University of the Philippines Manila

CENTRAL ADMINISTRATION


	PART I

	1. To be filled up by the Requesting Unit/Office

	A. PURPOSE:  ( Filling up of vacant regular item     ( Filling up of Contractual/Casual Slot

( Request of a Substitute for a regular employee who went on leave without pay

	B. POSITION TITLE
	
	SG
	
	Item no.(if reg.)
	

	Department/College/Unit
	
	

	Person to be replaced
	
	

	Reason for replacement
	( resigned effective
	
	( promoted to
	

	
	( terminated effective
	
	( retired effective
	

	
	( others, pls. specify
	

	C. Brief description of the duties and responsibilities of the position

	

	

	

	D. Other relevant requirements for the position

	

	

	Requested by:
	
	Endorsed by:
	

	
	
	
	

	
	
	
	

	Dept/Div.Head
	
	Dean/Director/Head of Unit
	

	Date:
	
	Date:
	

	2. Action of the Human Resource Development Office

	
	Remarks and Recommendation:
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	
	

	
	Director, HRDO
	DATE
	

	3. Action of the Budget Office

	Budgetary Allocation:
	
	Remarks and Recommendation:
	

	Item No.
	
	
	
	

	Effectivity
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Budget Officer V
	DATE
	

	4. Action of the Vice Chancellor for Administration/Academic Affairs

	( Recommending Approval

	( Disapproval, for reason/s
	
	

	
	
	
	
	

	
	Vice Chancellor for Administration/Academic Affairs
	DATE
	

	5. Action of the Chancellor

	( Approved

	( Disapproved, for reason/s
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Chancellor
	DATE
	


	PART II – FOR OFFICE OF HRDO USE ONLY

	6. Action of the Human Resource Development Office – Selection and Hiring Unit

	A. Pre-requisites to Selection Process:

	Date of Publication as per RA 7041 (for regular item only):
	
	

	Date of the approval unfreezing (for regular item only):
	
	

	Date of Posting (For regular and casual/contractual slot)
	
	

	

	B. Minimum Qualification Standards of the Position to be filled up (CSC):

	

	Education:
	
	

	Experience:
	
	

	Training:
	
	

	Eligibility:
	
	

	

	C. Selection and Hiring Process

	NAME OF CANDIDATES
	RESULTS OF PSYCHOLOGICAL TESTING AND EVALUATION
	RESULTS OF COMPUTER

SKILLS TEST

(if applicable)
	DATE REFERRED FOR INTERVIEW TO THE END USER
	REMARKS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	THIS IS TO CERFITY THAT THE CANDIDATES HAVE MET THE MINI QUALIFICATIONS STANDARDS OF THE POSITION AND HAVE GONE THROUGH THE APPROPRIATE SELECTION AND HIRING PROCESS

	

	

	
	
	
	
	

	
	In-Charge, Selection and Hiring
	
	Director, HRDO
	

	
	Date:
	
	
	Date:
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