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z BY:
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THE HONORABTE SANGGUNIANG PANTAI.AWIGAN MEMBERS
. TANDAG CITY, SURTGAO DEL ST'P .

THRU: THE SECRETARY TO THE SANGGUNIANG PANLAIAW|GAN
Tanggapan ng Sangguniang Panlalawigan,
Capitol Hills, Tandag City
Surigao delSur

Sirs/Mesdames

Respectfully submitting to your level, ORDINANCE NO. 73, Series ol2O26, entitled 'AN ORDINANCE
AMENDING THE SPECIFIC POSITION TITLES IN THE STAFFING PATTERN OF ORDINANCE NO. 55, SERIES

OF 2026, ENTITTED *AN ORDINANCE CREATING AND STRUCTURING THE MUNICIPAT HUMAN
RESOURCE MANAGEMENT OFFTCE (MHRMOI OF THE MUNTCTPAUW OF CARMEN, SURTGAO DEL SUR

WITH ITS OWN STANDARDS, ORGANIZATIONAT STRUCTURE, STAFFING PATTERN, MANDATES AND

FUNCTIONS AND SUBSEQUENTTY CREATING THE POSITION OF MUNICIPAT GOVERNMENT

DEPARTMENT HEAD I (HUMAN RESOURCE MANAGEMENT AND DEVELOPMENT OFFICER} SAIARY

GRADE (SGl-24,'* FOR RECflFICATTON rN COMPUANCE WITH SANGGUNIANG PANLALAWTGAN

RESOLUTION NO. 1403-26,SER|ES OF 2026" dated July 2L,2026.

Attached herewith are the following:

1) Ordinance No. 55, Series of 2026

2l SP Resolution No. 1403-2025

For your review and appropriate action.

Thank you and more power.

Very truly yours,

\'
MA. JUTINA T. BORDA- JUTtLO, LLB., J.D.

Secretary to the Sangguniang Bayan
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TAI{GGAPAII lIG SA]IGGUilIA]TG BAYAil
EXCERPTS FROM THE MINUTES
OF CARMEN, SURIGAO DET SUR

OF THE 515T REGUIAR SESSION OF THE 14TH SANGGUNIANG BAYAN
HELD ATTHE SB SESSION HATL TEGISTATIVE BUTLDING ON JULY 21,

2026

MunicipalVice- Mayor/
Presiding Officer

Hon. Jane V. Plaza

REGULAR SANGGUNIANG BAYAN MEMBERS:
Hon. Carlos S. Estrada
Hon. Harvey S. Manawatao
Hon. Tanie A. Quillano
Hon. Nilo S. Bigno
Hon. DanielA. Tejol
Hon. Elvie U. Ohao
Hon. Rencio P. Valeroso

EX.OFFICIO MEMBERS:
Hon. Blandena V. Sugian
Hon. JeffAnthony D. Beloria

PRESENT:

ON LEAVE:

SB Member
SB Member
SB Member
SB Member
SB Member
SB Member
SB Member

a .Y(; :iAN

z
F

ABC President
SK Federation President

SB Member

. TAXDAG CITY. SURIGAO DEL SIIP .

IAAI(}

REGU1AR SANGGUNIANG BAYAN MEMBER:
Hon. MichaelC. Escuyos
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ORDINANCE NO.73
Series of 2O26

,,AN ORDINANCE AMENDING THE SPECIFTC POSITION TITTES IN THE STAFFING PATTERN OF

ORDTNANCE NO. 55, SERTES OT 2026, ENTITLED *AN ORDINANCE CREATING AND STRUCTURING

THE MUNtCtpAt HUMAN RESOURCE MANAGEMENT OFFTCE (MHRMOI OF THE MUNTCTPAUTY OF

CARMEN, SURTGAO DEL SUR WITH tTS OWN STANDARDS, ORGANIZATIONAI STRUCTURE,

STAFFING PATTERN, MANDATES AND FUNCTIONS AND SUBSEqUENTLY CREATING THE POSITION

OF MUNICIPAL GOVERNMENT DEPARTMENT HEAD I (HUMAN RESOURCE MANAGEMENT AND

DEVETOPMENT OFFTCER) SAtARy GRADE (SG)-24,* FOR RECTTFTCATION lN COMPUANCE WITH

SANGGUNIANG PANLATAWTGAN RESOLUTION NO. 14O3.26,SERIES OF 2A26"

Author: Hon. Carlos S. Estrada

Enacted All Members Present

EXPTANATORY NOTE

WHEREAS, the Sangguniang Bayan of Carmen, Surigao del Sur, enacted Municipal Ordinance

No. 55, Series of 2026 on May !2, 2026, establishing the organizational foundation and staffing

requirements for the newly created Municipal Human Resource Management Office (MHRMO);
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WHEREAS, the Sangguniang Panlalawigan of Surigao del Sur, during its 50th Regular Session on
July 07, 2025, reviewed the enactment and subsequently issued SP Resolution No. 1403-26 to return
the said ordinance for specific technical rectifications;

WHEREAS, the technical review conducted by the Provincial Human Resource Management
Officer, found that the parenthetical title assigned to the position of Administrative Assistant Il
(Administrative Assistant) under Performance Management/Rewards and Recognition, violates the
authorized standards set under Civil Service Commission (CSC) Memorandum Circular No. 12, s.2022,
Annex B-1;

WHEREAS, the Municipality of Carmen values full adherence to standard Civil Service
regulations and recognizes that correcting this single technical item will clear the path for the definitive
implementation of the MHRMo;

BE !T ORDAINED, by the Sangguniang Bayan of Carmen, Surigao del Sur in a session assembled:

SECTION 1. AMENDMENT AND RECTIFICATION- The Staffing Pattern designated for the
Municipal Human Resource Management Office (MHRMO) under Municipal Ordinance No. 55, Series

of 2025, is hereby modified to update the non-compliant position title.

The title shall be changed to match an authorized option under CSC Memorandum Circular No.

t2, s.2O22, Annex B-1, and shall read as follows:

Old Title: Administrative Assistant ll (Administrative Assistant)

(U nder Performance Management/Rewards a nd Regulation)

Amended/Corrected Title: Administrative Assistant ll (Human Resource Management

Assista nt) (Under Performance Management/Rewa rds a nd Recognition)

SECTION 2. SEPARABIIITY AND RETENTTON- All other operational sections, functional

mandates, structural layouts and the creation of the position of Municipal Government Department

Head (SG-24) as written in the original Municipal Ordinance No. 55, Series of 2026 remain valid, not

affected and in full force and effect.

SECTTON 3. EFFECITVITY- This Ordinance shall take effect immediately upon its approval

ENACIED this 21* day of July 2026 at Carmen, Surigao del Sur.

I HEREBY ATTESI to the correctness ofthe foregoing ordinance'

t?l

MA. JULINA T. BORDA. JUTILO, LLB., J.D

Secretary to the Sangguniang BaYan

CERTIFIED CORRECT

cipalVice- MaYorl
ng Officer

APPROVED:

N

Mayor

ol'*1""0
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Srt SECPETARY

TAI{GGAPAil ]IG SA]IGGUI{IA]IG BAYAI{

EXCERPTS FROM THE MINUTES OF THE 415T REGULAR SESSION OF THE 14TH SANGGUNIANG BAYAN
OF CARMEN, SURIGAO DEL SUR HELD ATTHE SB SESSION HAIL, TEGIST.ATIVE BUILDING ON MAY 12,

2026

PRESENT:

Hon. Jane V. Plaza MunicipalVice- Mayor/
Presiding Officer

ON LEAVE:

REGUTAR SANGGUNIANG BAYAN MEMBERS:
Hon. Carlos S. Estrada
Hon. Tanie A. Quillano
Hon. Nilo S. Bigno
Hon. DanielA. Tejol
Hon. Elvie U. Ohao
Hon. Rencio P. Valeroso

EX.OFFICIO MEMBERS:

Hon. Blandena V. Sugian

Hon. Jeff Anthony D. Beloria

SB Member
SB Member
SB Member
SB Member
SB Member
SB Member

ABC President
SK Federation President

SB Member
SB Member

REGUTAR SANGGUNIANG BAYAN MEMBERS:

Hon. Harvey S. Manawatao
Hon. MichaelC. Escuyos

ORDINANCE I{O.55
Series ot2026

,,AN ORDINANCE CREATING AND STRUCIURING THE MUNICIPAT HUMAN RESOURCE

MANAGEMENT OFFTCE (MHRMOI OF THE MUNTCTPAUW OF CARMEN, SURIGAO DEt SUR WITH ITS

OWN STAN DARDS, ORGAN IZATIONAL STRUCTU RE, STAFFI NG PATTERN, MAN DATES AN D

FUNCTIONS AND SUBSEQUENTTY CREATING THE POSITION OF MUNICIPAL GOVERNMENT

DEPARTMENT HEAD I (HUMAN RESOURCE MANAGEMENTAND DEVELOPMENTOFFICER} SATARY

GRADE (SGl- 24"

Author: Hon. Carlos S. Estrada

Enacted: AllMembers Present

EXPTANATORY NOTE

WHEREAS, under the Local Government Code of 1991, Local Government Units (LGUs) are

granted the power to create offices and positions, thus: Section 76. Orgonization Structure ond Stoffing

pottern. Every Locol Government tlnit shotl design ond implement its own orgonizotionol structure and

staffing pattern toking into considerotion its seruice requirements ond financial copobility, subiect to

the minimum stondards ond guidelines prescribed by the Civil Service Commission;

\l
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WHEREAS, Section M7 lal (1) (viii) of the code likewise authorizes the Sangguniang Bayan to
determine the positions and the salaries, wages, allowances and other emoluments and benefits of
officials and employees paid wholly or mainly from the municipal funds and provide expenditures
necessary for the proper conduct of programs, projects, services, and activities of the municipal
BovernmenU

WHEREAS, CSC Memorandum Circular No. 19, Series of L992, otherwise known as the
Guidelines and Standards in the establishment of Organizational Structures and Staffing Patterns in
the Local Government Units, specifically on Section 13 shal! be strictly followed;

WHEREAS, Section 8 of CSC Memorandum Circular No. 12, Series of 2022, strongly encouraged
the Local Government Units to create the Human Resource Management Office which shall be
responsible for Human Resource Management and maintenance of effective liaison with the Civil
Service Commission. Provided, that when the number of personnel of an LGU does not warrant the
creation of the Office, the LGUs are strongly encouraged to create at least a 2nd level HRM Officer
position to perform the abovementioned duties and responsibilities and/or if funds are available
capacitating the LGUs to further create other HRM positions;

WHEREAS, to address and strengthen the needs on human resource development, personnel

management and continuous organizationaldevelopment of LGU-Carmen, the MunicipalGovernment
necessitates to establish the Human Resource Management Office a separate department and to
create a position of Department Head for purposes of organizational enhancement and comprehensive

human resource development which will redound to improved employee and LGU performance in the
delivery of services to the people;

WHEREAS, with the present challenge on the actual implementation of the LGU's Human

Resource Management and Development Plan and the compliance and implementation of HR systems

for CSC PRIME-HRM Accreditotion Program on top of the routine personnel functions, the LGU has this

action plan and intervention to create the Municipal Human Resource Management Office (MHRMO)

with HRMOs and HRMA positions to strengthen the HR functions and accountability and to foster

independence of the Office, to augment and rationalize workloads;

WHEREAS, to be able to address the needs of the human resource administrative staff

management, ptanning and structure designing employee discipline and other functions, the Human

Resource Management Office necessities to create and make structuring of HR Office for sound

personnel administration, organization and comprehensive human resource development which will

redound to improve employee and LGU performance in the delivery of service to the populace;

WHEREAS, this august body finds necessary to create and structure Human Resource

Management Office as distinct and separate office in order to cater the wide scope of functions and

responsibilities due to increase in human resources pool coupled with carrying demands of employee

welfare and personnel services;

BE lT ORDAINED, by the Sangguniang Bayan of Carmen, Surigao del Sur in Regular Session

assembled, thatr

Section 1. TITIE- This Ordinance shall be known as "AN ORDINANCE CREATING AND

STRU TURING THE MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE (MHRMO) OF THE

MUNICIPALITY OF CARMEN, SURIGAO DEL SUR WITH ITS OWN STANDARDS, ORGANIZATIONAL

STRUCTURE, STAFFING PATTERN, MANDATES AND FUNCTIONS, AND SUBSEQUENTLY CREATING THE

POSITION OF MUNICIPAL GOVERNMENT DEPARTMENT HEAD I (HUMAN RESOURCE MANAGEMENT

AND DEVELOPMENT OFFICER) SALARY GRADE (SG)- 24."

section 2. CREATION AND STRUCTURING- The Municipal Human Resource Management

Office including its organizational structure and staffing pattern is hereby created and structured' The

office shall be headed by a Municipal Human Resource Management officer with the rank of

Department Head (salary Grade- 24) and who shall be appointed by the Municipal Mayor pursuant to

section 444 (b) (1) of R.A. 7160 othenivise known as the Local Government code of 1991'

\
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section 3. FUNcrloNS- The office shall have the following functions, as follows

L- Directly handle human resource/personnel management of LGU- carmen.

2. Ensure a continuing organizational development instituting effective
administrative reforms.

3. Spearhead the strategic individual and organizational progftlms and activities
towards achieving PRIME-HRM.

4. ls responsible for the planning, development and implementation of the human
resource development programs of the Municipal Government Unit.

5. Assist and advise the Municipal Mayor and other Local Officials on the formulation
and execution of human resources policies, rules and regulations.

6. Undertake the implementation of the Civil Service laws, rules and regulations as
regards to personnel actions, performance management system, incentives and
awards, training and development, employee welfare and benefits, grievance
machinery and personnel discipline.

7. Provide active support, cooperation and participation in the program and activities
of the Civil Service Commission and Liaison with the DBM, DILG, CSC and other
government agencies as regards to human resource matters.

8. Conduct of technical needs assessment to determine the training needs of
employees, and as basis for the preparation of HR Development Programs;

Coordinates with CSC on the conduct of HR programs; evaluates the training
programs conducted; maintains a database of employees attendance to HRD

programs; proposed/recommends training and career development of
employees; implement Career Pathing programs, succession planning, health and
wellness programs; certify records to be inputted in the database and in relation
to the functions of the office.

9. Conduct personnel inspection, prepares reports on inspection/observations on

the implementation of Civil Service law, rules and regulations. Monitors
implementation of Performance Management System vis-A-vis different programs

of the Municipality of Carmen and CSC and other agencies affecting employee
benefits, rewards and incentives for good performance, provides information on

employees' rights and privileges, provided guidance and counseling, prepares

report relative to the implementation of Program on Awards and lncentives for
Service Excellence (PRAISE), Leave Administration and Performance

Assessment/Ratings of employees, maintenance of welfare, acts as Secretariat of
CS Anniversary Celebration, maintains a database on leave credits of officials and

employees, maintains records and other written proceedings involving

complaints, grievances and administrative cases.

10. Provide the department and other divisions of the office fiscal, logistic and other

basic administrative services, implements policies, rules and regulations and

standard governing basic administrative services, implement Records

Management Manual of the Municipality of Carmen, Surigao del Sur, supervise

overall management records of the office, provides the various offices updates on

Civilservice laws, rules and regulations and policies, serves as linkage with other

offices on personnel matters; prepares annual reports required by the CSC and

other agencies, maintains an employee database, provides Office Secretariat

services to the different Personnel Mechanism Committees.
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11. ldentify and publishes/posts vacant positions, receives applicants and other
requirements for employment, conducts orientation of applicants, evaluates
qualification of applicants vis-i-vis the approved qualification standards, submit
list of qualified applicants to the Human Resource Management personnel
Selection Board (HRMPSB), serves as Secretariat and assists the HRMpSB during
deliberation of vacant positions, prepares all appointments of selected
employees, reviews and verifies all supporting documents of appointments,
prepares observations on complaints relative to ARD, prepares Appointment
Transfer Action Forms (ATAF) and quarterly report on accession and separation,
maintains qualification standards of all positions, maintenance of the Municipality
of Carmen Merit Promotion Plan.

Section 4. ORGANIZATIONAL STRUCTURE AND STAFFTNG PATTERN- The Municipal Human
Resource Management Office shall have the following Organizational Structure and Staffing pattern.

OFFICE OF THE MUNICIPAT HUMAN RESOURCE MANAGEMENT

MUNICIPAL GOVERNMENT DEPARTMENT HEAD 1
(Municipal Human Resource Management Officer)

(sG- 24)

HUMAN RESOURCE SELECTION &
PTACEM ENT/APFOI ilTM ET{T

HUMAil RESOURCE LEARNING &
DEVETOPMENTIRAItrflNG

PERFORMANCE MAT{AGEMENT/
AND REWARDS & RECOGNITION

ADMI]iIISTRATIVE RECORDS

SYSTEM & INFORMATION

ADMINISTRATIVE OFFICER IV
(HRMO il) SG - 15

ADMINISTRANVE OFFICER IV
(HRMO [)SG - 1s

ADMINISTRATTVE OFFICER IV
(HRMO illSG - 1s

ADMIf{FTRATWE OFFICER I]I
(Records Officer ll) SG - 14

INFORMATION SYSTEMS

ANALYSTtSG.12
ADMINISTRATIVE OFFICER II

(HRMO r) SG - 11

ADMINISTRANVE OFFICER II

(HRMO r) SG - 11

ADMINISTRATIVE OFF]CER 1I

(HRMO il) SG - 11

ADMTN ]STRATIVE ASSISTAilT II I

(CoMPUTER OPERATOR il) SC - 9

ADMINISTRANVE ASSISTANT II
(HUMAN RESOURCE MANAGEMENT

ASSTSTANT) SG - 8

ADMINETRANVE ASSISTAI{T II
(ADMTNtSTRAllVE ASSTSTANT)

sG-8

ADMINISTRANVE AIDE III
(uTlLrTY WORKER il) SG - 3

ADMINISTRATIVE AIDE 1I

(MESSENGER) SG - 2
ADMINISTRANVE AIDE II

(MESSENGER) SG - 2

ADMINISTRATIVE ASSISTANT III
(CoMPUTER OPERATOR il) SG -9

PUBLIC SERVICES FOREMAN
(sG 5)

Section 5. FUNCTIONS AND RESPONSIBIIITIES OF THE DIVISION- The Office shall have four (4)

divisions which shall be composed of Human Resource Learning and Developmentfiraining, Human

Resource Selection and Placement/Appointment, Performance Management/Rewards and

Recognition and Administrative, Records System and lnformation and shall have the following
functions and responsibilities.

(al HUMAN RESOURCE LEARNING AND DEVETOPMENT/rRAINING-To develop a competent,

responsive, and values- driven workforce through strategic human resource development

initiatives, the following are the duties and functions:

L. Conduct Training Needs Analysis (TNA)- to identify competency gaps aligned with

CSC standards.

>1t
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2. Develop and implement the Annual Learning and Development plan (LDp)-
consistent with organizational goals and ORAOHRA 2026.

3. Administer training pro8rams and capability- building activities in coordination
with CSC and accredited institutions.

4. Manage scholarship and continuing education programs and monitor compliance
with service obligations.

5. Support career development and succession planning to strengthen workforce
capability.

6. Assist in the implementation of the Strategic Performance Management System
(SPMS) and align training with performance gaps.

7' Maintain and update training records and documentation for reporting and
compliance purposes.

8. Monitor and evaluate Learning and Development programs to ensure
effectiveness and continuous improvement.

9. Ensure compliance with csc policies, rules and ORAOHRA 2026 on all HRD
interventions.

10. Promote values formation and organizational culture development anchored on
integrity, professionalism and excellence.

11. Manage HRD resources and budget to ensure efficient utilization.
12. Perform other HRD- related functions as may be assigned by the HRMo or

MunicipalMayor.

(b) HUMAN RESOURCE RECRUITMENT, SELECflON AND PLACEMENT/APPOINTMENT- To
institutionalize a professional, transparent and merit- based recruitment, selection and
placement system that ensures the hiring and retention of the most qualified and
competent personnel in the LGU. This division shall have the following functions:

L. Shall be primarily responsible in establishingformulating a sound recruitment,
selection and placement system in the municipality.

2. Develop a manpower plan/staffing plan which shall set forth the number and

knowledge/skills of personal needed to achieved the organization's goals,

objectives and programs.

3. Ensure transparent publication of all vacant positions in compliance with CSC

requirements.
4. Conduct objective screening and evaluation of applicants based on approved

Qualifi cation Standards (QS) and competency requi rements.

5. Provide technical and secretariat support to the Human Resource Management

Personnel Selection Board (HRMPSB), ensuring proper documentation of
deliberations.

6. Uphold the merit and fitness principle in all selection decisions in accordance with
CSC rules and ORAOHRA 2026.

7. Prepare, review and process appointments and personnel actions (original,

promotion, transfer, reemployment, etc.).

8. Ensure accuracy, completeness and timeless of appointment documents prior to
submission to CSC.

9. Facilitate proper placement and movement of personnel within the approved

plantilla and staffing Pattern.
10. Maintain and safeguard 201 files and personnel records, ensuring data integrity

and confidentiality.
11. Monitor and ensure full compliance with CSC policies, civil service laws and

reporting requirements.
12. Provide policy guidance and technical advice to offices on recruitment, selection

and placement Procedures.
13. Continuously improve systems to prornote efficiency, fairness and accountability

in HR processes.

14. Updates the Merit Promotion Plan and System of Ranking Positions as the case

maybe which shall be submitted to the appointing authority and the Civil Service

Nfua
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Commission for approval.
15. Perform other related HR functions as may be assigned by the HRMo or Head of

Agency.

(c) PERFORMANCE MANAGEMENT/REWARDS AND RECOGNTTTON-

1. Lead the implementation of the strategic performance Management system
(SPMS) in accordance with CSC guidelines.

2. Facilitate the setting of Office and lndividual Performance Targets aligned with
organizational goals.

3. Provide technical assistance in the preparation of ffiice performance
Commitment and Review (OPCR) and individual Performance Commitment and
Review (IPCR).

4. Monitor and track performance accomplishments and timelines of offices and
employees.

5. Review and validate performance ratings to ensure objectively, fairness and
consistency.

6. consolidate and submit performance reports to csc and oversight agencies.
7. Ensure linkage of performance results to rewards, incentives and HR actions

(promotion, training, etc.).
8. Administer the Performance- Based Bonus (PBB) and other incentive systems in

compliance with national guidelines.
9. Provide coaching and guidance to supervisors on performance evaluation and

feedback mechanisms.
10. Maintain and update performance records and databases.
11. Ensure compliance with CSC policies, SPMS guidelines and ORAOHRA 202G.
12. Recommend improvements to strengthen a results-based, accountable and high-

performing workforce.
13. Develops a performance standard an evaluation which is workable or applicable

to the functions of the whole organization and in accordance with the guidelines
and standards set by the Civil Service Commission.

14. Coordinate with the Performance Management Team (PMT) in the conduct of
performance evaluation of all municipal personnel as basis for the incentives and
rewards, promotion, training and development intervention and other personnel

actions.
15. Perform other related functions as may be assigned by the HRMO or Head of

Agency.

(dl ADMINISTRATION, RECORDS SYSTEM AND INFORMATION- To ensure a reliable, secure,

and efficient human resource records and information system that supports sound HR

decision- making and compliance with Civil Service standards. The following are the duties

and functions:

1. Manage and maintain the integrated HR records management system in

accordance with CSC standards and data integrity policies.

2. Ensure proper creation, updating, safekeeping and disposal of personnel records

(201fi|es) in compliance with CSC guidelines and archival rules.

3. Process and document personnel administrative actions (appointments,

promotions, transfers, separation, leave and other HR movements).

4. Maintain an accurate and updated Human Resource lnformation System (HRIS)for

decision- making and reporting purposes-

5. Ensure confidentiality, security and accessibility of employee records and HR data.

5. Prepare and submit statistical and compliance reports required by Q$C, DBM, COA

and other oversight agencies.

l. provide records verification and certification services for employment, service

records and other HR documents'

tr' NW
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8. lmplement records classification, indexing and filing systems for efficient retrieval
and monitoring.

9' Coordinate with concerned offices on data validation and correction of personnel
records.

10. Support HRM programs by providing accurate and timely HR data analytics and
reports.

11. Ensure compliance with CSc rules, oRAOHRA 2026, Data privary Act and related
issuances.

12. Maintain backup systems and ensure continuity and disaster recovery of HR
records.

13. Facilitates and administers retirement processes and benefits of the officials and
employees.

14. Perform other related functions as may be assigned by the HRMO or Head of
Agency.

Section 6. STAFFING PATTERN- There shall be standard Staffing pattern of the Local Human
Resource Management and Development Office (HRMDO) as follows:

H UMAN RESOURCE MANAGEMENT AN D DEVETOPMENT OFFICE STAFFING PATTERN

NUMBER POSTTTON
SAI.ARY

GRADE
STEP

1

Municipal Goyernment Department Head I
(Human Resource Management & Development

Officer)
24 7

HUMAN RESOURCE LEARNTNG & DEVELOPMENT/rRAINING DIV|SION

NUMBER POStTtON
SALARY

GRADE
STEP

,.
ADMINISTRATIVE OFFICER lV (Human Resource

Management Officer ll)
15 1

L
ADMINISTRATIVE OFFICER ll (Human Resource

Management Officer l)
11 1

1 ADMINISTRATIVE ASSISTAI{T lll (Computer Operator ll) 9 L

1 ADMINISTRATIVE AIDE lll (Utility Worker ll) 3 1

HUMAN RESOURCE SELECTION & PTACEMENT/APPOTNTMENT DTVTSTON

NUMBER POSITION
SALARY

GRADE
STEP

t ADMINISTRATIVE OFFICER lV (Human Resource

Management Officer ll)
15 1

L
ADMINISTRATIVE OFFICER ll (Human Resource

Management Officer l)
11

1
ADMINISTRATIVE ASSISTANT II

(HUMAN RE5OURCE MANAGEMENT ASSI5TANT)
8 1

1 ADMINISTRATIVE AIDE ll (Messenger) 2 1

PERFORMANCE MANAGEMENT/REWARDS AND RECOGNITION DIVISION

NUMBER POSITION
SALARY

GRADE
STEP

1
ADMINI IRATIVE OFFICER lV (Human Resource

Management Officer ll)
15 1

I ADMINISTRATIVE OFFICER ll (Human Resource

Management fficer l)
lL 1

1
ADMINISTRANVE ASSISTANT II

(HUMAN REsou RcE MANAgEUEII 389!!14!IL_ 8 1

t ADMINISTRATIVE AIDE ll (Messenger) 2 1

\
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ADMINISTRATIVE RECORDS SYSTEM & INFORMATION DIVISION

NUMBER POSITTON SATARY

GRADE

STEP

L ADMINISTRATIVE OFFICER II!
(Records Officer ll)

T4 1

L INFORMATION SYSTEMS ANATYST II L2 1

1 ADMINISTRATIVE ASSISTANT II
(Ad min istrative Assistant)

8 L

1 PUBTIC SERVICES FOREMAN 6 t

Section 7. CREATION OF MUNICIPAI GOVERNMENT DEPARTMENT HEAD I (MUNICIPAI
HUMAN RESOURCE MANAGEMENT OFFICERI SATARY GRADE (SGl 24- There is hereby created a

plantilla position of Municipal Government Department Head I (Municipal Human Resource
Management Officer), Salary Grade (SG) 24, in the Municipal Human Resource Management Office
(MHRMO) with the following qualification standards and functions, duties and responsibilities:

7.1 QUALIFICATION STANDARDS

POSITIONS
STANDARDS

SG TEVET EDUCATION EXPERIENCE TRAINING ELIG]BILITY

Municipal Government
Department Head I (Human

Resource Management
Officer)

24 2 Bachelo/s Degree
preferably in
Psychology,

Human Resource
Management,

Public

Administration,
Office

Administration,
Business

Administration,
Mass

Communication or
other Allied

Courses

3 years of
relevant

experience

None
required

Career
Service

Professional
(Second

Level

Eligibility)

ADMINISTRAT]VE OFFICER IV
(Human Resource

Management Officer ll)

15 2 Bachelo/s Degree 1 year of
relevant

experience

4 hours of
relevant
training

Career
Service

Professional
(Second

Level

Elieibility)

ADM]NISTRATIVE OFFICER III

(Records Officer ll)
\4 2 Bachelor's Degree 1 year of

relevant
experience

4 hours of
relevant
training

Career
Service

Professional
(Second

Level

Elieibility)

ADMIITIISTRATIVE OFFICER II

(Human Resource

Management Officer l)

11 2 Bachelo/s Degree None
required

None

required
Career
Service

Professional
(Second

Level

Etieibility)

ADMTNISTRANVE ASSISIAIIIT

il
(ComPuter OPerator ll)

9 2 Completion of two
years in College or

High School

Graduate with
relevant

Vocational Trade
course

1 year of
relevant

experience

4 hours of
relevant
training

Data

Encoder (MC

11, s. 1996-

Cat l) Career

Service 5ub

Professional

{First Level

\
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7.2 COMPETENCIES OF THE MUNICIPAI HUMAN RESOURCE MANAGEMENT OFFICER- The

Municipal Human Resource Management Officer (HRMO) must possess a combination of technical

expertise, leadership ability and interpersonal skills to effectively manage the human capital of an

organization. The following are the key competencies:

1. Strategic Human Resource Management

r Ability to align HR strategies and programs with organizational goals and priorities.

o Competence in worKorce planning, succession planning and organizational

development.
o Capability to design and implement HR policies and systems.

2. Knowledge of HR Laws, Rules and Regulations

o Proficiency in Civilservice laws, rules and regulations (e.g., CSC policies).

o Understanding of labor laws, government compensation and benefits systems and

public sector HR policies.

r Ensures compliance with legal and regulatory requirements.

3. Recruitment, Selection and Placement

o Skill in conducting competency- based recruitment and selection processes.

o Ability to assess qualifications and match candidates with appropriate positions.

o Knowledge in merit and fitness principles in hiring'

4. PerformanceManagement

a

o

Capability to implement and monitor the Strategic Performance Management

System (SPMS).

skitl in setting performance standards, evaluating employee performance and

providing feedback.

Ability to recommend performance improvement interventions.a

POSTTTONS
QUAUFICATION STANDARDS

SG LEvEt EDUCATION EXPERIENCE TRAINING ELIGIBILIW
ADMIT{ISTRANVE ASSISTAN'T

I
(Human Resource

Management Assistant)

8 1 Completion of two
years studies in

college

1 year of
relevant

experience

4 hours of
relevant
training

Career
Service Sub
Professional
(First Level

Eligibility)
ADMINISTRATIVE AIDE II

(Messenger)
2 1 Elementary School

Graduate

None required None

required
None

required
(MC 11, s.96

- Cat l)
ADMIN]STRANVE ASSISTANT

I
(Administrative Assistant))

8 1 Completion of two
years studies in

college

1 year of
relevant

experience

4 hours of
relevant
training

Career
Service Sub

Professional
(First Level

Eligibility)
INFORMANON SYSTEMS

ANATY$S I

L2 2 Bachelo/s Degree
relevant to the Job

None required None

required
Career
Service

Professional
(Second

Level

Eligibility
PUBTIC SERVICES FOREMAN 5 t High School

Graduate
None required None

reguired
None

required
(MC 11, s.96

-cail)
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5. Learning and Development {[ & D]

. Competence in identifying training needs and designing capacity development
programs.

o Ability to implement training plans and evaluate their effectiveness.
. Supports employee growth and career development.

6. Compensation and Bene{its Administration

o Knowledge of government compensation structures, benefits and incentives.
. Ability to manage payroll- related concerns, leave administration and employee

welfare programs.
e Ensures timely and accurate delivery of employee benefits.

7. Records Management and HR lnformation Systems

o Proficiency in maintaining and securing personnel records and documents.
o Ability to utilize HR lnformation Systems (HRIS) and ensure data accuracy and

confidentiality.
o Ensures compliance with data privacy standards.

8. Employee Relations and Engagement

. Strong interpersonal and communication skills.

. Ability to handle employee concerns, grievances and disciplinary cases.
o Promotes a positive organizational culture and employee engagement.

9. Leadership and Management Skills

o Ability to lead and supervise HR staff effectively.
. Strong decision- making and problem- solving skills.
o Demonstrates accountability, integrity and professionalism.

10. Communication Skills

o Excellent written and verbal communication.
. Ability to prepare reports, policies and official correspondence.
o Effective facilitation and presentation skills'

11. Ethical Standards and lntegrity

o Demonstrates high level of confidentiality and professionalism.

r Upholds ethical standards in all HR processes'

o Ensures fairness, transparency and accountability.

12. Change Management and lnnovation

. Ability to manage organizational change and HR reforms'

. Open to innovation and continuous improvement of HR systems.

. supports digitalization and modernization of HR processes.

*MUST BE A RESIDENT OF THE MUNICIPALIW AND WITH GOOD MORAL CHARA TER

secion g. FUNCTTONS AND RESPONSIBILITIES- The Municipal Government Department Head

I (Municipal Human Resource and Development fficer) shall take charge of the Municipal Human

Resource Management Office and shall perform the following:

-r'
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8.1. Shall handle the entire Human Resource/Personnel Management.

8.2. Takes charge in the administration of Official Personnel action of all Municipal Officials
and Employees, such as recruitment, selection and placement process, assist management in
processing benefits of separating staff, leaves, promotions, retirements, change of status,
performance appraisal ratings and other related personnel actions.

8.3. Advises the Municipal Officials on personnel policy, functions, practices, rules and
regulations and problems.

8.4. Determines the qualifications standards of all positions, salary grade and salary allocations
that are in accordance with those prescribed by the Civil Service Commission, Department of Budget
and Management and other agencies ofthe government concerned.

8.5. Recommends to the Mayor the conduct of training and seminars for the upgrading of
personnel skills and performances.

8.6. Supervises all personnel and responsible for the updating of personnel records and
safekeeping of 201files of all officials and employees.

8.7. Spearheads/handles the strategic and continuing organizational development instituting
effective admin istrative reforms.

8.8. Formulates strategies to attain practices institutionalizing meritocracy in HRM

8.9. lmplements administrative policies and attend to all personnel actions.

8.10. Ensures the conduct orientation/reorientation to newly hired and existing staff.

8.11. Focal person in the conduct of trainings and development programs for human resource

competencies.

8.12. Updates and prepares required personnel reports and statistics.

8.13. Coordinates and monitors the implementation of HRD programs, projects and activities

in the following HR functions: Recruitment and Selection, Performance Management Systems,

Learning and Development and Rewards and Recognition including Human Resource Management

lnformation System.

8.14 Formulates policies, procedures and guidelines on human resource management.

8.15. Develops and institutionalizes programs and projects in all human resources

management.

8.16. Provides information and advices the Local Chief Executive in the preparation of

memoranda, circulars and other issuances issued by the Civil Service Commission, other

offices/agencies regardin g personnel mattersf actions.

8.17. Performs Liaison functions to the Civil Service Commission

8.18 performs other related functions as may be assigned by the Local Chief Executive and

performs other functions and duties as maybe prescribed by law or ordinance'

section g. AppRopRlATloN- The compensation for the salaries, allowances and other

emoluments and benefits shall be chargeable against the appropriation for such purpose under the

generalfund of this municipality.

\,
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Section 10. SEPARABIIITY CTAUSE- lf any part or provision of this Ordinance shall be held
unconstitutional or invalid, other parts or provisions hereof which are not be affected shall continue
and remain in fullforce and effect.

Section 11. REPEALING CIAUSE- All Ordinances, Administrative Circulars and Executive Orders
or parts thereof which shall be found to be inconsistent with provisions of this Ordinance are hereby
repealed and amended accordingly.

Section 12. EFFECTIVIW CTAUSE- This Ordinance shall take effect upon its approval.

ENACIED this 12fr day of May,2026 at Carmen, Surigao del Sur.

I HEREBY ATTEST to the correctness of the foregoing Ordinance.

r.,,'
MA. JULTNA T. BORDA-JUT|LO, LLB., J.D.

Secretary to the Sangguniang Bayan

CERTIFIED CORRECT:

Vice- Mayor/
Officer

APPROVED:

M Mayor

sfoJoou,



Republika ng Pilipinns
LALAWICAN NG SURIGAO DEL SUR

TANDAG CITY

Tanggepan ng Senggunieng Penlalawigau
(Office rlthe Provincial Council)

r]XCERPT FROM THE MINUTES OF THE SOTII REGULAR SESSION O}'THE 2IS
SANGGUNIANC PAI{LALAWTGAN OF SURIGAO DEL SUR HELD AT THE
SANGGI.iNIANG PANLALAWIGAN SESSION HALL, LT]GISLATIVE BI-]ILDING,
CAPITOL HILLS, TELAJE, TANDAG CITY, PROYINCE OF SURIGAO Df,L SUR ON
.IULY 07,2026

PRESI,IIi'I-:

l-lon. l-lenrich M. Pimentel - Member. Sangguniang Panlalawigan
(Temporary Presiding Officer)

Regular Sengguniang Panlahwigrn Membcrc:

District I District Il

Hon. Ruel D. N,lomo

Hon. Jose Dumagan. Jr.
Hon. Valerio T. Montesclaros. Jr.

Hon. Jimmy l. Guinsod

0n Yirturl Attendance:

I'lon. Yuri Art Euft,R. Sanchez

ABSENT:

On Sick Leave:

Hon. Antonio C- Az*rcon

Hon. Joey S. Pama
Hon. Gines Ricky J. Sayawan. Sr
Hon. Margariu G. Garay
Hon. Anthony Joseph P. Cafredo
Hon. Raul K. Salazar

Ex * Ollicio Members:

- lndigenous Peoples Mandatory
Representative, Surigao del Sur

- President, Panlalawigang Pederasyon

ng mga Sangguniang Kabataan

- Member, Sangguniang Panlalaw igan

!{on. John PaulC. Pimentel - President, l'hilippine Cr:uncilors'
League, Surigao del Sur ChaPter

On Vacrtion Lerve:

l-lon. Melanie JoY M. Cuno - President" Provincial ChaPter

of the Liga ng mga BarangaY

sa Pilipinas

RESOLUTTON NO. I4O3 - 26

(Series of 2026)

RI]TI'jRNINGORDINANCEN0.55DATEI}MAYl2.2a26oFTHt.MUNICIPALITV0r
CARIUT..N, "I'HIS PROVTNCI] EN'TITL}:D *AN ORDINANCE CREATIIiiG A\D

STRUCTURIi\.{G,I'HEMUNICIPALHL]MANpgSgURCL,}IANAGEMENTotfICE
(MHRlIo) oF THtl MI-TNICIPALITY or CARMEN' SURTGAO DEL SLiR wl'tH l'ts

OWI{STANDARDS,ORGANIZAI'IONALSTRUCTURE'STAFFINGPATTIRN'
I\{ANI}A'TES AND FUNCTIONS AND SI.IBSEQTIEN'rLY CRI]AI'ING I'HE POSITION

or MI-]I\lclPAL GOVERNMEI\T IIEPARTMENT HEAD t (HtlttAlti R['SOl-iRCf

MANAGEMENT AND DEVELOPMENT OFFICER) sALARy GRADE (sc)-24"' roR

R}.CTIf TCATION



Rlls0t.t'l'l()\ f(). 1.103.26
(Scrtes ol l()l(r)

- P:Ige t$o -

SPONSORS:

HON. HENRICH ilT. PIM}.N'r},L. HON. (;INI.,S RICK}' .'. SA}'AWA){,
SR., HO\. MARGARI'I'A (;. GARAY, HON. ANI'ONIO (" AZAR(]ON.
HON. \'ALERIO "I'. MONI'ESCLAROS. JR., HON. JO3:Y S. PAMA.
H0N. ANTHON\' .IOSEPH P. CAiEDO. HON. RAT L K. SALAZAR.

HON. J|MMI't. Gt,INS()D A:iD HON. !t[:L.{l(tt_.r0\' }t. Gt]N0

WHI|RIIAS. ('hapter 3. Anicle lll. Section 468 Par. (a) Nr'r. I ( i I of rhe l.ocal
Gttvernment Code of l99l provides that. "thc sangguniang panlalawigan shall revier.r, all
ordinances approved b;v- the sangguniarrs of component cities and municipaliries and execuri\e
orders issued by'the mayors of said component units to detcrmine u.hether these are within the
scope of the prescritred powers of the sanggunian and of the ma\,or":

WHEREAS. Ordinance No. 55 dated Ma1' 12. 2016 of the Municipali[,ol"Canrren. rhis
Province entitled "An Ordinance (reating and Structuring the Municipal Human Resource
Management Otlice (MHRMO) ol'the Municipalil- of ('armen. Surigao del Sur n,ith its Oun
Standards. Organizatiorral Stnrcture. Stafling Pattem. \{andates and l;unctions and Subscquentlr
('rearing thc Position of Municipal (iovernment Department l{r'ad I ([{uman Resource
Management and Development Otficer) Salary'Grade (SG)-:4". *'as subrnitted to this Bcdl'lbr
review and same was retbrred to the Committee on Good (iovernmsrrt. Public Ethics and
Accountabilitl"" tbr appropriate action and was indorsed to the []rovincial l-luman Resource
Managenrent Otlice (P[{RMO) and to the Provincial Finance ('ommittee (l'f('), all ol'this
Pror,ince. lbr technical revie*;

WHEREAS, the Provincial Finance Committee (Pf C) in its letter dated .lune l. 1016
inlbrmcd the Bodl' that the above-mentioned Ordinance is within the scope of the prescribed
powers of the Sanggunian Ba.v-an concerncd pursuant to Sections 443 and 447 o{'R.A. 7160 ([-ocal

Cior,ernment Code of l99l) and LBC No. 137 dated Jull 13. l0:l of the Department of Budget
and Management and that the said LCtt has still an allorvable Personal Sen'ices Cost of Php

1.544.602.25:

WIIEREAS. hou'ever. Mr. Ace R. Orcullo. MPA. CHRA, Provincial Huntan Resource

Management Ofllcer. this Province in his letter dated June 8. 2016 upon perusal of the suh_ier-t

Ordinance" infonned the August Bod;- ol'the obsen'ation. belou':

oRDt\A\('t_ FI \ Dri(;/S Rl-coltlrE\DATro\/s

The parenthetical title of the nervly
created position ol' Administrative
Assistant Il under the Perlormance
ManagcmenfiRewards and

Recognition cannot be tbund among
thc parenthctical titles prescribed
under ('SC Memorandum ('ircular
No. tl, s. l0ll. Anner B- l .

WHEREAS. after a carel'ul delibcration on the matter. the Committee on Goml
(iorcrnment, Public L.thics and Accountability, to which the matter was referred to. during its
Cornmittee Meeting on June 10,2026 recommended to return Ordinance No. 55 dated Ma.r ll.
2026 ot'the N'lunicipalig'of Carmen. this Province for rcctil'icati<ln with a suggr-stion that the sarne

shall adhere lo the corresponding ohsenation/tinding b; the Provincial lluman Resourcc
lv{anagcrnent Olllcer. this Provincc:

WHEREAS. in view of thc tirregoing and on motion of Hon. Gines Rickr J. Sar au'an. Sr

and unanimouslr seconded b1' all Sangguniang Panlalawigan l\lentbers present:

The L.GLl shall adhcrc to
CS(' N1(' No. ll. s. l02l ltrr
thc uppropriate parcnthctical
titlc.
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RESO|.tiTlON NO. t*03-16
( St:ries of l0l{r }

- page throe -

NOW I'HERI:r()Rt-

BE IT RESOLVED by the Sangguniang Panlalawigan of Surigao del Sur to return
Ordinance No. 55 dated May 12. ?026 of the Municipalit-v of (-'armen. this Province entitled "An
Ordinance Creating and Structuring the Municipal Human Resource Management Offrce
(MHRMO) of the Municipality of Cannen. Surigao del Sur with its Own Standards"
Organizational Structure, Staffing Panern. Mandates and Functions and Subsequently Creating
the Position of Municipal Government Departnent Head I (Human Resource Managemenr and
Development Officer) Salary Crade (SG)-24". for rectification.

RESOLYED FINALLY:'l'o furnish copies ofthis Resolution to [Ion. Nestor S. Valeroso"
Municipal Mayor and to the Sangguniang Bayan thru Hon. Jane V. Plaza, Municipal Vice
Mayor/Presiding Officer, all of the Municipality of Carmen, this Province, tbr their information.
guidance and apprcpriate action.

ADOPTED this 7th day of July ,2026 at the City of Tandag, Province of Surigao del Sur
by unanimous votes of all the Sangguniang Panlalawigan Members present.

I HER[B!' CERTIFY to the correctness ol'the tbregoing Resolution,

G. EZ rI.,r.t).
the Sangguniang Panlalawigan

6
AI'I'HS'I'f, D AND C}]RT'I FI IiD
TO BE I}ULY ADOPTED:

PIM
, Sangguniang Panlalawigan

{Te.mporary Presiding Oflicer)

Ars,lrFs}lo. r{,3 - ?o tEIl ilt-rinls oRD 15 cA*rd}:'l
o$sp..?a.$t+0

C


