
 
 

RECRUITMENT SELECTION, HIRING AND PROMOTION 

Recruitment, selection, hiring, and promotion process’ objective is to properly select and provide the 

qualified and competent applicant or personnel for a position or promotion. Processing starts when a 

vacancy from plantilla positions or need job orders arises. Once vacancy/ies or needs are determined, 

the Human Resource Management and Development Office (HRMDO) will publish these to the Civil 

Service Commission for (plantilla positions only). For Job Orders (JOs), Contractual and Casuals, these 

no longer need publication to the CSC but should be communicated to all Campuses or Departments 

for them to endorse their selections. 

The process of selecting plantilla appointments are collaboratively undertaken by the HRMDO, Faculty 

Selection Board and the Office of the President 

 
RECRUITMENT, SELECTION, HIRING, AND PROMOTION FOR PLANTILLA POSITIONS PROCEDURE 

(PM-PSU-04-AD-01a) 
 

ACTIVITY FLOW RESPONSIBLE DETAILS 

 HRMDO, Requesting 
unit/department/campus 

- Write a letter of request to the Civil 
Service Commission (CSC) for the 
publication of vacancies as per RA 

7041. 
- The unit/department/campus 

requesting additional employee or 
replacement for 
retired/resigned/separated 
employee will submit PRF to 
HRMDO.  

 HRMDO Vacancies are posted in the CSC 
website, University website or 
Facebook and in the bulletin boards 
located in conspicuous areas within 
the University. 

 

 

 

 

HRMDO Upon receipt of application letters and 
supporting documents, HRMDO 
reviews the same and identifies 
whether or not the applicant has met 
minimum requirements. 

 HRMDO - Applicant who met or did not meet 
the minimum requirements will be 
informed immediately by the 
HRMDO. 

- The HRMDO will likewise conduct 
the initial interview to applicant who 
met the minimum requirements 

using the prescribed form, i.e. the 
Applicant’s Initial Evaluation Form.  

- Whoever passed the initial 
interview will be required to submit 
the following documents 1 week 
before the PSB/FSB screening 
process:  
a.  result of psychological and 

neurological examination; 
b.  approved resignation and/or 

clearance from money/property 

accountability from present 
employer, if employed; 

 

START 

IDENTIFY VACANCIES AND PLAN 

FOR ACTION 

 

RECEIVE AND REVIEW 
APPLICATIONS 

POST VACANCIES 

NO 

YES 

MET MINIMUM 
REQUIREMENTS

? 

B 

E 

INFORM 
APPLICANTS 



 
 

ACTIVITY FLOW RESPONSIBLE DETAILS 

c.  Personal Data Sheet with 2 
1.5x1.5 pictures attached (3 
copies); 

  d.  authenticated copies of Official 
Transcript of Records (2); 

e.  authenticated copies of rating 
and professional license from 
the Professional regulation 
Commission (2); 

f.   2017 Residence Certificate; 
g.  NBI clearance;   
h.  results of medical tests (original 

+ 2 photocopies) such as drug 
test, blood test, urinalysis, chest 
X-ray; 

i.   CSC Form No. 211 (Medical 
Certificate); and  

j.   Statement of Assets, Liabilities, 
and Networth (SALN; 4 copies).    

- Afterwards, the HRMDO will submit 
list of qualified applicants to the 
PSB/FSB together with the 
applicants’ profile. 

 University President, 

HRMDO, PSB/FSB 

- The HRMDO will inform PSB/FSB 
and qualified applicants of the 
schedule of the screening as per 

directives from the University 
President. 

- The PSB/FSB will administer 
written exams and panel interview. 
Written exams will be rated by 
experts in the field. In addition, 
applicants for teaching position will 
be required to do demonstration 
teaching.  

- The PSB/FSB will deliberate on the 
results of the screening process 

and will submit them to the 
HRMDO. 

 University President, 

HRMDO 
The HRMDO will consolidate results 
of the PSB/FSB screening. He/She 

will prepare list of short-listed 
applicants; submit the same to the 
University President for final 
selection.  
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ACTIVITY FLOW RESPONSIBLE DETAILS 

 University President, 

HRMDO 

The University President will forward 
to the HRMDO names of selected 
applicants. 

 HRMDO The HRMDO will inform selected 
applicants and require them to submit 
other relevant documents such as: 

a.  Position Description Form (3 
copies); 
b.  Panunumpa (3 copies); 
c.  Assumption to Duty (3 copies); 
d.  Tax Identification Number (TIN); 

and 
e.  documentary stamps (2) 

 HRMDO Prepare appointments for selected 
applicants and attach supporting 

documents. 

 HRMDO Prepare appointments for selected 
applicants with supporting documents 
and present the same to the BOR for 
confirmation during its meeting as 
indicated in the agenda prepared by 
the BOR Secretary. 

 

 

 

BOR Members, BOR 
Secretary, HRMDO 

- BOR members deliberate on the 
appointments and confirm those 
selected applicants. 

- BOR Secretary marks appointments 
with “Confirmed by the Board of 
Regents” 

- HRMDO issues congratulatory letter 
to the applicants confirmed by the 
BOR. 
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ACTIVITY FLOW RESPONSIBLE DETAILS 

 HRMDO HRMDO issues appointments and 
schedules orientation for newly 
hired/promoted employees within 1 
week after confirmation. 

 HRMDO, CAO, CED HRMDO, CAO, CED will conduct 
orientation to newly hired/renewed 
employees. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

D 

CONDUCT ORIENTATION 

END 

ISSUE APPOINTMENT 

E 



 
 

RECRUITMENT, SELECTION, AND HIRING FOR CONTRACTUAL, JOB ORDER OR CASUAL STATUS 

PROCEDURE (PM-PSU-04-AD-01b) 

ACTIVITY FLOW RESPONSIBLE DETAILS 

 CAO, Department 
Chairperson, College 

Dean 

CAO, Department Chairperson, 
and College Dean identify needed 
personnel who will be hired under 
contractual, job order, and casual 
status. Then, submit PRF to the 
HRMDO. 
 

 HRMDO, VPs, 
University President 

 

HRMDO will validate the need 
and endorse PRF to VP for 
Finance who shall certify 
availability of funds. 
 

 University President 
 

Upon recommendation of the VP 
for Administration and Planning 
(for non-teaching) or the VP for 
Academic Affairs (for teaching), 
the PRF will be submitted to the 
OP for approval. 

 CAO, CED Vacancies are posted in the 
Campus/University website or 
Facebook and in the bulletin 
boards located in conspicuous 
areas within the Campus. 

 CAO Upon receipt of application letters 
and supporting documents, CAO 
reviews the same and identifies 

whether or not the applicant has 
met minimum requirements. 

 CAO - Applicant who met or did not 
meet the minimum requirements 

will be informed immediately by 
the CAO. 

- The CAO will likewise conduct the 
initial interview to applicant who 
met the minimum requirements 
using the prescribed form, i.e. the 
Applicant’s Initial Evaluation 
Form.  
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ACTIVITY FLOW RESPONSIBLE DETAILS 

  - Whoever passed the initial 
interview will be required to 
submit the following documents 1 
week before the LSB screening 
process:  
a. result of psychological and 

neurological examination; 
b. approved resignation and/or 

clearance from money/property 
accountability from present 
employer, if employed; 

c. Personal Data Sheet with 2 
1.5x1.5 pictures attached (3 
copies); 

d. authenticated copies of Official 
Transcript of Records (2); 

e. authenticated copies of rating 
and professional license from 
the Professional regulation 

Commission (2); 
f.  2017 Residence Certificate; 
g. NBI clearance;   
h. results of medical tests 

(original + 2 photocopies) such 
as drug test, blood test, 
urinalysis, chest X-ray; 

i. CSC Form No. 211 (Medical 
Certificate); and  

j. Statement of Assets, Liabilities, 

and Networth (SALN; 4 copies).    
- Afterwards, the CAO will submit 

list of qualified applicants to the 
LSB together with the applicants’ 
profile. 

 CED, CAO, LSB - The CAO will inform the LSB and 
qualified applicants of the 
schedule of the screening as per 
directives from the CED. 

- The LSB will administer written 
exams and panel interview. 

Written exams are rated by 
experts in the field. In addition, 
applicants for teaching position 
will be required to do 
demonstration teaching.  

- The LSB will deliberate on the 
results of the screening process 
and will submit them to the CAO. 
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ACTIVITY FLOW RESPONSIBLE DETAILS 

 CAO, University 
President 

The CAO will consolidate results 
of the LSB screening. He/She will 
prepare list of short-listed 
applicants as per result of LSB 
screening; submit the same to the 
CED for endorsement. 
Afterwards, the list will be 
submitted to the University 

President for approval.  

 University President, 

HRMDO 

The University President will 
forward to the HRMDO names of 
selected applicants. 

 HRMDO, CAO Given instructions from the 
HRMDO, the CAO will inform 
selected applicants and require 
them to submit other relevant 
documents such as: 
a. Position Description Form (3 

copies); 
b. Panunumpa (3 copies); and  
c. Assumption to Duty (3 copies). 

 HRMDO, CAO - The CAO will issue appointments 
to selected applicants through the 
CAO.  

- Post appointments in the bulletin 
boards and other media 19 days 
from the issuance of the 
appointment. 

 CAO, HRMDO - CAO and HRMDO will conduct 
orientation to newly 
hired/renewed employees. 
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