APPLICANT

INFO. DESK

HRPMS

STAFF

( START )

A

Sends application

thru mail or e-mail

v

Completes

requirements

v

Acknowledges receipt
and informs the requirements

and when to apply
(Within 5 days upon receipt)

Proceeds to NEDA

v

Accomplishes |

Provides PDS* and

™| list of requirements

to applicants

PDS*

v

Attaches /Presents
requirements
e Transcript of
Records
«Civil Service -

Eligibility
*Residence
Certificate
(Current Year)
*2X2 Recent ID
Photo

v

Verifies authenticity

\/

of documents
(5 mins)

Are

documents
complete &
Authentic?

Informs applicant

of lacking

documents

* Y
Schedules applicant

for appropriate

examination
(within one (1) month)
]

Files application

A

Takes the NEDA

Administers

Exam

RECRUITMENT PROCESS

Applicants by Mail/E-mail

> Examination
(1 day)

Evaluates/assesses
Performance
(1 day)

B

* Personal Data Sheet (PDS)




APPLICANT

INFO. DESK

HRPMS

STAFF

Receives Results
of Exam

END

Prepares exam results

for feedback
(10 mins)

N

Includes in the Pool
of Quialified
Applicants

Refer Qualified
Applicants to
Staffs

Staff Selection
Process

v

PAIS




APPLICANT INFO. DESK HRPMS STAFF
( START )
A
Inquire on the Provides PDS* and

process of application

list of requirements

v

Accomplishes |

to applicants

PDS*

A

Attaches /Presents

requirements

Transcript of
Records

«Civil Service

Eligibility ¢
*Residence
Certificate
(Current Year)
*2X2 Recent ID
Photo

\

Files application

»| Verifies authenticity

of documents
(5 mins)

documents
complete &
Authentic?

Schedules applicant
for appropriate

examination
(within one month)

Takes the NEDA

A

Informs applicant
of lacking
documents

Administers
- Examination

Exam

RECRUITMENT PROCESS

Walk-in Applicants

(1 day)

Evaluates/assesses
Performance
(1 day)

* Personal Data Sheet (PDS)



APPLICANT

INFO. DESK

HRPMS

STAFF

Receives Results
of Exam

END

Prepares exam results

for feedback
(10 mins)

N

Includes in the Pool
of Quialified
Applicants

Refer Qualified
Applicants to
Staffs

Staff Selection
Process

v

PAIS




APPLICANT

Universities

HRPMS

STAFF

START

Accomplishes PDS*

Invites NEDA to

Attends job fair.

join their Job Fair

> Provide applicants
with PDS*

Attaches /
Presents
requirements
Transcript of
Records
«Civil Service

Eligibility -

*Residence
Certificate
(Current Year)

*2X2 Recent ID
Photo

\

Files Application

Verifies authenticity

Takes the NEDA
Exam

> of documents
(5 mins)

documents
complete &
Authentic?

Schedules applicant
for appropriate
examination
(within one month)

Administers

RECRUITMENT PROCESS

Job Fair Applicants

Examination
(1 day)

Evaluates/assesses
Performance
(1 day)

Informs applicant
of lacking

documents

* Personal Data Sheet (PDS)




APPLICANT

INFO. DESK

HRPMS

STAFF

Receives Results
of Exam

END

Prepares exam results

for feedback
(10 mins)

N

Includes in the Pool
of Quialified
Applicants

Refer Qualified
Applicants to
Staffs

Staff Selection
Process

v

PAIS




