Open
Taxation Specialist 16 |Open
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POSITION TO BE FILLED ] SG | POSITION NEXT-IN-RANK SG
CONTROLLERSHIP

Division Manager A 24 |Comorate Finance Services Chief 22

Cormporate Finance Services Chief 22 |Senior Corporate Accountant A 18

Cormporate Budget Specialist A 18

Supervising Fiscal Examiner 18

Senior Corporate Accountant A 18 [Corporate Budget Analyst A 15

Senior Corporate Accounts Analyst 15

Comporate Budget Specialist 18 |Corporate Budget Analyst A 15

Corporate Budget Analyst A 15 |Comporate Accounts Analyst 13
Senior Financial Planning Analyst 15 |Open

Supeyvising Fiscal Examiner 18 |Clearing Officer IV 16
Clearing Officer IV 16 |Open

Senior Comporate Accounts Analyst 15 |Corporate Accounts Analyst 13
Corporate Accounts Analyst 13 |[Open

Senior Data Encoder-Controller 11 {Data Encoder-Controller 10
Data Encoder-Controller 10 |Open
Senior Accounting Processor B 10 |Open

LEGAL SERVICES

Attomey V 25 |Attomey IV 23

Attomey IV 23 |Attomey |l 21
Attomey |1l 21 |Open

Senior Researcher-Analyst B 15 |Senior Researcher-Analyst B 15
Researcher-Analyst A 13 |Open
Stenographer A 9 |Open

HUMAN RESOURCE MANAGEMENT

Division Manager A 24 |Human Resource Management Officer IV 22

Human Resource Management Officer IV 22 |Human Resource Management Officer | 18

Human Resource Management Officer Ili 18 |Human Resource Management Officer |l 15

Human Resource Management Officer | 15 |Personnel SpecialisttHRMO 13
Personnel Specialist/HRMO 13 |Open
Medical Officer IV* 23 |Open
Medical Technologist | 18 |Open
Nurse H 15 |Open
Nurse |l 15 |Open
Medical Equipment Technician B 11 |Open
Industrial Relations Management Assistant A 10 |Open
Industrial Relations Development Assistant A 10 {Open
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POSITION TO BE FILLED | SG | POSITION NEXT-IN-RANK | SG
ADMINISTRATIVE SERVICES

Division Manager A 24 |Administrative Officer IV 22
Records Management Chief 20
General Services Chief B 19
Property Officer V 22

Administrative Officer |V 22 |Transport Maintenance General Foreman 17
Building Foreman 14

Transport Maintenance General Foreman 17 |Transport Dispatcher A 11

Transport Dispatcher A 11 |Open

Auto Mechanic A 9 |Open

Driver-Mechanic B 7 |Open

Building Foreman 14 [Senior Building Electrician B 10

Senior Building Electrician B 10 |Open

Senior Carpenter 8 |Open

Plumber A 8 |Open

Office Equipment Technician A 8 |Open

Utility Worker A 3 |Open

Records Management Chief 20 |Records Officer IlI 18

Records Officer Il 18 |Open

Reproduction Machine Operator A 7 {Open

Liaison Aide 4 |Open

Administrative Services Assistant A 12 |Open

General Services Chief B 19

Property Officer V 22 |Procurement Officer A 16
Senior Supply Officer 16

Procurement Officer A 16 |Open

Senior Supply Officer 16 |Property Officer A 14

Property Officer A 14 |Open

Storekeeper A 11 {Open

PORT MANAGEMENT OFFICE
POSITION TO BE FILLED ] SG | POSITION NEXT4N-RANK | sG
OFFICE OF THE PORT MANAGER

Attomey IV 23 |Open

Executive Assistant A 20 |Open

Executive Secretary C 11 jOpen

Business Development/Marketing Specialist 18 |Business Development/Marketing Officer A 16

Business Development/Marketing Officer A 16 |{Open

Project Planning & Development Officer A 15 [Open

Supervising Statistician (for PMO-NCR South & NCR+

North) 18 |Statistician A (for PMO-NCR South & NCR-North) 13

Statistician A (for PMO-NCR South & NCR-North) 13 |Open

Environmental Management Chief 20 |Open
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PQSITION TO BE FILLED ] SG ] POSITION NEXT-IN-RANK SG
FINANCE

Division Manager A 24 |Cormporate Finance Services Chief 22

Corporate Finance Services Chief 22 |Senior Corporate Accountant A 18

Senior Cashier 18

Senior Corporate Accountant A 18 |Clearing Officer IV 16

Cormporate Accountant 15

15

Clearing Officer IV 16 |Cormporate Budget Analyst A 13

Insurance/Risk Analyst 13

Corporate Accountant 15 [|Corporate Budget Analyst A 13

Insurance/Risk Analyst 13

Senior Corporate Accounts Analyst 15 |Corporate Budget Analyst A 13

insurance/Risk Analyst 13
Corporate Budget Analyst A 13 |Open
Insurance/Risk Analyst 13 |{Open

Senior Cashier 18 ]Cashier A 16

Cashier A 16 |Cashier B 14
Cashier B 14 |Open
Cashier C (for PMO-NCR North) 12 |Open
Senior Accounting Processor B 10 |Open
Collection Representative A 10 {Open

ADMINISTRATIVE

Division Manager A 24 |Administrative Officer IV 22

Administrative Officer IV 22 |[Human Resource Management Officer [l 18

Supervising Supply Officer 18

Records Officer A 16

General Services Officer A 16

Human Resource Management Officer | 18 |Human Resource Management Officer || 15
Human Resource Management Officer || 15 {Open

Supervising Supply Officer 18 |Procurement Officer B 15
Procurement Officer B 15 {Open
Records Officer A 16 |Open
General Services Officer A 16 |Open
Storekeeper A 11 |Open
Plant Mechanic/Electrician B 10 ]Open
Senior Building Electrician B 10 [Open

REAL ESTATE MANAGEMENT (for PMO-NCR South)

Division Manager A 24 |Port Operations Chief 23

Port Operations Chief 23 |Supervising Estate Management Specialist 18
Supervising Estate Management Specialist 18 |Open
Insurance / Risk Analyst 13 |Open

TECHNICAL SERVICES (for PMO-NCR North)

Division Manager A 24 |Port Operations Chief 23

Port Operations Chief 23 |Port Operations Specialist 18
Port Operations Specialist 18 |Open
Safety Specialist 16 |Open

ENGINEERING SERVICES

Division Manager A 24 |Principal Engineer A 22

Principal Engineer A 22 |Supervising Engineer A 18

Supervising Engineer A 18 |Senior Engineer A 16
Senior Engineer A 16 |Open
Construction Foreman A 15 {Open
Engineering Assistant A 10 [|Open
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POSITION TO BE FILLED | SG ] POSITION NEXT-IN-RANK | SG
PORT POLICE
Chief Civil Security Officer (Chief Port Police
Division Manager A (Port Police Superintendent) | 24 |Officer) 22
Chief Civil Security Officer (Chief Port Police Civil Security Officer A (Senior Port Police
Officer) 22 |Inspector) 18
Civil Security Officer A (Senior Port Police
Inspector) 18 | Civil Security Officer B (Port Police Officer Ill) 15
Civil Security Officer B (Port Police Officer Ill) 15 | Civil Security Officer C (Port Police Officer ll) 13
Civil Security Officer C (Port Police Officer Il) 13 |Industrnal Security Officer (Port Police Officer ) 11
Industrial Security Officer (Port Police Officer l) 11 |Open
PORT SERVICES
Division Manager A 24 }Temminal Supervisor A 23
Teminal Supervisor A 23 |Senior Teminal Operations Officer 18
Senior Temminal Operations Officer 18 |Teminal Operations Officer A 16
Terminal Operations Officer A 16 |Port Operations Analyst A 15
Port Operation Specialist (for PMO-NCR North
MICT) 18 {Port Operations Analyst A 15
Port Operations Analyst A 15 |Open
Port Operations Analyst B 13 |Open
Harbor Master 23 |Open
Harbor Operations Officer 16 [Open
Chief Safety Officer 22 |Open
Environmental Specialist A 18 [Open
VESSEL TRAFFIC SERVICES (for PMO-NCR North & PMO-Batangas)
Senior Harbor Operations Officer (for PMO-NCR
Division Manager A 24 |North) 18
Senior Harbor Operations Officer (for PMO-NCR
North) 18 |Harbor Operations Officer 16
Marine Engineer B 15 |Open
Launch Master 13 |Open
Quartermaster 8 |Open
TERMINAL MANAGEMENT OFFICE

Division Manager B 23
Division Manager C 22
Division Manager D 21

VARIOUS 1ST LEVEL POSITIONS

Executive Secretary C 11 jOpen
Computer Operator 9 {Open
Clerk-Processor A 8 {Open
Driver-Mechanic B 7 {Open
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TABLE OF ASSIGNED PERCENTAGE WEIGHTS

EDUCATION (15%)

TRADES, CRAFTS, LABORER AND CUSTODIAN POSITIONS UNDERTHE

CTEGORY I, 11 & 1l

ANNEX B

Education Percentage Points
Weight Credit
Elementary Undergraduate 80 12.00
Grade 6-7 85 12.75
Grade 8-9 90 13.50
Grade 10-11 95 14.25
High School Graduate 100 15.00
FIRST LEVEL POSITIONS
Education Percentage Points
Weight Credit
72 units in college or minimum 80 12.00
educational requirement
90 units in college 85 12.75
100-140 units in college 90 13.50
Bachelor's Degree 100 15.00
SECOND LEVEL POSITIONS (SG-23 & BELOW)
Education Percentage Points
Weight Credit
Bachelor's Degree — minimum 80 12.00
requirement
Completed at least 30 units and 90 13.50
above of Master's Degree
Master's Degree 100 15.00
SECOND LEVEL POSITIONS (SG-24 & UP)
Education Percentage Points
Weight Credit
Master's Degree or 80 12.00
CSC C-Pro Graduate — minimum
requirement
Completed at least 39 units and 90 13.50
above of Doctorate Degree
Doctorate Degree 100 15.00




. RELEVANT EXPERIENCE (25%)

Relevant Experience in Excess Percentage Points
of Minimum Weight Credit

*Minimum requirement per QS 50 12.50
1 month — 24 months 60 15.00
25 months — 48 months 70 17.50
49 months — 72 months 80 20.00
73 months — 96 months 90 22.50
97 months — 120 months 100 25.00

Note:

For positions with Qualification Standards (QS) not requiring relevant training
and relevant experience and/or classified as “Entry-level Positions” the
maximum points (100%) shall be given to Education, Training and Experience

. RELEVANT TRAINING (5%)

TRADES, CRAFTS, LABORER AND CUSTODIAN POSITIONS UNDER THE
CATEGORY I, Il & 1l

Training in Excess of Minimum Percentage Points
Weight Credit
*Minimum requirement per QS 60 3.00
1 to 8 hours 80 4.00
9 to 16 hours 85 4.25
17 to 24 hours 90 4,50
25 to 32 hours a5 4,75
33 hours or more 100 5.00
FIRST/SECOND LEVEL
Training in Excess of Minimum Percentage Points
Weight - Credit
4 to 8 hours 60 3.00
9 to 15 hours 70 3.50
16 to 24 hours 80 4.00
25 to 32 hours 90 4.50
33 hours or more 100 5.00




Iv.

EXAMINATION
Outsider Applicants (20%)

Type Level

Cognitive | Trades & Crafts

(10%) Rank & File/Technical/Specialist/Officer Level (SG-19 & down)
Supervisor/Managerial (SG-20 & up)

Skills Rank & File/Technical/Specialist/Officer Level (SG-19 & down)

(10%) Supervisor
Managerial

EOPT Top five (5) candidates or the shortlisted applicants for
endorsement to the General Manager after HRMD'’s review

Insider Applicants (10%)

Type Level
Skills Rank & File/Technical/Specialist/Officer Level (SG-19 & down)
(10%) Supervisor
Managerial
EOPT Top five (5) candidates or the shortlisted applicants for
endorsement to the General Manager after HRMD's review

Cognitive Test

Trades & Crafts and
Rank & File/Technical/Specialist/Officer Level

Percentile Numerical Adjective Rating Remarks
Range Equivalent
1st— 1Qth 10 Poor Failed

11th — 30t 25 Below Average aie
31st—40 40 Low Average
415t — 59t 55 Average
60! — goth 70 High Average Passed
70th — goth 85 Above Average

90 — above 100 Superior




Supervisory/Managerial

Percentile Numerical Adjective Rating Remarks
Range Equivalent
st 7th 20 Poor .
gth — 31st 40 Below Average Failed
32M — ggth 60 Average
70t —93n 80 High Average Passed
94" — above 100 Superior
Skills Test
Percentile Numerical Adjective Rating Remarks
Range Equivalent
st — 7th 20 Poor .
gth — 31st 40 Below Average Failed
32nd — ggth 60 Average
70t — 93rd 80 High Average Passed
94" — above 100 Superior

For positions requiring Job-related Skills Test, the raw score will replace the

percentile range, which will be the basis to identify the points to be given.

For Port Police positions, the average of the raw scores of both tests shall be

multiplied by 10% to be indicated in the Individual Assessment Form. Per PPD

guidelines, please take note of the following:

Technical Test - Passing rate is 70%*
*Based on PPA MO No. 03-2016 Revised Guidelines and Procedures on the Hiring

and/or Filling-up of the Port Police Positions, Item 5.3.2.2

Agility Test - Passing rate is 70% for male & 50% for female**
**Based on PPA MO No. 03-2016 Revised Guidelines and Procedures on the Hiring

and/or Filling-up of the Port Police Positions, Item 5.3.2.3




V. PERFORMANCE (20%)

Performance rating in the latest IPCR (one rating period) of the insider applicant will
be given 20% weight in the Individual Assessment Form.

VI. OUTSTANDING ACCOMPLISHMENTS (5%)

Type of Award Points
Presidential or Lingkod Bayan Award 5%
Outstanding Public Official/Employee or Dangal ng Bayan Award 5%
Civil Service Commission or the Pag-Asa Award 5%
Finalist of CSC National Awards 4%
Government/Private Agency, Institutions or NGO Award 3%
PPA/Agency Award — PPA PRAISE 3%
PPA/Agency Award — others 3%




TYPES OF TEST PER POSITION/LEVEL

ANNEX C

, SKILLS
# RC POSITION TITLE SG| LEVEL ( Outsfi:c(i)ec:':\l:“lliiants) (Insider/Outsider
P Applicants)
. Abstract Reasoning .
1 |DSD Oiler 3] 1st Assessment (ARA) Job-related Skills Test
Abstract Reasoning .
2 |DSD Seaman 3 1st Assessment (ARA) Job-related Skills Test
are Abstract Reasoning .
3 |ASD/PMO Utility Worker A 31 st Assessment (ARA) Job-related Skills Test
4 |EXEC/ASDIPMO  |Liaison Aide 4| 1st | AbstractReasoning |, - od skills Test
Assessment (ARA)
. Abstract Reasoning .
5 |DSD Boatswain 6 1st Assessment (ARA) Job-related Skills Test
Electronics Communication Abstract Reasoning .
6 |DSD Systems Technician B 6 st Assessment (ARA) Job-related Skills Test
. Abstract Reasoning .
7 |DSD Engineman 6] 1st Assessment (ARA) Job-related Skills Test
. Abstract Reasoning .
8 |DSD Survey Aide A 6| 1st Assessment (ARA) Job-related Skills Test
- Abstract Reasoning
9 |DSD Transport Electrician 6 1st Assessment (ARA) Job-related Skills Test
10 |ALL Driver-Mechanic B 7| 1st | AbstactReasoning |, .\ iod Skills Test
Assessment (ARA)
11 |asD Reproduction Machine Operator 7 1st Abstract Reasoning Job-related Skills Test
A Assessment (ARA)
12 loces Audio-Visual Systems Technician 8 1st Abstract Reasoning Job-related Skills Test
A Assessment (ARA)
Basic Mental Ability . .
13 JALL Clerk-Processor A 8| 1st Assessment (BMAA) Clerical Perception Test
o . Basic Mental Ability . .
14 |IAD Internal Auditing Assistant 8 1st Assessment (BMAA) Clerical Perception Test
. . - Abstract Reasoning .
156 |ASD Office Equipment Technician A 8] 1st Assessment (ARA) Job-related Skills Test
Abstract Reasoning .
16 |ASD Plumber A 81 1st Assessment (ARA) Job-related Skills Test
17 |DSD/PMO Quartermaster g| 1st | AbstractReasoning | ;.\ o ied Skills Test
Assessment (ARA)
. Abstract Reasoning .
18 |ASD Senior Carpenter 8] 1st Assessment (ARA) Job-related Skills Test
19 [AsD Auto Mechanic A 9| 1st | AbstractReasoning | ;. o\ied skills Test
Assessment (ARA)
Basic Mental Ability , .
20 |AGMFLA Computer Operator 9] 1st Assessment (BMAA) Clerical Perception Test
21 [ExEC Driver-Mechanic A 9| 1st | AbstractReasoning |, 1 ed skills Test
Assessment (ARA)
Electronics Communications Basic Mental Ability . .
22 |PMO Systems Operator B 91 1st Assessment (BMAA) Clerical Perception Test
Abstract Reasoning . .
23 [LSD Stenographer A 9] 1st Assessment (ARA) Clerical Perception Test
. . Basic Mental Ability . .
24 |PMO Collection Representative A 10] 1st Assessment (BMAA) Accounting Skills Test
Basic Mental Ability . .
25 |CD Data Encoder-Controller 10| 1st Assessment (BMAA) Clerical Perception Test
. . . Basic Mental Ability . .
26 |HO/PMO Engineering Assistant A 10| st Assessment (BMAA) Clerical Perception Test
Industrial Relations Development Basic Mental Ability . .
27 |HRMD Assistant A 10] st Assessment (BMAA) Clerical Perception Test
Industrial Relations Management Basic Mental Ability . .
28 |HRMD Assistant A 10| 1st Assessment (BMAA) Clerical Perception Test
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TYPES OF TEST PER POSITION/LEVEL

ANNEX C

SKILLS
# RC POSITION TITLE SG|LEVEL (Outsgc(l)e?rli;r':iants) {Insider/Outsider
P Applicants)
. Basic Mental Ability . .
29 [IAD Internal Control Assistant A 10 st Assessment (BMAA) Clerical Perception Test
30 |PMO Plant Mechanic/Electrician B 10f 1st Abstract Reasoning Job-related Skills Test
Assessment (ARA)
. . . Basic Mental Ability .
31 |cCs Public Relations Assistant il 10| 1st Assessment (BMAA) Grammar Skills Test
. . Basic Mental Ability . .
32 |[HO/PMO Senior Accounting Processor B |10] 1st Assessment (BMAA) Accounting Skills Test
33 [ASD/PMO Senior Building Electrician B~ |10| 1st | APStractReasoning |\ o 04 Skills Test
Assessment (ARA)
. Abstract Reasoning .
34 |CCS Senior Photographer 10] 1st Assessment (ARA) Job-related Skills Test
35 |psp Senior Welder 10| 1st | AbstractReasoning | ;. o\ ted Skills Test
Assessment (ARA)
Electronics Communication Basic Mental Ability . .
36 |DSD Systems Operator A 11] st Assessment (BMAA) Clerical Perception Test
. Basic Mental Ability . .
37 |ALL Executive Secretary C 11| st Assessment (BMAA) Clerical Perception Test
. . . Basic Mental Ability Technical and Agility
38 |PMO Industrial Security Officer 11| 2nd Assessment (BMAA) Test
. Basic Mental Ability . .
39 |IAD Internal Auditor ! 11| 2nd Assessment (BMAA) Clerical Perception Test
: , - Basic Mental Ability .
40 |HRMD Medical Equipment Technician B 11| 1st Assessment (BMAA) Job-related Skills Test
. Basic Mental Ability . .
41 |CD Senior Data Encoder-Controller |11 1st Assessment (BMAA) Clerical Perception Test
Senior Electronics Basic Mental Abili
42 |ICTD/PMO Communications Systems 11] 1st y Digital Literacy Test
. Assessment (BMAA)
Technician
Abstract Reasoning .
43 |ASD/PMO Storekeeper A 11} st Assessment (ARA) Job-related Skills Test
. Abstract Reasoning .
44 |ASD Transport Dispatcher A 11| st Assessment (ARA) Job-related Skills Test
Administrative Services Assistant Basic Mental Ability . .
45 |ASD A 12| 1st Assessment (BMAA) Clerical Perception Test
. Basic Mental Ability . .
46 |PMO Cashier C 12| 2nd Assessment (BMAA) Accounting Skills Test
Management Basic Mental Ability - .
47 |ICTD Information/Systems Researcher 12 2nd Assessment (BMAA) Digital Literacy Test
. Basic Mental Ability .
48 |PPATI Property Officer B 12| 2nd Assessment (BMAA) Grammar Skills Test
. Basic Mental Ability Mechanical
49 |PCMD Supervising Draftsman 12] st Assessment (BMAA) Understanding Test
. Basic Mental Ability .
50 [CSD Business Development Analyst A [13| 2nd Assessment (BMAA) Grammar Skills Test
- . . Basic Mental Ability Technical and Agility
51 |PPD/ISAS/PMO Civil Security Officer C 13] 2nd Assessment (BMAA) Test
Basic Mental Ability . .
52 |CD Corporate Accounts Analyst 13] 2nd Assessment (BMAA) Accounting Skills Test
Basic Mental Ability . .
53 |PMO Corporate Budget Analyst 13] 2nd Assessment (BMAA) Accounting Skills Test
: Basic Mental Ability . .
54 |CPD Corporate Planning Analyst A 13| 2nd Assessment (BMAA) Accounting Skills Test
. Basic Mental Ability .
55 |CsD Estate Management Officer 13| 2nd Assessment (BMAA) Grammar Skills Test
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TYPES OF TEST PER POSITION/LEVEL

ANNEX C

# RC POSITION TITLE SG| LEVEL (om::;c::'::l’ifants) (Insidse’:_;lc_)l::sider
Applicants)

56 |PMO Insurance / Risk Analyst 13| 2nd za::::r"n‘:::f:xﬂ% Accounting Skills Test
57 |Dsp/PMO Launch Master 13| st xz:zg;ﬁffzg:? Job-related Skills Test
58 |PMSODD Management Specialist | 13| 2nd ABs asizsﬁr:f:gﬁm) Grammar Skills Test
50 [csp Marketing Analyst A 13| 2nd f;ﬂ:sm’:f:é\sﬂ% Grammar Skills Test
60 [HRMD Personnel SpecialistHRMO 13| 2nd zaszizs':”nz':f;;&ﬂ% Grammar Skills Test
61 |PMO Port Operations Analyst B 13] 2nd f;i:::ﬁ:f}g&ﬂ% Grammar Skills Test
62 |[HO Researcher-Analyst A 13] 2nd ABs asizshfnzr:f:g&iﬂ% Grammar Skills Test
63 |cPD/PMO Statistician A 13| 2nd f;j:;‘:’;’:f}é‘&ﬁ% Accounting Skills Test
64 [PPATI Training Specialist 13| 2nd ;a;':s“r"nee':f:gmg') Grammar Skilis Test
65 |AsD Building Foreman 14| 1st ﬁiigi:;iiﬁf\gz? Job-related Skills Test
66 |TD/PMO Cashier B 14| 2nd fszseizs“r"n:':f:gﬁﬂ% Accounting Skills Test
67 |ASD Property Officer A 14| 2nd fsise'is“fni'lff}é\ﬁ')ﬁf) Grammar Skills Test
68 |ICTD g}e,:ti:;I\SA?easizr:;rglnformation 14| 2nd ABs assei:shr/:\zr:f;é\l\t;gi\tl)\/) Digital Literacy Test
69 |PPDIISASIPMO | Civil Security Officer B 15| 2nd f:;i:s"r"nf:f:é\&w) Tec““iCaT'eaS’t‘d Agility
70 |PMO Construction Foreman A 151 1st ':ZSSZZ::I::‘??XER? Job-related Skills Test
71 |PMO Corporate Accountant 16| 2nd /\Bsasﬂ:shr’lnzr:f:gﬁi:% Accounting Skills Test
72 [csD Creative Arts Specialist I 15| 2nd A’i‘i‘:g&i’:ﬁ:gﬁﬂ% Digital Literacy Test
73 |ICTD Data Analyst-Controller 15| 2nd ABsassei:shr/:g::? :é\a]/';% Digital Literacy Test
74 |CSD Estate Management Specialist 18] 2nd P\Bsassei:s'\rﬂnir:f:g\l\t/)lﬁz) Grammar Skills Test
75 |EXEC Executive Secretary B 15 st f:;tﬁ;’:f}gﬁﬂ% Grammar Skills Test
76 [HRMD/PMO (H)‘f‘f'i:::‘lf‘esw'ce Management |15 ong zﬁgs'\f;':f:g&ﬁ% Grammar Skills Test
77 |1AD Internal Auditor Il 15| 2nd ;‘lﬂ::::::f:g&ﬁ% Accounting Skills Test
) R T TR P i B
79 loces Minutes Officer Il 15| 2nd zzz:s“r’::::fiém% Grammar Skills Test
80 [HRMD Nurse Il 15| 2nd f;ig:&i’:f:xw) Job-related Skills Test
81 |Pospb/pmo Port Operations Analyst A 15| 2nd fs"’ss;:s“r"nz:f:é\ﬁw) Grammar Skills Test
82 |PMO Procurement Officer B 15| 2nd E:;::::‘;?f}g&ﬁ% Grammar Skills Test
83 |PMo SZCZ;;(; roject) Fanning & 15| 2nd f:;t::g:f};ﬂg) Grammar Skills Test
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TYPES OF TEST PER POSITION/LEVEL

ANNEX C

# RC POSITION TITLE SG| LEVEL (omj;f';'::l’isanm (InsI:eKr;lc-)ljsider
Applicants)
84 [TDICDIPMO iﬁ;:ggf”"m‘e Accounts 15| 2nd f:igsﬁee':fzé\mg’) Accounting Skills Test
85 [cD Senior Corporate Budget Analyst | 15/ ang f;ﬂ‘s’s":;’xf:;‘ag% Accounting Skills Test
86 {CD Senior Financial Planning Analyst [15| 2nd fsa:;gs'\r"n‘z:f‘;xw) Accounting Skills Test
87 |TD Senior Insurance / Risk Analyst A |15] 2nd ABsas:Sei:s“rAan::f :é\l\t/)li:;{) Accounting Skills Test
88 |PPATI Senior Librarian 16| 2nd ABs aszi:sh:g:ta :g‘&;’{% Grammar Skills Test
89 [csp Senior Port Tariff Analyst 15| 2nd fsasﬂ:s“:'ni’:f}g&w) Grammar Skills Test
90 [PMSODD/LSD Senior Researcher-Analyst B 15| 2nd :s ai::gg:f:;&ﬂ% Grammar Skills Test
91 |prPATI Training Specialist I 15 2nd f;i:s'\r"ni':f:xﬁ% Grammar Skills Test
92 |PPDD/PCMD/DSD  |Administrative Services Officer A [16] 2nd pizjgs“&z’:fzé\aw) Grammar Skills Test
93 [PMo Dsness DevelopmentMarketing | 1]  2nd :sasf::sm’:f:gm) Grammar Skills Test
94 |TD/PMO Cashier A 16| 2nd fsizigs“:;':f:g&ﬂ% Accounting Skills Test
95 |POSD Environmental Specialist B 16| 2nd /iﬁgs“rﬂ;’:f:g&ﬂ% Grammar Skills Test
96 {PMO General Services Officer A 16| 2nd :;j:&i’::f}é‘&ﬂ) Grammar Skills Test
97 |PMO Harbor Operations Officer 16] 2nd /\Bsassej(s:s'\r/lneer:f zé\;l}l\'% Grammar Skills Test
98 [PMsoDD Management Specialist I 16| 2nd f:’i;":;’:figﬂ% Grammar Skills Test
99 [csp Marketing Officer A 16| 2nd zﬁzs'\r"ni}':f:gﬂ% Grammar Skills Test
100]ASD Procurement Officer A 16| 2nd f;j:::g:f:g&ﬂ% Grammar Skills Test
101|PMO Records Officer A 16| 2nd A[\Bs aszi:s'\rﬂnir:f;gﬁﬂ% Grammar Skills Test
102|0CBS Researcher-Specialist 16] 2nd | e e sy | Grammar Skils Test
103|PosD/IPMO Safety Specialist 16| 2nd AB;’SZES“;‘;':?:Q&E\% Grammar Skills Test
104|cPD /S\:::;;tcmpmate Planning 16| 2nd Aiiﬂlﬁ?ﬂé\ﬂ% Grammar Skills Test
105]PMO Senior Engineer A 16] 2nd ABsa:e::shrAnzr:f :é\l\tl,liz% Undxzf::tgg ITest
106|CD/PMO Senior Fiscal Examiner A 16| 2nd A‘Bsasij:s'\:i::tazgaﬁ% Accounting Skills Test
107]icTD :j:::;“s"i’:\z?:ge"‘ Information/ | 16! ong p'?sasi'zs“r"n‘zmém% Digital Literacy Test
108|PPATI Senior Researcher-Analyst A 16] 2nd ABs a;;g::g:f;;ﬁg% Grammar Skills Test
109|ASD Senior Supply Officer 16| 2nd fsij:s“fn‘zrgf:g‘&w) Grammar Skills Test
11070 Taxation Specialist 16] 2nd pia:eizs"r"n‘;’:f‘:gﬁli% Accounting Skills Test
111{PMO Terminal Operations Officer A 16] 2nd f;sei:s“:g:ta :g&i{% Grammar Skills Test
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TYPES OF TEST PER POSITION/LEVEL

ANNEX C

# RC POSITION TITLE SG| LEVEL (omgg’e‘f':;‘l’isam) (lnsidse}:;;t?sider
Applicants)
112|1D Senior Credit/ Collection Officer [17| 2nd fsass;:s“r"n‘::f}éﬂ% Accounting Skills Test
113|AsD ;:;2::’:: Maintenance General || ’:Zztzngfzgx’ Job-related Skills Test
114|CSD Business Development Specialist | 18] 2nd ABsisei:s“rﬂan:f:BAlaﬂZ) Grammar Skills Test
115/PMO 2:22:;;De"e'°pme""Ma’ke““9 18| 2nd /fsa;:‘s’s“r"n‘z:figﬁﬂ% Grammar Skills Test
116|PPD/ISAS/IPMO | Civil Security Officer A 18| 2nd f;’j;g::g:f:g&lﬁ% Te°h"i°i':s':d Agility
117|CD Corporate Budget Specialist A 18] 2nd /\Bsasiei(s:s'\rﬂneer:ta'(é\l\t/)lw) Accounting Skills Test
118|csp Data Analyst I 18| 2nd g’sj‘s’s“r"n‘:’:f:;m% Grammar Skills Test
119|POSD/PPDD/PMO  |Environmental Specialist A 18| 2nd fsasigs"r"n‘:':f‘;g,aﬂ% Grammar Skills Test
120|PPDD Financial Planning Specialist B 18] 2nd f;i::s'\r/lni':ta ;g\l\l/)l::tﬁ}:) Accounting Skills Test
121|HRMD g;'f'i‘;::‘lﬁe””“’e Management |1a1 ong f;j:s“r";’:fzé\aﬂ\% Grammar Skills Test
122[1AD Internal Auditor I 18| 2nd fszizsﬁ“nfe’:fzé‘aw) Accounting Skills Test
R e L e T
124|csD Marketing Specialist 18| 2nd fs‘:f::s“r"nzr:tazé\&m Grammar Skills Test
125|POSD/PPDD/PMO  |Port Operations Specialist 18| 2nd p'?s"siizs“:]‘:’:fzé‘“‘;m) Grammar Skills Test
126|ASD Records Officer i 18| 2nd fszﬂgsﬁ’:f‘:gm% Grammar Skills Test
127|TD/PMO Senior Cashier 18| 2nd g’sjgs“rﬁ':fzé\aw) Accounting Skills Test
128|CD/PMO Senior Corporate Accountant A [18] 2nd /\Bsasj:sl\rnnz:? :é\ht/)l;lfl)\,) Accounting Skills Test
120|csD ggzic‘:;'i?mmic Development | 18] 5ng fs‘:ﬂ:s":;’:f:ém% Accounting Skills Test
130|csp Senior Economist A 18| 2nd zaigs'\r";’:f:gﬂ% Accounting Skills Test
131|PPDD Senior Economist A 18] 2nd A\Bsisei:sl\rﬂneer:ta:ghag\iz) Accounting Skills Test
132|PMO Senior Harbor Operations Officer (18| 2nd iiﬂiﬂi’:f}é‘ﬁﬂ% Grammar Skills Test
133|csD Senior Port Tariff Specialist 18| 2nd piasj:s"r"nzr:tazé\m%’) Grammar Skills Test
134|cPD/PMO Senior Statistician 18| 2nd f;j:s'\r";':f:gﬁﬂk') Accounting Skills Test
135|PMO (S)‘f"f'l‘c':'r Terminal Operations 18| 2nd /iiiigs“r"nzr:f;é\;m) Grammar Skills Test
136|PPDD/PCMD/PMO  |Supervising Engineer A 18| 2nd fsaszigs":;’:ta:g&ﬁ% on dg’:ztc:: d”iif;g_est
137|PMO gzgiir;’:fsitng Estate Management | gl 5 g fsasizs':“nf:f‘zé\sg% Grammar Skills Test
138|CD Supervising Fiscal Examiner 18] 2nd ABs asj:sl\r':g:f :é\l\aﬂ% Accounting Skills Test
139l1D g‘f‘f‘i’:e':’ismg Insurance/ Risk 18| 2nd piasi:s“r’:g:f‘:gﬁﬂ% Accounting Skills Test
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TYPES OF TEST PER POSITION/LEVEL

ANNEX C

# RC POSITION TITLE SG| LEVEL (oms?;?:i'::(ifants) (Insidselﬁ;(l;)lt-l?sider
Applicants)
140|cPD Supervising Researcher-Analyst |18| 2nd fsasjzs'\r"nfa’:f:é‘s')&’) Grammar Skills Test
141|PMO Supervising Supply Officer 18] 2nd f;j:::g:f :é\;ﬂ% Grammar Skills Test
142|PPATI Training Specialist Il 18| 2nd fsf‘e'zs"r'i’:fzé\m{) Grammar Skills Test
143{TD Jeasury Management Specialist | g/ nq i‘;ﬂg:ﬁ;’:ﬁ:gﬁﬂ% Accounting Skills Test
144{ASD General Services Chief B 19| 2nd zass::s"r”ni’:f:gﬁw) Grammar Skills Test
T R e L e T
146|cPD gzg'c‘?;f;‘t’rpmate Planning 19| 2nd fs?e"s‘s"r"n‘::f‘:gh’;‘/'\‘g’) Grammar Skills Test
147|csD ggg::‘i’;li?mmic Development 101 5ng p‘iizigs"r"n‘::f:gﬁw) Grammar Skills Test
148[PMsODD az:'ggfg‘;';‘t’g";:g;:st 19| 2nd /iiﬂis“fni".fﬂé\&'i% Grammar Skills Test
149|PMSODD Senior Management Specialist  |19| 2nd fsasﬂzs"r"n‘::f:g&w) Grammar Skills Test
150|csD Senior Research-Specialist 19| 2nd zai:s"r"n‘;':f};‘“‘;ﬂ% Grammar Skills Test
151|POSD/IPMSODD  [Senior Safety Specialist 19| 2nd fszzizs'\r"n‘::f‘:xf&') Grammar Skills Test
152|TD Supervising Cashier 19| 2nd fsfei:s"r"nfe’:f‘:g&‘x% Accounting Skills Test
153|POSD/PMO E:;’:f"mema' Management 20| 2nd Agsrzisc:r'nz:it"('g'}% Supervisory Skills Test
154{EXEC/PMO Executive Assistant A 20| 2nd AS:::;L ::it"('g’}gA) Supervisory Skills Test
155|ccs Information Officer IV 20| 2nd Ag:‘::{;:ﬂit“('gﬁ‘&) Supervisory Skills Test
156|PPDD Principal Architect B 20| 2nd Ags'gf:r'nz:'t"('g’}% Supervisory Skills Test
157|PPDD/PCMD/DSD  |Principal Engineer C 20| 2nd Ags";'::r’nTe:'t"(kC"}i) Supervisory Skills Test
158|ASD Records Management Chief ~ |20| 2nd Ag::;":;:i":g’}% Supervisory Skills Test
159|PPDD g;g:?;g{‘a“da' Planning 20| 2nd Agsr:f:r'nz:'t”(kgg) Supervisory Skills Test
160|PPDD Supervising Economist 20| 2nd Ag::f:;:'t"('g’}% Supervisory Skills Test
161|CSD Supervising Financial Specialist |20] 2nd Agsrzi::rlnz:itn('gq%) Supervisory Skills Test
162|CsSD Supervising Research-Specialist |20 2nd Agsn:iscsarlnz:itn(lgr}% Supervisory Skills Test
163[LsD Attorney Il 21| 2nd A:s":i::r'n::it"('g'}i) Supervisory Skills Test
164|PMO Division Manager D 21| 2nd Ag::f:r'nz:'t“('gq%) Managerial Skills Test
165|ASD/PMO Administrative Officer IV 22| 2nd A‘:;gf:r:nz:'t"('g'}i) Supervisory Skills Test
166|TD Cashiering Services Chief A 22| 2nd Ag:::::rg:itn('gr}i) Supervisory Skills Test
167|PPD/ISAS/PMO gg':;gz’c"esgfﬁ‘f;% Officer (Chief | 5| ond Ag;zis":;;:it"(‘gr}% Supervisory Skills Test
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TYPES OF TEST PER POSITION/LEVEL

ANNEX C

# RC POSITION TITLE SG|LEVEL| omng'::;‘(ifants) (Insidse}:;(L)lt-l?sider
Applicants)
168|PPDD Chief Economist 22| 2nd Ag::f:;l:i"('g’;% Supervisory Skills Test
169|PMSODD Chief Management Specialist |22 2nd Ags":s":r'n Z’r‘]it"('g"&) Supervisory Skills Test
170|POSD/PMO Chief Safety Officer 22| 2nd Ag::f;';:i”:g’}% Supervisory Skills Test
171{TDICDIPMO Corporate Finance Services Chief|22| 2nd Ags':i::r'n::it"('g’l&) Supervisory Skills Test
172|CPD Corporate Planning Chief 22| 2nd AS::LC:;Z:itn(lgqg\) Supervisory Skills Test
173|PMO Division Manager C 22| 2nd Agsrieﬂscsar:'rz:itn('g?rg\) Supervisory Skills Test
174|PMO Estate Management Chief 22| 2nd Ags‘:f:r'nlﬂit"(kc"l&) Managerial Skills Test
175|HRMD g;’;::‘lse“”“’e Management  f,[ ong Ag:‘::f'nz:it"('g’}% Supervisory Skills Test
176|1aD Internal Auditor IV 22| 2nd Agsr gf:r'nz:'t”(kc"}% Supervisory Skills Test
o[l | Ol oy e
78| OP/POMDIDSDP o ipal Engineer A 22| 2nd Ags’:'::r'nz:'t"('g'}% Supervisory Skills Test
179|AsD Property Officer V 22| 2nd Agsr::f:r:;:'t"('g’}% Supervisory Skills Test
180lccs Public Relations Officer IV 22| 2nd Agsrgf:rg:ltng}%\) Supervisory Skills Test
181|EXEC Senior Executive Assistant 22| 2nd Ag;:is‘::;z:itn(!g}i) Supervisory Skills Test
182[PPATI Training Specialist IV 22[ 2nd Ag:;f:;z:'t"(kc"}% Supervisory Skills Test
183|OCBS/LSD/PMO  |Attomey IV 23| 2nd Agsrietzi::rln::itn(kciq'g/\) Supervisory Skills Test
184|csD Business Development Chief A |23| 2nd Agi‘::r'nl:'t"('g’}% Supervisory Skills Test
185|PMO Division Manager B 23| 2nd Ag::f:;z:i“('g’}% Managerial Skills Test
186|CSD Estate Management Chief 23] 2nd Ag:eﬁsc:,:,z:itn(k(i;r‘}%) Supervisory Skills Test
187|PMO Harbor Master 23| 2nd Aggfizm"(ﬂ'}% Supervisory Skills Test
188|HRMD Medical Officer IV* 23| 2nd Agg's“’:r:g:'t"('g’}i) Supervisory Skills Test
189|POSD Port Operations Chief 23| 2nd Ag:;f:;::‘t”('g’g) Supervisory Skills Test
190|csD Port Tariff Chief 23| 2nd Aggi::r'nz:'t"(kc"lr% Supervisory Skills Test
191|PMO Terminal Supervisor A 23] 2nd Ag:iscsarlnz:itn(lgr}i) Supervisory Skills Test
192|ALL Division Manager A 24| 2nd AS::f:rLz:i”('g”Ti\) Managerial Skills Test
193[I1AD Internal Auditor V 24| 2nd Ags”:f:r'n::it"('g’}% Managerial Skills Test
194|ccs Public Relations Officer V 24| 2nd Ags”e‘f:rfe:it“('g[’r% Managerial Skills Test
195]LSD Attorney V 25 2nd A:srzisc:rg:itn(‘gr'}?b\) Managerial Skills Test
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TYPES OF TEST PER POSITION/LEVEL

ANNEX C

SKILLS
# RC POSITION TITLE SG| LEVEL QOGN'TN.E (Insider/Outsider
(Outsider Applicants) .
Applicants)

Critical Thinking . .

196{OCBS Board Secretary VI 25] 2nd Assessment (CTA) Managerial Skills Test
Critical Thinking . .

197|PMO Port Manager A 26| 2nd Assessment (CTA) Managerial Skills Test
Special Assistant to the Critical Thinking . .

198|OGM Corporate Head Il 26| 2nd Assessment (CTA) Managerial Skills Test
Critical Thinking . .

199|HO Department Manager 271 2nd Assessment (CTA) Managerial Skills Test
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IPCR CONVERSION TABLE

CY 2015 onwards ANNEX D
PAR WEIGHT % zgg‘gﬁ PAR WEIGHT % zgg‘;ﬁ PAR WEIGHT % :ggg:
5.00 | = |100.00] = | 20.00 4.64 92.80 18.56 4.28 85.60 17.12
499 | = 19980 =] 19.96 4.63 92.60 18.52 4.27 85.40 17.08
4.98 | = | 99.60 19.92 4.62 92.40 18.48 4.26 85.20 17.04
4.97 | = | 99.40 19.88 4.61 92.20 18.44 4.25 85.00 17.00
4.96 99.20 19.84 4.60 92.00 18.40 4.24 84.80 16.96
4.95 99.00 19.80 4.59 91.80 18.36 4.23 84.60 16.92
4.94 98.80 | = | 19.76 4.58 91.60 18.32 4.22 84.40 16.88
4.93 98.60 19.72 4.57 91.40 18.28 4.21 84.20 16.84
4.92 98.40 | = | 19.68 4.56 91.20 18.24 4.20 84.00 16.80
4.91 98.20 19.64 4.55 91.00 18.20 4.19 83.80 16.76
4.90 98.00 19.60 4.54 90.80 18.16 4.18 83.60 16.72
489 | = | 97.80 19.56 4.53 90.60 18.12 4.17 83.40 16.68
488 | = | 97.60 19.62 4.52 90.40 18.08 4.16 83.20 16.64
4.87 97.40 19.48 4.51 90.20 18.04 4.15 83.00 16.60
4.86 97.20 19.44 4.50 90.00 18.00 4.14 82.80 16.56
4.85 97.00 19.40 4.49 89.80 17.96 4.13 82.60 16.52
4.84 96.80| = | 19.36 4.48 89.60 17.92 4.12 82.40 16.48
4.83 96.60 | = | 19.32 4.47 89.40 17.88 4.1 82.20 16.44
4.82 96.40 19.28 4.46 89.20 17.84 4.10 82.00 16.40
481 | =] 96.20 19.24 4.45 89.00 17.80 4.09 81.80 16.36
4.80 | = { 96.00 19.20 4.44 88.80 17.76 4.08 81.60 16.32
4.79 95.80 19.16 4.43 88.60 17.72 4.07 81.40 16.28
4.78 9560 | = | 19.12 4.42 88.40 17.68 4.06 81.20 16.24
4.77 9540 | = | 19.08 4.41 88.20 17.64 4.05 81.00 16.20
4.76 95.20 19.04 4.40 88.00 17.60 4.04 80.80 16.16
4.75 95.00 19.00 4.39 87.80 17.56 4.03 80.60 16.12
4.74 | =] 94.80 18.96 4.38 87.60 17.52 4.02 80.40 16.08
4.73 | = | 94.60 18.92 4.37 87.40 17.48 4.01 80.20 16.04
4.72 94.40 18.88 4.36 87.20 17.44 4.00 80.00 16.00
4.71 94.20 18.84 4.35 87.00 17.40
4.70 9400 | = | 18.80 4.34 86.80 17.36
4.69 93.80 | = | 18.76 4.33 86.60 17.32
4.68 93.60 18.72 4.32 86.40 17.28
4.67 93.40 18.68 4.31 86.20 17.24
466 | = | 93.20 18.64 4.30 86.00 17.20
465 | =193.00] =] 18.60 4.29 85.80 17.16
5.00 = Outstanding
400 - 499 = Very Satisfactory
3.00 - 3.99 = Satisfactory
200 - 299 = Unsatisfactory
1.00 - 1.99 = Poor
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CS Form No. 212
Revised 2017

: Any P
concerned,

Printlegbly. Tick appropriate boxes

HOARA TILORE

and use separate sheet if nece:

PERSONAL DATA SHEET

READ THE ATTACHED GUIDE TO FILLING OUT THE PERSONAL DATA SHEET (PDS) BEFORE ACCOMPLISHING THE PDS FORM.
Indicate N/A # not applicable. DO NOT ABBREVIATE.

Mmade In the Personal Data Sheet and the Work Experience Sheet shall cause the filing of administrative/criminal case/s against the person

ANNEX F

[icsone]

(Do not il up. For CSC use only)

2. SURNAME

FIRST NAME

Imwe EXTENSION (R., SR}

MIDOLE NAME

3. DATE OF BIRTH
(mmiddiyyyy)

16. CITIZENSHIP 0 Fiipine

4. PLACE OF BIRTH

f hoider of dusl clizenship,

{bual Citizenship
[Dybith by naturalization
Pls. indicate country:

ImMate

5. SEX

O remale

pleasa indicato the detadls.

Osige
[ widowed
Ootherss:

8 CIVIL STATUS

[OMarred
[ separated

17. RESIDENTIAL ADDRESS

T House/BlockfotNo T

Street

: Subdivislon/Vitt

Barangay

7. HEIGHT (m)

CityMunicipality

Province

8. WEIGHT (kg)

P CODE

9. BLOOD TYPE

18. PERMANENT ADDRESS

Street

10. GSISIDNO.

Sidivision/Vitl

Barangay

1. PAG-BIG ID RO,

Province

12 PHILHEALTH NO.

ZIP CODE

13. SSSNO.

19. TELEPHONE NO.

14. TINNO.

20. MOBILE NO.

15. AGENCY EMPLOYEE NO.

21. £-MAIL ADDRESS (if any)

R BT RN PN SN N TR,

22. SPOUSE'S SURNAME

23, NAME of CHILDREN (Writs full name and it af)

DATE OF BIRTH {mmiddiyy)

FIRST NAME

NAME EXTENSION (JR,, SR}

MIDDLE NAME

OCCUPATION

EMPLOYER/BUSINESS NAME

BUSINESS ADDRESS

TELEPHONE NO.

24. FATHER'S SURNAME

FIRST NAME

NAME EXTENSION (JR., SR}

MIDDLE NAME

25. MOTHER'S MAIDEN NAME

SURNAME

FIRST NAME

MIODLE NAME

{Continue on separate sheet if necessary)

FRETY REA PR R P ATN

LEVEL

NAME OF SCHOOL
(Write in ful)

BASIC EDUCATION/DEGREE/COURSE
(Wiito in ful)

PERIOD OF ATTENDANCE

HIGHEST LEVELY
UNITS EARNED

(it not GRADUATED

From To

ELEMENTARY

SECONDARY

VOCATIONAL /
TRADE COURSE

COLLEGE

GRADUATE STUDIES

(Continue on separate sheel it necessary}

SIGNATURE

DATE

CS FORM 212 (Ravised 2017), Page 1ot 4



Attachment to CS Form No. 212 ANNEX G

ORI EEERIOE SHEET

Instructions: 1. Include only the work experiences relevant to the position being applied to.

2. The duration should include start and finish dates, if known, month in abbreviated form,
if known, and year in full. For the current position, use the word Present, e.g., 1998-
Present. Work experience should be listed from most recent first.

Sample: If applying to Supervising Administrative Officer

Duration: February 11, 2011 — present
Position: Human Resource Management Officer llI
Name of Office/Unit: Finance and Administrative Service

Immediate Supervisor: Maria Estrada
Name of Agency/Organization and Location: Department of Human Resources, Metro Manila

o List of Accomplishments and Contributions (if any)

o Developed recruitment plan
o Designed training program for retirees under EO 366

e Summary of Actual Duties

o Responsible for the management of the recruitment and selection process and the
coordination of training activities of the Department; provides assistance in the
management of the Division’s programs and activities and performs other related

functions.

Duration: January 2, 2002 — February 10, 2011

Position: Administrative Officer IlI

Name of Office/Unit: Finance and Administrative Division

Immediate Supervisor: Celia Romano

Name of Agency/Organization and Location: Department of Finance

o List of Accomplishments and Contributions (if any)

e Summary of Actual Duties

o Responsible in performing administrative and technical tasks e.g., pre-screening of
applicants, , preparation of monthly report on accession and separation, report of
appointments issued, preparation of minutes of meetings of various HR committees
and monitoring of trainings conducted; responds to queries and performs other
related functions.

(Signature over Printed Name
of Employee/Applicant)

Date:




For Accredited/Deregulated Agencies

CS Form No. 33-B

Revised 2018
(Stamp of Date of Receipt)
Republic of the Philippines
(Name of Agency)

Mr./Mrs./ Ms.:

You are hereby appointed as wer (SG/IGIYG )
under status at the
with a compensation rate of P )
pesos per month.

The nature of this appointment is vice

, who with Plantilla Item No.

a sgv

This appointment shall take effect on the date of signing by the appointing officer/authority.

Very truly yours,

Appointing Officer/Authority

Date of Signing

Accredited/Deregulated Pursuant to
CSC Resolution No. R
dated

DRY SEAL

(Stamp of Date of Release)




Certification
This is to certify that all requirements and supporting papers pursuant to CSC MC No. 24, s. 2017,

as amended, have been complied with, reviewed and found to be in order.

The position was published at from to ,
20 and posted in from to ,
20 in consonance with RA No. 7041. The assessment by the Human Resource Merit Promotion and
Selection Board (HRMPSB) started on , 20
HRMO
Certification

This is to  certify that the appointee has been screened and found

qualified by the majority of the HRMPSB/Placement Committee during the deliberation held on

Chairperson, HRMPSB/Placement Committee

o ~W_,CSC/HRMO Notation

ACTION ON APPOINTMENTS Recorded by

0 Validated per RAI for the month of
O Invalidated per CSCRO/FO letter dated
O Appeal DATE FILED STATUS

O CSCRO/ CSC-Commission

O Petition for Review

O CSC-Commission

[ Court of Appeals

O Supreme Court

Acknowledgement

Original Copy - for the Appointee
Original Copy - for the Civil Service Commission Received original/photocopy of appointment on
Original Copy - for the Agency

Appointee




ANNEX |

Republic of the Philippines
POSITION DESCRIPTION FORM

DBM-CSC Form No. 1
(Revised Version No. 1,s. 2017)

1. POSITION TITLE (as approved by authorized agency)
with parenthetical title

2. ITEM NUMBER .- 3. SALARY GRADE
4, FOR LOCAL GOVERNMENT POSITION, ENUMERATE GOVERNMENTAL UNIT AND CLASS
[J Province [J1st Class [] 5th Class
O City [ 2nd Class [ 6th Class
[ Municipality [J3rd Class [ Special
[J4th Class
5. DEPARTMENT, CORPORATION OR AGENCY!/ 6. BUREAU OR OFFICE
LOCAL GOVERNMENT
7. DEPARTMENT / BRANCH / DIVISION 8. WORKSTATION / PLACE OF WORK
9. PRESENT APPROP ACT |10. PREVIOUS APPROP ACT 11. SALARY AUTHORIZED |12. OTHER COMPENSATION

13. POSITION TITLE OF IMMEDIATE SUPERVISOR

14. POSITION TITLE OF NEXT HIGHER SUPERVISOR

15. POSITION TITLE, AND ITEM OF THOSE DIRECTLY SUP

ERVISED

(if more than seven (7) list only

by their item numbers and titles)

POSITION TITLE

ITEM NUMBER

16. MACHINE, EQUIPMENT, TOOLS, ETC., USED REGULARLY IN PERFORMANCE OF WORK

17. CONTACTS ! CLIENTS / STAKEHOLDERS

| Occasional | Frequent

- 17a. Internal |  Occasional | Frequent | 17b. External

Executive / Managerial ] ] General Public ] L]
Supervisors O O Other Agencies O O
Non-Supervisors d [ Others (Please Specify):

Staff ] O

18. WORKING CONDITION )
Office Work [} ] Other/s (Please Specify)
Field Work [ O

19. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF

THE UNIT OR SECTION

Page 10f 3
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20. BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary)

21. QUALIFICATION STANDARDS

21a. Education 21b. Experience 21c¢. Training 21d. Eligibility

.-21e. Core Competencies - S ‘ Competency Level
21f. Leadership Competencies Competency Level
22. STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies) Competency Level
Percentage of Working (State the duties and responsibilities here:)
Time

23. ACKNOWLEDGMENT AND ACCEPTANCE:

| have received a copy of this position description. It has been discussed with me and | have freely chosen to comply with
the performance and behavior/conduct expectations contained herein.

Employee's Name, Date and Signature Supervisor's Name, Date and Signature

Page 3 of 3




CS Form No. 32
Revised 2018 ANNEX J

REPUBLIC OF THE PHILIPPINES
PHILIPPINE PORTS AUTHORITY

OATH OF OFFICE

l, of having been appointed to

the position of hereby solemnly swear, that |

will faithfully discharge to the best of my ability, the duties of my present position and
of all others that | may hereafter hold under the Republic of the Philippines; that | will
bear true faith and allegiance to the same; that | will obey the laws, legal orders, and
decrees promulgated by the duly constituted authorities of the Republic of the
Philippines; and that | impose this obligation upon myself voluntarily, without mental

reservation or purpose of evasion.

SO HELP ME GOD.

(signature over Printed Name

of the Appointee)
Government ID:
1D Number :
Date Issued :
Subscribed and sworn to before me this day of
in , Philippines.

(Signature over Printed Name
of Person Administering the
Oath)



CS Form No. 4
Revised 2018 ANNEX K

Republic of the Philippines
(Name of Agency)

CERTIFICATION OF ASSUMPTION TO DUTY

This is to certify that Ms./Mr. has assumed

the duties and responsibilities as of

effective

This certification is issued in connection with the issuance of the

appointment of Ms./Mr. as

Done this day of in

Head of Office/Department/Unit

Date:

Attested by:

HRMO

201 file
Admin

ggé For submission to CSC FO

within 30 days from the
date of assumption of the
appointee
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NAME

Present Position

Division/Department

ANNEX N3-1

AGE

Considered for:

INDIVIDUAL ASSESSMENT FORM

(FIRST/SECOND LEVEL POSITION)
(INSIDER APPLICANT/CANDIDATE)

Percentage Points Points
FACTORS Weight x Weight =  Credit
I. EDUCATION 100 X 15 = 15.00
Doctorate (Degree/Units)
Master's (Degree/Units)
Bachelor's  (Degree/Units)
Il. EXPERIENCE (relevant experience only) 100 X 25 = 25.00
(no. of months)
Ill.  TRAINING (relevant training only) 100 X 5 = 5.00
(no. of hours)
IV. ELIGIBILITY
V. EXAMINATION 100 X 10 = 10.00
Numerical Equivalent
Adjective Rating
VL. PERFORMANCE 100 X 20 = 20.00
(period covered/rating)
VI. PHYSICAL CHARACTERISTICS & PERSONALITY TRAITS 100 X 10 = 10.00
VIl. POTENTIAL
A. Job Knowledge 100 X 10 = 10.00
Vill. OUTSTANDING ACCOMPLISHMENTS 0.00
Total Points: 95.00
CERTIFIED CORRECT:

Date

Chairperson, HRMPSB




ANNEX N3-2

NAME AGE
Present Position Considered for:
Department/Company

INDIVIDUAL ASSESSMENT FORM

(FIRST/SECOND LEVEL POSITION)
(OUTSIDER APPLICANT/CANDIDATE)

Percentage Points Points
FACTORS Weight x Weight =  Credit
. EDUCATION 100 X 15 = 15.00
Doctorate  (Degree/Units)
Master's (Degree/Units)
Bachelor's  (Degree/Units)
. EXPERIENCE (relevant experience only) 100 X 25 = __ 25.00
(no. of months)
lll. TRAINING (relevant training only) 100 X 5 = 5.00
(no. of hours)
IV. ELIGIBILITY
V. EXAMINATION 100 X 10 = __ 10.00
Numerical Equivalent
Adjective Rating
100 X 10 = _ 10.00
Numerical Equivalent
Adjective Rating
VI. PHYSICAL CHARACTERISTICS & PERSONALITY TRAITS 100 X 10 = 10.00
Vil. POTENTIAL
A. Job Knowledge 100 X 10 = 10.00
B. Job Dimension 100 X 10 = 10.00
VIll. OUTSTANDING ACCOMPLISHMENTS 0.00
Total Points:

CERTIFIED CORRECT:

Date Chairperson, HRMPSB

95.00




ANNEX N4-1

NAME PRESENT POSITION
AGE DEPT./PMO/DIVISION
CONSIDERED FOR
SUMMARY SHEET
(Insider Applicant/Candidate)
PHYSICAL
CHARACTERISTICS & VALIDATION OF
RATERS PERSONALITY TRAITS JOB KNOWLEDGE
10% 10%
1.
(Position/Designation)
Chairperson
2.
(Position/Designation)
Member
3. - -
(Position/Designation)
Member
4. N -
(Position/Designation)
Member
5.
(Position/Designation)
Member
6. e _
(Position/Designation)
Member
TOTAL : 0.00 0.00
AVERAGE : 0.00 0.00
Prepared by : Certified Correct :
Head Secretariat Chairperson
HRMPSB HRMPSB

Date:

Date:




ANNEX N4-2

Prepared by :

Certified Correct :

NAME PRESENT POSITION
AGE PRESENT OFFICE
CONSIDERED FOR
SUMMARY SHEET
(Outsider Applicant/Candidate)
PHYSICAL
CHARACTERISTICS & VALIDATION OF TARGETTED
RATERS PERSONALITY TRAITS JOB KNOWLEDGE JOB DIMENSION
10% 10% 10%

1. —_

(Position/Designation)

Chairperson
2.

(Position/Designation)

Member
3. - —

(Position/Designation)

Member
4. - —

(Position/Designation)

Member
5. —

(Position/Designation)

Member
6.

(Position/Designation)

Member

TOTAL : 0.00 0.00 0.00
AVERAGE : 0.00 _000 _0.00

Head Secretariat
HRMPSB

Date:

Chairperson
HRMPSB

Date:
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July 24, 2020
v .\ AUTHORITY o=,

MEMORANDUM CIRCULAR %ﬁ

No. 29 - 2020 R "g‘s &5

SUBJECT : GENERAL GUIDELINES ON THE IMPLEMENTATION OF THE
PPA ONLINE RECRUITMENT PORTAL (ORP) AND THE
HUMAN RESOURCE INFORMATION SYSTEM —
RECRUITMENT MODULE (HRIS-RM)

1. BACKGROUND

On May 2019, the Philippine Ports Authority and the Human Resource
Management Department (HRMD) procured a Human Resource Information
System - Recruitment Module (HRIS-RM) along with the Online Recruitment Portal
(ORP) to be implemented for agency-wide use which facilitates the online
submission of employment application from its internal and external applicants and
automation of various recruitment, selection and placement processes from
publication of vacant positions, evaluation of the applicant's credentials, scheduling
of exam/interview, shortlisting/pooling of applicants, and generation of relevant HR
database/reports/forms, among others.

OBJECTIVES

2.1 To provide an overview and general guidelines for the implementation of
the Online Recruitment Portal (ORP) and the Human Resource Information
System - Recruitment Module (HRIS-RM).

2.2  To prescribe the guidelines for the use of the ORP to both Internal and
External Applicants of PPA.

LEGAL BASES

31 CSC Mcmorandum Circular No. 14 s. 2020 or the Interim Guidelines on
Appointments and Other Human Resource Actions (IGAOHRA) for the
Period of State of Calamity Due to COVID-19 Pandemic dated July 8, 2020
(retroactive effective date — March 16, 2020)

3.2  CSC Memorandum Circular No. 3 s. 2012 or the Program to Institutionalize
Meritocracy and Excellence in Human Resource Management (PRIME-
HRM) dated February 16, 2012

COVERAGE

4.1 This Order shall apply to the End-User of the ORP and HRIS-RM and other
concerned Responsibility Center (RC).

4.2  This Order shall apply to the Human Resource Merit Promotion and
Selection Board (HRMPSB) in the Port Management Offices (PMOs)
nationwide as well as in the Head Office.

1of5
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DEFINITION OF TERMS

5.1

5.2

5.3

5.4

PPA Online Recruitment Portal (ORP) — will be the Authority's main
platform for online submission of employment applications; it is @ human
resource solution and productivity tool which facilitates the electronic
submission of employment applications from both external and internal
applicants of PPA

HRIS Recruitment Module (HRIS-RM)- part of the whole HRIS system
which is linked to the ORP and other modules in the HRIS; designed to
effectively manage and automate different processes and activities in the
recruitment, selection and placement which includes, publication of vacant
positions evaluation of the applicant's credentials, scheduling of
exam/interview, shortlisting/pooling of applicants, and generation of
relevant HR database/reports/forms, among others,

Internal Applicant - those who will register and log-in in the ORP that are
current PPA organic/regular employees

External Applicant - those who will register and log-in in the ORP that are
current PPA  Outsourced Personnel, those employed from other
government agencies, applicants from the private sector, newly graduates,
etc. .

ROLES AND DUTIES OF THE END-USER/RESPONSIBILITY CENTER

6.1

6.2

6.3

6.4

7.1

Task Force Online Recruitment (TFOR) — End-User of the HRIS
Recruitment Module; the TFOR composed of HRM/Administrative Officers,
HR practitioners will be assigned as Evaluators who will be in charge in the
assessment of applicants/candidates based on CSC Qualification
Standards and/or other requirements set for a particular position or
vacancy; applicants who have met the QS shall be qualified for the next
phase of the recruitment process and will undergo the following: online
examination and endorsement for interview to be conducted by the various
HRMPSB in the PMOs and Head Office.,

Human Resource Management Department (HRMD)- End-User of the
HRIS-RM; shall be in charge of the publication of vacant position to PPA,
CSC and ORP; in charge of the online examination for Internal and External
applicants; in charge of endorsement of the final shortlisting of applicants
for the General Manager's (GM) selection and approval of appointment
Human Resource Merit Promotion and Selection Board (HRMPSB) -
will he in charge in the conduct of the delibaration (interview) praceadings
pursuant to pertinent CSC rules

Information and Communications Technology Department (ICTD) ~
shall provide the technical support needed in the smooth implementation of
the ORP and the HRIS Recruitment Module

PUBLICATION OF VACANT POSITIONS

The HRMD and RCs concerned shall continue to be guided by pertinent
and applicable rules on publication of vacant positions such as, but not
limited to: Rep. Act No. 7041, CSC Omnibus Rules on Appointments and
Other Human Resource Action (ORAOHRA) and Interim Guidelines on

20f5
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Appointments and Other Human Resource Actions (IGAOHRA) for the
Period of State of Calamity Due to COVID-19 Pandemic.

7.2  The requesting PMO/RC shall submit their scanned and soft copy (in Excel
format) of the CS Form 9 via email to hrmdrecruitment@ppa.com.ph .

7.3  AlICS Form 9 that are in order, shall be submitted by the HRMD to CSC for
their publication.

7.4  Upon CSC confirmation and publication in their website, the HRMD shall
post the vacancy in the FPA Careers Fage and ORFP with the samie stait
date and end date (deadline of submission).

ORP REGISTRATION AND ONLINE SUBMISSION OF APPLICATION

81 Al Internal/External anplicants who wish ta apply for the published vacant
position/s in PPA/CSC must visit hitp:/fjobs.ppa.com.ph.

8.2 Torinternal Appiicant’s registration

8.2.1 Enter PPA ID Number in this format: PPA00432016 and assigned
password

8.2.2 Enter CAPTCHA

8.2.3 Activate the account using the link sent to the email address

provided

8.2.4 Once validated, the Online Recruitment Portal log-in page will
appear

8.2.5 Enter the registered PPA credentials to access the portal and the
job vacancy profile

8.2.6 Fiil-out and compiete the required fieids in the desired position

applied for and click submit
8.3  For External Applicant’s registration

Q24 il At tha eamiirnd infaremntinem
Vel b D HITUUL IO FU{UN LU iU U U

8.3.2 Enter CAPTCHA
8.3.3 Activate the account using the link sent to email address provided
8.3.4 Once validated, the Online Recruitment Portal log-in page will
appear
8.3.50 Enter the registered credentials o access the portal and the job
vacancy profile
8.3.6 Fill-out and complete the required fields in the desired position
applied for and click submit
8.4  Only vacant positions with active publication dates may be viewed and
avaiiabie for oniine submission of appiicaiion.
8.5  Once registered, an applicant may just log-in their credentials using either:
For Internal, their PPA ID in this format: PPA00432016 and password
For External. their Email Address and password
ORDP AND HRIS-RM GENERAL GUIDELINES

e A

Aii vacancies pubiished in the CSCIPPA Websile thru the submitied CS
Form 9 shall be available for online submission of application.
9.2  All applicants both internal and external who submitted their application
online, shall ensure that all fields are duly accomplished and complete as
required under the Personal Data Sheet in the ORP, such as:

9.2.1 Personal Information

9.2.2 Family Background

(8]
-
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9.3

9.4

9.5

©
~

9.8

9.9

9.2.53 Educational Background

9.2.4 Civil Service Eligibility

9.2.5 Work Experience

9.2.6 Voluntary Work

9.2.7 Training Programs

9.2.8 Other information

9.2.9 Documents (clear, scanned copies of the following)
» Authenticated Civil Service/RA 1080 Eligibility/License
+ Dipioma
¢ Transcript of Records
* Training Certificates

o Rarveinmn f‘hrt:‘inatn
UL IUY L U ivui

* Birth Certificate
* Certificate of Employment (COE) / Service Record

=Xy

* NBI and Police Clearance (optional)
» Latest Performance Rating
* Passport siza eolarad 1N photn with white hackground taken
within the last six months
* 2 Valid iDs
» Statement of Assets, Liabilities and Netwarth (SALN) (optional)
* Work Experience Sheet
* Ginhers
*Applicants aré aovised io Reep all Giiginal fiaid Copies wiiich miay be

subject for further verification and validation by PPA/CSC.

The TFOR and HRMD shall evaluate the applicant/candidate based on the
submitted intormation and document using the HRIS Recruitment Module.
If an applicant is found qualified, he/she will be notified to take the online

examination on the schedule set by the HRMD. Otherwise, an applicant will
ecelve a notice of disqualification for not meeting the required rating

pursuant to PPA Memorandum Circular No. 16 s. 2020 — Guidelines on the
implemenitation of the Cnline PPA Cxramination.

Applicants who obtained a passing rating in the online examination shall be
endorsed by the 1FOR/HRMD to the HRMPSH in the PMO/HO tor the next
phase of application which is the deliberation/panel interview.

The HRMPSB shall transmit and forward all the deliberation/interview
documents {(electronic or hard copy) such as: rating sheets, minutes of the

meeting, attendance sheet, etc. to the HRMD.

The TFORMIRMD shall encode and record in the HRIS-RM all the scores
obtained by the internallexternal applicant on the following factors:
kducation, kxpenence, lIraining, kExamination, Pertormance, Physical
Characteristics & Personality Traits, Job Knowledge, Job Dimension and
Outstanding Accomplishment, in accordance with the assigned
weight/parcantane and senre pursuant tn PPA Merit Salaction Plan

The HRMD shall prepare the final memo endorsement of the shortlisted
appiicants for the GM's selsction/approvalfdisapproval/deferment.

The HRMD shall prepare the appointment paper of the selected/approved
candidate.

40f5

about:blank



Firefox

0 The HRMD shail prepare the Notice of Appointment for posting/publication
in three (3) conspicuous places in the Agency and shall prepare the memo
transmittal of copyl/ies ot the appointment paper and the checklist ot
requirements of the newly-appainted/promoted personnel to the concerned
RC/PMO.

-k

©

10.ON DATA PRIVACY

10.1  The PPA Privacy Statement link shall be provided on the registration/log-in
page ot the ORP as well as in the consent portion for every position applied
{ submitted application.

10.2 Upon the applicant's submission of his/her Personal Data Information, a
consent from the applicant shall be secured and shall be made available to
authorize PPA to collect, process, and retain their datalinformation in

e bl Oy
ur

PR A Protiom o Cdndoon o
accordance wi PAF rivacy Statement.

11.TRANSITORY PROVISION

All other positions for filling-up with on-going processing not covered by this Order
shall follow the normal manual processing.

12. SEPARABILITY CLAUSE

If any provision of these rules or the application of such provision to any person or
circumsiance is declared invaiid, the remainder of the rules or the appiication of
such provision to other persons or circumstances shall not be affected by such
declaration.

13.REPEALING CLAUSE

All other existing internal policies which are inconsistent with the rules under these
guideiines are modified accordingty.

14.EFFECTIVITY

This Order shall take effect retroactively on all active and published vacant
positions from July 20, 2020 onwards,

LU, LAY

For compliance.

Approved by

SofS
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PPA MEMORANDUM CIRCULAR
NO. 16 -2020

SUBJECT : GUIDELINES ON THE IMPLEMENTATION OF THE ONLINE PPA
EXAMINATION ‘

In compliance with the CSC Memorandum Circular No. 6 s. 2017 re Incorporating
the Pre-Employment Test, Promotional Test and the Ethics-Oriented Personality
Test (EOPT) as part of the Recruitment, Placement and Promotion in the Civil
Service, please be informed that last December 2019, the Authority was able to
procure for the provision of the Online PPA Pre-Placement and Promotional Exam.
The integration of EOPT will be used as an additional form of HR assessment tool
intended to strengthen the overall recruitment, placement and promotion in all
government agencies as stated in the said CSC MC.

The Online PPA Examination with the EOPT aims to provide fast and efficient
generation of test results thru its automated scoring while ensuring test reliability and
validity with its up-to-date and customizable norming.

Hereunder are the guidelines for the Online PPA Exam: |

1) Eligibility - Those eligible to avail the online exams are: :
a. Applicants who submitted their intent to apply for a published vacant
position, and
b. Applicants who were found to be qualified for meeting the minimum
Qualification Standards (QS) of the position they are applying by the
PMO/HO HRMPSB Secretariat.

2) PMO Requirements for Endorsement to HRMD - Applicants qualified for
the online test shall be endorsed to HRMD by their respective PMO
Administrative Officers or HRMOs with the following details: '

Full name of the applicant (identify whether insider or outsider)

Valid e-mail address |

Position applied for (with plantilla item number) !

Photocopy of any government-issued identification (ID) card with clear

picture .

Preferred date of exam

(HRMD shall be notified at least one (1) week from the preferred date

of exam)

cooo

o

3) PMO_Requirements for Online Test Administration - For PMOs, the
following are the requirements for the online exam administration:
a. Laptop/Computer with camera
b. E-mail and internet connection (with Skype account)
c. Mozilla Firefox or Google Chrome browser
d. Room conducive for testing

Page 1 of 5
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PPA MEMORANDUM CIRCULAR 16-2020

4)

5)

Hurdle Method - The online exam for outsider applicants will be:administered
using the hurdle method. Only passers of the Cognitive Test (1% test) shall
qualify for the Skills Test (2" test). The examinees should pass the two (2)
tests in order to qualify for the next recruitment process which is the panel
interview to be conducted by the HRMPSB. On the other hand, insider
applicants must also pass and obtain the required Skills Test rating/score in
order to be included in the shortlisted applicants for HRMPSB panel interview.

Type of Exam - The existing Mental Ability Test, Personality Test and Essay
Test shall be replaced with the following: a) Cognitive Tests - which will be
implemented according to target level of the position, b) Skills Tests - will be
assessed according to the applicant's chosen field and the c) Ethics-
Oriented Personality Test proposed by CSC to be integrated as an
additional HR assessment tool. The following are the online assessment tools
that will be used for outsider applicants and insider applicants for placement,
promotion, lateral transfer, and in cases of demotion where the employee
voluntarily applies to a position with a lower salary grade: (see attached
Annex A for the complete list of the types of test per position/level)

OUTSIDER APPLICANTS ',

TYPE LEVEL TEST TITLE
Cognitive | Trades & Crafts Abstract Reasoning
(10%) Assessment

Rank & File/Technical/Specialist/Officer | Basic Mental Ability
Level (SG-19 & down) Assessment
Supervisory/Managerial (SG-20 & up) Critical Thinking
Assessment
Skills Rank & File/Technical/Specialist/Officer | Accounting Skills Test
(10%) Level (SG-19 & down) o

Clerical Percebtion Test

Digital Literacy Test
!

Grammar Skill"s Test

Mechanical Understanding

Supervisory Supervisory Skills Test

Managerial Managerial Skiilis Test

Test

Personality | Top five (5) candidates or the shortlisted | Profiles Ethics-Oriented

applicants for endorsement to the Personality Assessment
General Manager after HRMD's review !

Page 2 of 5
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INSIDER APPLICANTS
TYPE LEVEL TEST '{iITLE
Skills Rank & File/Technical/Specialist/Officer | Accounting Skills Test
(10%) Level (SG-19 & down)
Clerical Percepﬁon Test
Digital Literacy Test
Grammar Skills Test
Mechanica! Understanding
Supervisory Supervisory Sléills Test
Managerial Managerial Skills Test
Personality | Top five (5) candidates or the shortlisted | Profiles Ethics-briented
Test applicants for endorsement to the Personality Assessment
General Manager after HRMD's review '

6) Credit of Points - The tables below shall be the basis for t
points to be used in the individual assessment of applicants:

Cognitive Test (10% weight)

Trades & Crafts (Abstract Reasor{ing Assessment) and

he equivalent

Rank & File/Technical/Specialist/Officer Level (Basic Mental Ability Assessment
Perc eﬁtil e Ran ge gc:‘:n?\?ar;:ilt Adjective Rating Remarks
18t = 10" 10 Poor
11%h - 30" 25 Below Average Falled
318t - 40 40 Low Average
41%t — 59 55 Average
60" — 69" 70 High Average Passed
70" — 89 85 . Above Average
90" — above 100 Superior.
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Supervisory/Managerial
Percentile Range g;r:;::ﬁlt Adjective Rating IRemarks
I
st 7t 20 Poor '
Failed
8h — 31t 40 Below Average
32md — ggtn 60 Average
70 — 93 80 High Average Passed
94" — above 100 Superior
'
Skills Test (10% weight) f
Percentile Range g::::anlgzlt Adjective Rating jRemarks
ist—7m 20 Poor |
Failed
8" — 31t 40 Below Average
32— gotn 60 Average
70t — 93 80 High Average Passed
94 — above 100 Superior

7

8)

For positions requiring Job-related Skills Test as identified in Annex A, the
RC/End-user will be required to administer their own ;ob—related skills
testexam and will be facilitated by their respective HRMOs from the
PMO/Head Office. The raw score will replace the percentile range, which will
be the basis to identify the points to be given.

For Port Police positions, the technical test and agility test administered by
the Port Police Department shall replace the Skills Test. The applicants
should pass both tests. The average of the raw scores of both tests shall be
multiplied by 10% to be indicated in the Individual Assessment Form. Per
PPD guidelines, please take note of the following:

Technical Test - Passing rate is 70%*
*Based on PPA MO No. 03-2016 Revised Guidelines and
Procedures on the Hiring and/or Filling-up of the Port Police
Positions, Item 5.3.2.2

Agility Test - Passing rate is 70% for male & 50% for female**
**Based on PPA MO No. 03-2016 Revised Guidelines and
Procedures on the Hiring andfor Filling-up of the Port Police
Positions, Item 5.3.2.3
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9) Ethics-Oriented Personality Test (EOPT) - After the PMO-HRMPSB
endorses the results of deliberation for review, the HRMD shall re-evaluate
and confirm the top five (5) applicants or the shortlisted applicants for
endorsement to the General Manager who will be scheduled for the Ethics-
Oriented Personality Test by the HRMD.

There will be no pass or fail for this particular test. However applicants who
will not be taking the EOPT will be excluded in the shortlist of applicants to be
endorsed to the General Manager. In addition, the result of thls exam shall
form part of the documents to be endorsed to the OGM.

10)Transitory provision - Those who passed the pre-placement pen & paper
tests with valid results will still be accepted until December, 2020 only.
However, these applicants shall still be required to take the onhne test, the
results of which shall be used in their evaluation/individual assessment form.
Failing the online test for these applicants shall not be detrlmental to the
course of their appllcatlon

11)On_Data_Privacy - The service provider of the Online PPA|Examination,
Profiles Asia Pacific, adheres to the guidelines set forth by RA No. 10173,
also known as the Data Privacy Act of 2012. Prior to assessment, each
applicant is given an Informed Consent form 1) to give their consent to collect,
store and manage the data collected through the Profiles Assessment Center,
and 2) to grant the Profiles Assessment Center Site permlssnon to randomly
capture photos of the test taker/applicant of Profiles Asia Pacmc On the
other hand, only authorized PPA HRMD personnel will be given laccess to the
assessment results, which will be used for the purpose it was intended for
(i.e., recruitment, coaching, etc.).

12)Other purpose/s of the Online Assessment Tools - Aside from the tests
selected for pre-placement and promotional use, there are other assessment
tools (see Annex B) with descriptions and will be available for use of the
requesting RC upon approval of the HRMD.

For your guidance and compliance.

«
JAY DANIEl/ RTSANTIAGO
General Manhager

Encl: ANNEX A Types of Test per Position/Level
ANNEX B List of available assessment tools

HRMDIM}‘JPIM IG/‘;k‘leop
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TYPES OF TEST PER POSITION/LEVEL

ANNEX A

# RC POSITION TITLE SG|LEVEL | | omgif':g;‘ﬁams) (lnsl:e':;;:?sider
Applicants)
1 {DSD Oiler 3] st ':’;Z'ézgn':f‘f?xg;‘\? Job-related Skills Test
2 |psp Seaman 3| st 22?223:2?1?7222? Job-related Skills Test
3 |aso/Pmo Utility Worker A 3| st ﬁgi:::;iiﬁzm Job-related Skills Test
4 |eExeciaspiPMO  |Liaison Aide a| 1st ﬁzzgzg:ntiﬁf\g:? Job-related Skills Test
5 |DSD Boatswain 6] 1st ﬁzzgz::n':iﬁf\g:\? Job-related Skills Test
6 [psp g;‘ifg;’:‘}se(c:::i‘g‘.a“n"gaﬁ°" 6 1st ﬁ‘;:‘;g:n'zif?zg:‘)’ Job-related Skills Test
7 |DSD Engineman 6| 1st ?\2222::112?1??:22? Job-related Skills Test
8 |osp Survey Aide A 6| 1st ?\222::;::?1??:';2? Job-related Skills Test
9 psp Transport Electrician 6| 1st ﬁgﬁggﬁ;ﬁiﬁ:’gﬁ; Job-related Skills Test
10 [ALL Driver-Mechanic B 71 st ﬁzzgzg:n':‘f‘f?:g:? Job-related Skifls Test
11 |[ASD Reproduction Machine OperatorA| 7 1st QZZZ?:;’:?:?X::? Job-related Skifls Test
12 |oces fudio-Visual Systems Technician | g | 151 ﬁzzgz;zf‘ffz’:;‘)’ Job-related Skills Test
13 JALL Clerk-Processor A 8} 1st ABs, ?eigslrnee':f 2;&2{% Clerica! Perception Test
14 [1AD Internal Auditing Assistant 8| 1st ;asi‘gs“:]:':\'ta;é‘m% Clerical Perception Test
18 JASD Office Equipment Technician A 81 1st ﬁgig::;iiﬁ:g;? Job-related Skills Test
16 |ASD Plumber A 8| 1st izzgzgmifi‘z’;;? Job-related Skills Test
17 |DSD/PMO duartermaster 8 1st ﬁzzgzg:nii?ﬁzgf\? Job-related Skills Test
18 (ASD Senior Carpenter 8] 1st ﬁzzterz:rtn':i??zgg Job-related Skills Test
18 [ASD Auto Mechanic A i} 1st ﬁgiggg:;i??:g:? Job-related Skills Test
20 |AGMFLA Computer Operator 9 1st ABs ?eigs':ﬂnir:\tta ;;ﬁm) Clerical Perception Test
21 |EXEC Driver-Mechanic A ol st ’;Zzgignﬁi’?zgx‘)’ Job-related Skills Test
22 |PMO g:;ctg;r:cos pcezn:g:uenications 9] st lz :ﬂ:::g:f 2;&‘,‘3) Clerical Perception Test
23 [LSD Stenographer A g 1st ﬁzzgzg:nzi?‘:‘zgfg Clerical Perception Test
24 [PMo Collection Representative A 10| st zzzgxg:s:g&m}') Accounting Skills Test
25 [cD Data Encoder-Controller 10 st Aiii;’:"ﬂi’::fz;‘am}’) Clerical Perception Test
26 |HO/PMO Engineering Assistant A 10] st ABs 2?:5’:”“2[:? (Ig‘h:m) Clerical Perception Test
27 [HRMD r:;:g:: ielations Development 10] st ABs ggsvnf::a (';\h:':% Clerical Perception Test
28 |HRMD ndusirial Relations Management 14 1t Aiiﬁ:g";‘:’::f;xﬁ% Clerical Perception Test
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ANNEX A

# " RC POSITION TITLE S| LEVEL| ol.éi?':f,',‘.'sfamﬂ (ln:::;;léﬁsider
pplicants})
29 |IAD Internal Contro! Assistant A 10] st ABs assei:sh:fer:f ;g&m) Clerical Perception Test
30 |PMO Plant Mechanic/Electrician B 10| 1st ﬁgi:::;iiﬁzgg Job-related Skills Test
31 [ces Public Relations Assistant 10| 1st Aizseiss“r"ni':ta;é‘m‘z) Grammar Skills Test
32 |HO/PMO Senior Accounting Processor B 10| 1st ABs isei:s“rnneer:f :Q&ﬂ% Accounting Skills Test
33 [ASD/PMO Senior Building Electrician B 10 st ’;2:‘;2::“'2?:?2’;2? Job-related Skills Test
34 |CCS Senior Photographer 10| 1st ?\22::::112?1??:22? Job-related Skills Test
35 [DsD Senior Welder 10] st ﬁgig:::niiffngg Job-related Skills Test
36 |DSD g:;ig;t;icgpi?;;?t:ﬂcaﬁon 11 1st ABs iﬂ:xg:f :gﬁ'}g) Clerical Perception Test
37 JALL Executive Secretary C 11| st ABs Zsei:;:dn::ta ;:&2{% Clerical Perception Test
38 [PMO Industrial Security Officer 11| 2nd /ga:ei:s':"n‘::f';g&%?) Te°“"*°§’,'ei‘t‘d Agility
39 [IAD Internal Auditor | 11| 2nd ABs aszigsl\:fer::ta (lgsgg) Clerical Perception Test
40 [HRMD Medical Equipment Technician 8 | 11| 1st ;iasseigs“:g:f:g&m) Job-related Skills Test
41 |CD Senior Data Encoder-Controlier 11| 1st ABs assei:s“:g:ta :é\aﬂ% Cierical Perception Test
42 |ICTD/PMO girr:;;ti:?ccat:g:sc SSystems 11] st ABs Zsei:xg:ta : ;;am) Digital Literacy Test
Technician

43 |ASD/PMO Storekeeper A 1] st ?\Zzgzg:niif?xgz? Job-related Skills Test
44 |asD Transport Dispatcher A 1] st ﬁgigi::nzif?:’;fg Job-related Skills Test
45 |ASD Qdministrative Services Assistant 12| st ABs iii:s,:ﬁnz:ta ;;\l\%{\% Clerical Perception Test
a6 |PMO Cashier C 12| 2nd :;i?:sﬁﬂn‘z‘:f;;&m) Accounting Skills Test
47 [icTD g:::agri’::r”‘ Information/Systems | 1| 504 gﬁ:s"r"nee':ﬂg&m}') Digital Literacy Test
48 |PPATI Property Officer B 12| 2nd ‘giz'gs"'"ni':f;g&m) Grammar Skills Test
43 {PCMD Supervising Draftsman 12| st ABs ass::sh:‘ee':f :é\;ﬂ% Un drrzfahna;ii:; IT est
50 |CSD Business Development Analyst A 13| 2nd ABs a:eigsh::z:f ;g&m) Grammar Skills Test
51 |PPDASASIPMO  [Civit Security Officer G 13| 2nd fs"’sjgsﬁ’:ff('é‘h:ﬂ) Tec“"“i' | and Agilly
52 |CD Corporate Accounts Analyst 13| 2nd /?s iigs&i’:\tf:;h?lﬂz) Accounting Skills Test
53 |PMO Corporate Budget Analyst 13| 2nd ABs Zsei:::qeer:ta_:é\“:m) Accounting Skills Test
54 |CPD Corporate Planning Analyst A 13| 2nd z isei:sh:g:f (';‘“:m) Accounting Skills Test
55 |CSD Estate Management Officer 13| 2nd /:35 zsei:xg:ta ;:,a‘:z) Grammar Skills Test
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TYPES OF TEST PER POSITION/LEVEL
# RC POSITION TITLE SG|LEVEL| om::jﬁ:;}'ifam) (lnsi::r:l(-)t?sider
Applicants)
56 [PMO Insurance / Risk Analyst 13| 2nd Aiif;:sﬁ':f;é‘mz) Accounting Skills Test
57 |pso/PMO Launch Master 13] 1st ‘:gzgig:n’zf‘fixggs)’ Job-retated Skills Test
56 |PMSODD Management Specialist | 13| 2nd AZZE:;Z’:?:;;%}') Grammar Skils Test
59 |cSD Marketing Analyst A 13| 2nd Sig:f;’:ﬂgﬁ%}') Grammar Skills Test
60 |HRMD Personnel SpecialisyHRMO 13| 2nd ;Zse‘:xg:f:;‘,:m) Grammar Skills Test
61 |PMO Port Operations Analyst B 13| 2nd z‘;ﬂ;’:"ﬂi’:ﬂ:&m) Grammar Skills Test
62 |[HO Researcher-Analyst A 13| 2nd Aiizi:svnir:ta ;g&m) Grammar Skills Test
63 |cPDIPMO Statistician A 13| 2nd Aesfgzs':"n‘:':f;g&m) Accounting Skills Test
64 [PPATI Training Specialist 13| 2nd Aiii‘;‘:;’:f;gm% Grammar Skills Test
65 |ASD Building Foreman 14| st ﬁzzgzgfniiffzgz? Job-related Skills Test
66 |TO/PMO Cashier B 14} 2nd Ai‘;i‘;’:"ﬂi’::ﬂ;m% Accounting Skills Test
67 |ASD Property Officer A 14| 2nd ABs asseigs'rneer:? ;é\ht/)l:lﬁg) Grammar Skills Test
D) O i T e e T R
69 |PPDASAS/IPMO  |Civil Security Officer B 15| 2nd zijgs“:;’:f:;,am) Technical and Agilly
70 |PMO Construction Foreman A 15| 1st ﬁgig::;iif?:g:? Job-related Skills Test
71 |PMO Corporate Accountant 15| 2nd ;\35 iseigst;ﬂneer:‘tta ('Q'ai:z) Accounting Skills Test
72 {CSD Creative Arts Specialist il 15 2nd ABs asjzsr:dnzr:f:g&m) Digital Literacy Test
73 [ICTD Data Analyst-Controller 15| 2nd Pzaszgx‘i’:f‘:gm;}') Digital Literacy Test
74 |CSD Estate Management Specialist 15] 2nd ABszsei:sTan::f ;g&m) Grammar Skills Test
75 |EXEC Executive Secretary B 15] 1st ABsaszks:shrAneer:ta zé\l\:m) Grammar Skills Test
76 [HRMD/PMO g‘f‘r:‘g:flfe““’ce Management | ,5f g zizigs“r’r'::f’('é‘m% Grammar Skills Test
77 |IAD Internal Auditor I 15| 2nd ,iiigs“ézrxfzé‘aﬁl Accounting Skills Test
79 {OCBS Minutes Officer I} 15] 2nd ABs ass::sﬁzr:ta(';‘aﬂ% Grammar Skills Test
80 [HRMD Nurse I 15| 2nd ;‘;Z‘:s"r"n‘::f';gam) Job-related Skills Test
81 [PosD/PMo Port Operations Analyst A 15| 2nd Aiii‘gg‘:"ﬂi’:f::&w) Grammar Skills Test
82 |PMO Procurement Officer B 15| 2nd Aiij‘s’s“r"nee’:ﬂgam) Grammar Skills Test
83 [Pmo gee::;;;(:n roject) Planning & 15| 2nd zzﬁgs“:“:’:f:g;ﬂ;}’) Grammar Skills Test
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# RC POSITION TITLE SG|LEVEL| omg&f’:’:"""i;m) (Insids;;l(-)l\-l?sider
Applicants)

84 |TD/ICDIPMO ﬁigigtcm"“ ate Accounts 15| 2nd ;22:::\2’:\‘?:;&‘!3) Accounting Skills Test
85 {cD ie"i“ Corporate Budget Analyst [, o1 5 /iii:sﬂeer:fzé\m% Accounting Skills Test
86 |cD Senior Financial Planning Analyst |15| 2nd ;ifgs“r"nir:\‘f:gm% Accounting Skills Test
87 {TD Senior Insurance / Risk Analyst A |15| 2nd fsij:s"r"n‘:':f:é\sm}’) Accounting Skills Test
88 |PPATI Senior Librarian 15| 2nd ABs aszi:xg:f :g\!\?lm) Grammar Skills Test
89 |csD Senior Port Taritf Analyst 15| 2nd zzfa':s':"n‘::ta: ;‘m:{) Grammar Skills Test
90 |PMSODDILSD Senior Researcher-AnalystB 15| 2nd ;aszigs“fnf;:f:;&%}') Grammar Skills Test
91 |pRATI Training Specialist Il 15{ 2nd ;iseigs’:”ni:’:f;g‘m% Grammar Skills Test
92 |PPDD/PCMD/DSD  |Administrative Services Officer A 16| 2nd ;22:;2‘:?};&%}') Grammar Skills Test
93 |PMO g‘f’é‘::s: Development/Marketing [ ,q| 5y zasigs':”nee':f;gm% Grammar Skilis Test
94 [To/PMO Cashier A 16| 2nd ;‘;ﬂ:sﬂi’:f:;‘n‘;%}') Accounting Skills Test
95 [PosD Environmental Specialist B 16| 2nd :;j:s”r"nf:"f;gm% Grammar Skills Test
96 |PMO General Services Officer A 16| 2nd ABs Zsei:svneer:f 2;\'3'}\'% Grammar Skills Test
97 |PMO Harbor Operations Officer 16| 2nd ABs 2?:::;?? Zé\m{tz) . Grammar Skills Test
98 {PMSODD Management Specialist Il 16| 2nd ;ﬁ:&i’:ﬁ:é‘am) Grammar Skills Test
99 |CSD Marketing Officer A 16| 2nd ABs asii:;:;r:f 2;&"'&) Grammar Skills Test
100}ASD Procurement Officer A 16| 2nd ABs isei:sl:ﬂnzr:ta ;;\5':2) Grammar Skills Test
101|PMO Records Officer A 16| 2nd '&Zﬂgs'fni’::f:;\am}') Grammar Skills Test
102|0CBS Researcher-Speciatist 16| 2nd ABs Zzi:s?lnir:f éé\;lm) Grammar Skills Test
103|POSD/PMO Safety Specialist 16| 2nd Azasii:sl\r/g::f ;;&;’;% Grammar Skills Test
104|CPD Senior Corporate Planning Analyst{ 16} 2nd ABs isei:sl\r‘:g:f :g&m) Grammar Skills Test
105(PMO Senior Engineer A 16| 2nd Aiasiis“f'ni?ff ;é\r\:i/'i% Undg:g‘:;gl'rest
106|CO/PMO Senior Fiscal Examiner A 16| 2nd Aiii;’:‘ﬂi’::f{gﬂ% Accounting Skifis Test
107ICTD gj;‘t':r’n"s"i';?:;‘em Information/ | 461 5ng Aii‘fzs“’f“::f;gm‘x) Digital Literacy Test
108|PPATI Senior Researcher-Analyst A 16| 2nd ABs ﬁ:shrnnir:f ;;&m) Grammar Skills Test
109]ASD Senior Supply Officer 16| 2nd ABs asseigsl\rﬂn::f ;é\&u{n&) Grammar Skills Test
110|TD Taxation Specialist 16| 2nd fs a:g:sﬂir:ta:gsw) Accounting Skills Test
111{PMO Terminal Operations Officer A |16| 2nd Aiasfgs“:‘i':f:xm) Grammar Skills Test
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# RC POSITION TITLE SG[LEVEL| om:&?’:’:g’i‘;nts) (lns:::r;lél::sider
pplicants)
112{TD Senior Credit/ Collection Officer |17] 2nd Aiifisﬁi':f}é\m) Accounting Skills Test
113|AsD Transport Maintenance General | 17] g1 ﬁgi:gg:nﬁf‘z‘m\? Job-related Skills Test
114|CSD Business Development Specialist |18 2nd ABs ng:s’:dneer::ta ::ﬁﬂ% Grammar Skilis Test
115|PMO g;zic“iglsi:toe"e'°pme"wa’ keting 1 45| 2ng ;isei:s“rf“::’t‘a:;‘&m?) Grammar Skills Test
116|PPDAISAS/PMO  |Civil Security Officer A 18| 2nd :a_zseigs“:g:f;xm}') Te°h“i°§'eifd Agility
117|co Corporate Budget SpecialistA | 18] 2nd ;22’:5&‘1’::?;;‘31"% Accounting Skills Test
118}csD Data Analyst i 18| 2nd ;asi:s“r:;':f;;ﬁ%}’) Grammar Skills Test
119/POSD/PPDDIPMO  |Environmental Speciatist A 18} 2nd /Z’;ﬂ:s“:‘i';‘fzé‘,am) Grammar Skills Test
120|PPoD Financial Planning SpecialistB  |18] 2nd ;Zig;‘;i’:f;g&ﬂ’) Accounting Skills Test
121{HRMD puman Resource Management | 4] png zzzi:s"r"n‘:’:tazg‘am) Grammar Skills Test
122|1AD Internal Auditor Il 18| 2nd zise‘gs':"ne;:fzé\;m) Accounting Skills Test
N N D
124|CSD Marketing Specialist 18| 2nd A?s Zsei:sﬁdnz:ta :;&m) Grammar Skills Test
125|POSDIPPDD/PMO  |Port Operations Specialist 18] 2nd Aiif;“:g:f’;gg% Grammar Skills Test
126}AsD Records Officer i 18| 2nd ;ii‘:s“r"nee':f;é‘am}’) Grammar Skills Test
127|TDIPMO Senior Cashier 18| 2nd Pzasigs"r"ni’:f@am) Accounting Skills Test
128{CD/PMO Senior Corporate Accountant A 18| 2nd /;Bs izi:sh:g;:f :;&m Accounting Skills Test
129|cSD :ggggli‘f“"“" Develapment 48] 2nd Aiij:g“&i‘:fzgam) Accounting Skills Test
130JCSD Senior Economist A 18] 2nd ::; Zii:s“rﬂneer:ta ;E;\h?l’/!;z) Accounting Skills Test
131|PPDD Senior Economist A 18| 2nd 'zzsei:s“r’:‘z’:f:;m% Accounting Skills Test
132|PMO Senior Harbor Operations Officer | 18| 2nd zasi:s“r’r',ﬁf:é‘h‘;*m) Grammar Skills Test
133|CSD Senior Port Tariff Specialist 18 2nd ;.s as‘j:s'\fnir:f ;:n:'x% Grammar Skills Test
134|CPD/PMO Senior Statistician 18| 2nd ; a:ei:;;nn(::? 2;&“}&') Accounting Skills Test
135|PMO Sepior Terminal Operatons 18] 2nd iij:sm‘:f;gam}’) Grammar Skills Test
136|PPDD/PCMDIPMO  |Supenvising Engineer A 18| 2nd zizigs“:‘i’:f:;‘&m) un dg";f::d“i:f:;est
. s Supervg Bt Wanagement | 1ol g | BasoMental S | e s T
138[CD Supervising Fiscal Examiner 18| 2nd ABs 22:::3?:9&% Accounting Skills Test
139[1D g‘f’f"’fgis"‘g Insurance/ Risk 18| 2nd ;ﬁ:s":‘i’:‘a:é‘m% Accounting Skills Test
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# RC POSITION TITLE SG|LEVEL| oms?i?ig:{:am) _ (lnsidseKr;:-)lt-x?slder
Applicants)
140|CPD Supervising Researcher-Analyst |18) 2nd ABs as.seigsm’:\tta :g‘&:’;% Grammar Skilis Test
141|PMO Supervising Supply Officer 18] 2nd A'?s as'i:s‘\r/lnir::? :;‘&w) Grammar Skills Test
142|PPATI Training Specialist il 18| 2nd gﬁ:ﬁ;’:ﬂgﬁ"fa) Grammar Skills Test
143{TD Lreasuy Management Specialist | 4 gng zizgs":’f;:f;;‘&m) Accounting Skills Test
144|ASD General Services Chief 8 19| 2nd ABs aszi:sl:/l“eer:‘tta ;g&m) Grammar Skills Test
e o e el I
146|cPD gggg; g:'pm‘e Planning 19| 2nd zifgs'r“n‘::fzg‘bﬂ% Grammar Skills Test
147|cSD gsggggmmc Development {491 2ng Aiii‘:g‘:”ﬂi‘;‘f;:&ﬂ% Grammar Skills Test
148|PMSODD ;Z’::;fn’;‘g;‘:g“;:gf:l"st 19| 2nd pizi'gs“:fe':f:;&m) Grammar Skills Test
149|PMSODD Senior Management Specialist 19| 2nd ABS assei:s“r:‘\ee‘::f :g&w) Grammar Skills Test
150{CSD Senior Research-Specialist 19| 2nd Aasifai:sh:\:"\? (lé\h:w) Grammar Skills Test
151|POSD/IPMSODD | Senior Safety Specialist 19| 2nd g’i:::;’:f;gam) Grammar Skills Test
152|TD Supervising Cashier 18] 2nd ;iﬂgs“;‘::f‘;xﬂ) Accounting Skills Test
153|POSD/PMO Environmental Management Chief | 20] 2nd Aggf:;l:'tn(’g}% Supervisory Skills Test
154|EXEC/PMO Executive Assistant A 20| 2nd Ag;gf:;::it"(‘g'}%\) Supervisory Skils Test
155}ccs Information Officer IV 20| 2nd A;":f;g:i“('g'}% Supervisory Skills Test
156{PPDD Principal Architect B 20{ 2nd A(s:srgls?:rln::'t‘?g‘r%) Supervisory Skills Test
157|PPOD/IPCMD/DSD  |Principat Engineer € 20| 2nd Agg's"’:r";:‘t“('g‘}% Supervisory Skills Test
158|ASD Records Management Chief 20| 2nd AS:;E:&Z%”{;’;.QA) Supervisory Skills Test
159|PPDD 2:22‘;;3;‘””3' Planning 20| 2nd Ags'zf;;z:i“('g’}% Supervisory Skills Test
160|PPOD Supervising Economist 20| 2nd AS:;E::{:\Z:;";E’;% Supervisory Skills Test
161|Csp Supervising Financial Specialist  {20] 2nd Ags’gf::rgm"('g[‘&) Supervisory Skills Test
162|CSD Supervising Research-Specialist |20 2nd Agsrzi::;z:itn('g?r%) Supervisory Skills Test
163|LSD Attorney Il 21| 2nd Ags’gf:r:‘::'t"('g.‘g\) Supervisory Skills Test
164{PMO Division Manager D 21| 2nd Ags'g'::r'nTe:‘t"('g"T%\) Managerial Skills Test
165|ASD/PMO Administrative Officer IV 22| 2nd Ags'ie'f:,:,z:it"('g}% Supervisory Skills Test
166]TD Cashiering Services Chief A 22| 2nd AS;::;L::;";’.}%\) Supervisory Skills Test
167|PPDIISASIPMO ggf;%;}g;sgfﬁ‘g% Officer (Chief | 21 2ng Ag;:f:r'nzm"('g}i) Supervisory Skills Test

[ PR

Y Y
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# RC POSITION TITLE SG|LEVEL| omg?:’e";"::;"’igants) (In:idseKr;!C-):?sider
\pplicants)
168|PPDD Chief Economist 221 2nd Agg'::;\::wg}.% Supervisory Skills Test
169{PMSODD Chief Management Specialist 22} 2nd Agsr:f:r:‘z:;n('g.}% Supervisory Skills Test
170{POSD/PMO Chief Safety Officer 22 2nd Ags":‘::r':e:‘t“('g}?«) Supervisory Skills Test
171{TDICDIPMO Corporate Finance Services Chief [ 22| 2nd Ags'g’scsar'nzz't“('g’lr% Supervisory Skills Test
172|cPD Corporate Pianning Chief 22| 2nd Aggf::;;:i"('grﬁ) Supervisory Skills Test
173|PMO Division Manager C 22| 2nd Ags’gf;;::'t"('g}% Supervisory Skills Test
174|PMO Estate Management Chief 22} 2nd A(s::é::ge-:ltn(ﬁg"rg/\) Managerial Skills Test
175|HRMD g?f:';::‘lse““’ ce Management |, o4 Ags'gfsa;:'t"(’g'}% Supervisory Skills Test
176{IAD Internal Auditor IV 221 2nd Ag:lscsarln::;n(‘g“rg\) Supervisory Skills Test
177)ICTD gfs?zriesmggvt!fgﬂ?f?&ef A %3] 2 AS::LC:ern('g}%) Supervisory Skills Test
178 &%DD/PCMDIDSDIP Principal Engineer A 22] 2nd Agsrglsc:rln:::ltn('g‘\&) Supervisory Skills Test
179|ASD Property Officer V 22| 2nd Aggf:‘:‘::'tn"g}% Supervisory Skills Test
180|ccs Public Relations Officer IV 22| 2nd Agsrgf:r'nz“'t"(’g’}% Supervisory Skills Test
181|EXEC Senior Executive Assistant 221 2nd Agsr::;c:;z:'t"('g}%) Supervisory Skills Test
182|pPATY Training Specialist IV 22| 2nd Aggf:r;zm"('g'}% Supervisory Skills Test
183|OCBS/LSDIPMO  |Attorney IV 23| 2nd Aggf:;z:'t”('g{‘g\) Supervisory Skills Test
184|CSD Business Development Chief A 23] 2nd Agg::;::‘;?g}% Supervisory Skills Test
185|PMO Division Manager B 23| 2nd A‘s:s’zf:r'nm"(’g’.‘r%\) Managerial Skills Test
186|CsD Estate Management Chief 23| 2nd Ag;:f:r'n‘;:'t"('g’}% Supervisory Skills Test
187{PMO Harbor Master 23| 2nd Aggf::r:;:;"('g’.‘&) Supervisory Skills Test
188|HRMD Medical Officer IV* 23| 2nd AS;:::;;’;;“(’S'}% Supervisory Skills Test
189/PoSD Port Operations Chief 23| 2nd Agg'::r'n];:'t"('g'}% Supervisory Skills Test
190|csD Port Tariff Chief 23| 2nd Agggf:;lgi"('g'}% Supervisory Skills Test
191{PMO Terminal Supervisor A 23] 2nd Ags”et::r'nz:'tn('g?g,\) Supervisory Skills Test
192|ALL Division Manager A 24| 2nd Aggf:r:\:m“(‘g}% Managerial Skills Test
1931AD Internal Auditor V 24| 2nd Ag:f:r’nm"('g’}% Managerial Skills Test
194|ccs Public Relations Officer V 24| 2nd Ag;g::{;::;"('g’}% Managerial Skills Test
195|LSD Attorney V 25| 2nd AS:Q::;::;"('E'}% Managerial Skills Test
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TYPES OF TEST PER POSITION/LEVEL

I

ANNEX A

# RC POSITION TITLE SG| LEVEL (Outs?i?ﬁg;:‘l’igant!‘.) (Insi::";gt-fsider
; .t __Applicants)
196|0CBS Board Secretary Vi 25| 2nd A;’gf:;l:‘{‘('g'}% Managerial Skills Test
197{PMO Port Manager A 26) 2nd Agsr:;csa’:‘::;n(lgr_}%; Managerial Skills Test
198|0GM Special Assistant to the Corporate 25| and Ags'gf::ge:'t“('g'}% Managerial Skils Test
198]HO Department Manager 27| 2nd Ag;:i::;::itn('g}g,\): Managerial Skills Test
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