4. Responsibilities of Organizational Units.

(1) Board of Trustees

1. Formulate and adopt policies and measures for the management and operation.

" 2. Adopt annual and supplemental budgets of receipts and expenditures according to its
requirements.

3. Subject to the provisions of exist ing laws and regulations, and upen the recommendation
of the President, or motu propio, organize and/or rcorganizé'MWSS pursuant to Sec. 4
par. ¢ of R A, 6234, as amended.

4. Subject to the approval of the Prosident of the Philippines, appoint and fix the
compensation of the Deputy Administrators. '

5. By majority vote of all its members and with the approval of the President of the
Philippines, remove for cause any Deputy Administrator. |

6. Adopt and establish guidelines for the employment of pefsonnel on the basis of mérit,
technical competence, and moral chasacter. _ |

" 7. -Issue such sules and regutations as may be necessary for the sanitary protection of
watcrsheds, feécn’oirs, conduits, springs and other water sources; for the proper
opetation of watet supply lincs and sanitary sewers; for the preservation and protection'
of watcr and sewer semce as soon as estabhshmcnt and for proper pm-:adures in

: applymg for appmval of and connechon to, water andfor sewer services “}uch rules
. shall take cffect after pubhcatton at least oncc a \\cck for threc conscwtne \\eeks ina

.. o ncwspaper of general circulation in the tcmtory scrved by MWSS | *

- 8. Submit to the President of the Philippines an annual report on the operatlon

9. Perform such other functions and dutics in R.A. 6234, as amended.

Responsibilities of Oxganizational Units

(2) Administrator ! Senior Administrator

' a) Office of Administrator

L.

Exccute and administer policics and measures approved by the Board, and be responsible
for the efficient discharge of management functions.

Submit for the consideration of the Board such policies and measures nocessary to carry
out the purposes of MWSS.
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Direct and supervise the operation and intemal administration of MWSS and, for the

purpose, delcgate administrative responsibilities and dutics to other offices.

Subject to the guidclines and policics set up by the Board,

+  Appoint/promote department heads upon recommendation of the preper Deputy
Administrator with the approval of the Board.

»  Appoint/promote all other personnel, upon recommendation of the proper Deputy
Administrator and submit to the Board a monthly report on such appointments and
non-disciplinary transfers made in the month immediately preceding.

*  Remove, suspend or otherwise discipline for cause, of terminate by reason of
incapacity, department heads, division and section chiefs, and other officers of equal
rank, subject to the approval of the Board, and in accordance with the provisions of
Article VII of the Civil Service Act, as amended.

Dctail any officer or employee when required by the e-xigeﬁcics of the service, for a

period not excecding six ionths, without reduction in salary |

Submit to the Board an annual budget and plantilla of personnc] not later than sixty days

prior to the beginning of a fiscal year, and thercafier such supplemental budgets as may

~be neecssary.

Submit to the Board not later thart twentieth of every month a financial and an

operattonal repon for the month precedmg, and not later than nmety days after the close .. _

“of cach fiscal year on annual report, and feom time to time such pamal rcports ashemay .

séc fit to rcndcr or as may be raqmrcd by the Board.

EE*&ercuse such other powers and dulics prowdod under RA. 6234 as amended and thosc
‘that may be assngnad by the Board ' s

b) Office of Senior Deputy Administrator

L

Advise and assist the Administrator on all matters periaining to the day to day activities
©of MWSS. ' -

2 Pcrform thc functlons of the Adsmmsirator in 1he lalter s absence.

) CorpOralc'Planning Group

Develop and recommend the tong-term corporate plan of MWSS.

2. Facilitate the formulation, review and revision of corporate mission, policy, objectives

and strategy.
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Institutionalize a ratienal, patticipative planning process for the attainment of corporate
objectives.

Translate corporate plans inte quantiﬁhble targets.

Undertake continuing research on cnvironmental factors affecting the viability of
MWSS.

Undertake tariff and capital investment studics. |

Undertake continuing research on modern trends in organization planning; recommend

organization changes nceded to attain dcvelopmenm! objoctii’es of MWSS.

4) Management Information System (MIS) Group

Plan, develop, de&gn, improve, and operationatize MES and related systems.
Conduct continuing studies of MWSS’s ‘performance and advice top management of

findings and recommendation.

~ Provide check and balance mechanism lhroug,h periodic, comprehcnsue rcports which

inform management of the pcrformancc of all units.

.'_Egtform@gg Monitoging g;&cl. Evalga_;m
|13

5
3.

Monitor, review and appraise performance against objectives, pléﬁs and standards.
Interpret the result of appraisal of perfomlance to Management and to units concerned.

Evélu_ale the adequacy of the Qdﬁlto! ;sy"stenlzof: operating units.

:Sygtems Qg};g opmen 1
1.

Deve!op an management mfornnhon S)stem 1o ‘meet mformatlon rcqmremenls of all
level of management
Undertake . system analysis, systems design, system testing and evaluation and

documentation.

" Develop a central data bank oomputer-based apphcahons

Develop/update of manual of prcparatlon
Undertake continuing research on modem trends in management information system; and

recommend possible adoption.

Computer Service Cf:ngcr
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bl

Provide data processing facilitics and services to all units.
Maintain the integrity and relevance of all implemented systems.
Oversee maintenance of tape and disc library.

Be responsible for the operation and maintenance of all computer equipment.

¢) Public Information Department

Develop and adminisier MWSS’s public relations program; maintain close coordination

with information dissemination of the branches.

2. Plan and produce the Corporate Annual Report, honse organ, and other information
materials. '

3. Produceall the audio-visual requirements of MWSS; prepare and release press and other
media materials.

4. Maintain a customers assistance center at the central office to monitor and tefer all
complaints. |

5. Provide pr&es re\?iev;v and abélracling services to inform management and supervisors of
current developments affecting MWSS. .

6. Initiate and ooordmatc special ev ents and handle educatlonal visits and plant tours,

E_qbll_g_ d Pr gjuc;ion Division

HE Plan aid produce regular and spectal publlcatnons such’ as lhc Annual Report The

Plpclme., tcchmca! journal, special suppkments brochures leaﬂcls pﬂmcrs handbooks
- and other institutional matenais '

2. Dc\ clop, mtcrpra and gxecute art, photo audlo-wsual and other graphlc requirenignts of
MWSS, such as radio-TV plugs, video tape recordings, sound-slide presentatlons, film
documentarics and photo exhibits. |

3 Undertake pholo and videotape recording coverage of major ey ents in MWSS,

4 Mamtam close coordination and hannomous relationships with media.

- MWSS Action Center (MAC)

s L

Receive and moenitor complaints; seports inquirics relative to water/sewer services.

2 " Maintain an effoctive tink between MWSS and the general public.

3,

Provide management with data and statistic on complaints handled.
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{3) Engincering Area

a) Office of DA

1.
2.
3

4,

Advise and assist the Administrator in all matters periaining to engineesing.

Oversee planning, detailed enginecring and quality control of materials.

Oversee engitiecring research activities to insure MWSS’s usc of appropriate technology
and cost-cffective processes for water and wastewater treatment. .

Evaluate the pesformance of alt departments under the Office of the Deputy
Administeator for Engincering.

Bidding Documentation and Estinate Division

2.

Prepare and develop technical specifications standards for projects, construction
supplies and equipment for dissemination to field offices and conlractors‘

Prepare detailed cost estimates for civil works, construction materials, supplles and’

~ services for projects proposed for local and foreign ﬁnancmg

3, Attcnd to all activitics pestaining to the pre-qualification of bidders conduct of blddmg -

and analysis of bldS for recommendation/submittal to focal or mlemauonal bidding

committees.

: b) Planmng and Progranmnng Departmcnt

l ‘Undertake pro;ect tdenuﬁcahon prc-feas:b:ht) and feas:blhty s(ud:cs mcludmg ﬁeld o
o mv&stlgatfon and survey of projects. ' ' ' ‘
2. Undertake data collection and res¢arch studics relatcd to hy drogcology and hydrology.
3, Maintain and operate hydrologic and meteorologic stations.
Hydrology and Reseasch Division | |
1. Provide technical sapporiln the investigéﬁcih an_d survé_y of proposed waler: sﬁpply,
sewerage and other projects including hyd'r'ologic,‘ hydrographic, hydrogeologic, _
topographic, sub-susface and other refated activitics. .
2. Undertake research studies related to hydrogeologib and hydrologic data collection and

analysis: compile data for refesence.
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3.

Maintain and opcrate hydrologic and mcteorologic stations of MWSS in coordination

with the National Water Resources Board.

Planning Division

Undertake planning, technical and cconomiic feasibility studics for the development and
expansion of watenworks and scwerage facilities of MWSS.

Coordinate with other agencies dealing with water resources development for efficient

"integration of multi-purpose water resource development schemes.
" Develop a computer based simulation of the distribution network in order to insure

_efficient design of additional water main extcnsions and to maximize the water delivery

capacity of the distnibution system.

- ¢} Design Department

1

Develop and recommend guidelines, specifications, criteria, and procedures for the

design of the water supply and sewerage projects and other related infrastructure.

- Undertake detailed engineering design of water supply disiribution systent, sewerage

system and other pro;ccts mcludmg the preparahon of design analysm plans,

' spemﬁcatlons and cost estimates.

Conduct evaluation and tcchm»al reviéw of plans of water supply and scwerage systcm

of subdmsnons and cvaluate systcm pnor 10 takcm er by MWSS under P D. 1345,

?mw_mma

' Undertake detaited engmecnng desrgn of proposed water supply, se\\erage systcm and
other facilities, including preparation of design analysis and plans. _
Develop schemes and prepare detailed engineering design of vestical structures and other

civil works, including mechanical and electrical design.

. Rcv:ew and mcommcnd for approval the plans for water supply and sewerage systems

_ for subdivision:

Te hni Ql Sgpm_%m

* Perform technical support functions in connection with ddalk‘d engincering,

2. Undertake goodetic and engincering surveys preparatosy to detailed engineering.
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Prepare architectural plans and working drawings; be responsible for the safekoeping of
such plans and drawings for reference.
Prepare detailed specifications and cost estimates.

Assist the PBAC in the pre-qualification of contractors and in the evaluation of bids.

d) Applied Research and Guality Controt Department

1.

Develop and recommend guidelines and procedurés on quality control in construction
projects and in MWSS’s water supply and wastewater treatment; undertake necessary
research activities for this purpose.

Undertake acceptability test of construction materials; insure proper supervision of

factory or plant testing of construction and supply materials.

3. Undestake acceplance test of completed projects.
4. Provide technical assistance on maltters refated to materials and quality control.
5. Develop plans and programs of research work pertaining to type and q’uali_t}r of
bonsti”uciion materials for use in projecis; water and sewage treatment processes.
Central Laboratory Division
1. Conduct periodic chemical and bactcnologlcal parameter test of the water supply and

wastewater for research purposes.

_ 2 Collect and supervise collection of samplcs of water supply, momtorthc water quahty in
MWSS. | ‘
; 3. “Collect and supems; col!echons of samp!cs of' wastes\atcr momtor Ihe quahty of
. efflucnts and receiving bodies of water. . o
| 4. ‘Provide technical assistance to other aéchics as may be authorized by' the
'Administrator.
Research and Devi elonménfl)ivisio:l
I. Underiake research studies and development of water and sewage tréatment processes
and analyscs; recommend improvements, _ |
2. Undertake research siudies and quatity analysis of chemicals used in trcatmcnt
processes, recommend improvements. _ '
3. Underlake research wark pertaining to type and quality of construction matena!s foruse

in projects.
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Quality Control Division

Collect or supervise collection of samples of construction materials for laboratory tests.
Supcrvise the factory or plant testing of constsuction and supply matesials to insure
compliance with specification.

Perform acceptance tests of completed projects.

Check the quality of raw materials vsed in the fabrication or manufacture of various

materials for use of the project.

Conduct hydrostatic and leakage fes!ing of completed pipe laying projects.

Provide materials testing services to other agencics as may be authotized b'y the
Administrator.

" (4) Construction Area

a) Office of DA
1. Advise and assist the Admiinistrator in all matters pertaining to construction hmnagemcnt | :
of physical facilitics. o
2. Monitor the progress of work of all projects and submit periodic reportsi to the President.
3. Review and evaluate opetaling and.capital budgets, financial planning, fund releases a.nd.
‘ comrol of funds of all special projects mcluc!mg review of all financial documents for
_ Joan w:thdrawals and charges ;
i 4 In coordmahon mth DA for Fmance mrplemcnt and monitor a sound system of mtemal

cantrol and safeguard in the dlsburs-,ments of project and operating funds.

b) Locally Funded Projects Department

1.

Develop and recommend guidelines and proc‘edures for the construction and supervision

of normal expansion pro;ects

' Administer and provide technical supervision for the nonmal expansion of water supply,

sewerage system and other projocts under contract.
Oversee the implementation of normal expansion projects by administration and projects
under contract éaken over by MWSS.

Provide technical supervision for the construction of water supply and sewcraéc projects

undertaken by other government agencics, private subdivision developers and others as
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may be authorized by the Adminisirator.

Construction Division
1. Undertake the normal expansion of water supply sewerage system and other projects by
administration. '

2. Undeitake construction of projécts under contract taken over by MWSS.

Contract Administration Division

1. Undertake technical supervision, r_:oordination and control of the construction of normal
expansion projects under contract, '
2. Prepare civil works contract of normal expansion projects and ather related docunients.
3. Prepare/review programs of “ork schedulcs and construction methods for the cﬂrcrcnt
prosecution of riormal expansion pro;e-cts. . '
4, Monitor and evaluate progress of construction of normal expansion projects and insure
complrance _ .
'5. Revicw progress brllmgs and rocommcnd pa}mem to contractors of nonmal expansion

" projects.

(5) Operal'ron Area

: a} Ofﬁoe of DA

1. Adwse and assist the Admrmstrator on all matters pcrtamrng to the opcra!rons and :
’ mzuntcnanoe of all water sources, treatmient plants water drsmbutron and sewer
oolloctron systems. _
. 2. Oversce the cfficient and continuous operation of the waterworks and sewerage systems.
3. O\ersee the lmplcmentahon of a continuous and systematic preventive maintenance
program for ail water and sewer system facilities. .
4. Evalaté the performance of all’ deparlm&nts undcr thc Office of the Deput}
Administeator for Operations. '

b) Water Sources and Treatment Department

1. Maintain the continuous and adequate supply of standard quality water from the water

SOurces lhrough the treatment plant facilities to the distribution system.
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Maintain the operational cfficiency of intake structure, treatment plants and
conveyances, including storage facilities.

Maintain, develop and safeguard watersheds, reservations, reservoirs and right-of-ways.
Maintain and safeguard treatment plant facilitics, buildings, waterworks structures and

appurtcnances.

Water Sources Division

Operate and maintain the facilitics of raw water sources and watersheds, such as
headworks, conveyance, storage and other structures.

Safeguard waterworks structures and facilities, buildings, watersheds, reservation and
right-of-ways.

Underlake minor repair works of headworks, adequate, storage facilitics and other

retated waterworks structures under the Division.

Implement effective/viable reforestation to preserve the growth of forest cover of the

watersheds and reservations.

ﬂg_gzﬂmmmf_am_mmu& Mesa Treatm m__wj___iaa_l)_uswn

1.

Trplement sy steratic ireatment and punﬁcahon of raw water in the treatment p!ants in

order to insure adequate safe polable water supply for distribution to the water
 distribution network. : . . '.
Insure cl’ﬁcwnt functlonmg and operation of all treatment plant oqutpmcnt and facaht;cs
: Dmrct and coordmate the secunty and lmptovement of ail propemes under the

' junsdlcison of the Divisions.

Enhance the phy sical enwrons of the treatment plant to inspire public confidence in ihc

. purity of treated water.

) Water Distribution and Maintenance Departiment

Develop and implemcnt plans and programs for the efficient operation and maintenance

: of “alcr d;s!nbulmn facilities in order to meet the water demand and minimize

: complamts of custoniers.:

Implement plans and programs to improve the efficiency of the water distribution
network operation through continuous water waste and hydraulic investigations and

network operation adjustments; recommend regulations for the connection of new system
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components in areas where water is inadequate.

Undeitake overall maintenance and improvement of distribution network components
including teplacement/installation of water mains where necded, and the instaliation of
water services of pipe diameter over 50 mm.

Participate in the acceptance procedurcs for the new water distribution system
components.

Maintain a smooth and ¢fficient operation and minor maintenance of all water pumping
plants and deepwell stations.

Monitor and coordinate the development and implementation of mecasures aimed at

roducing the volume of non-revenue water.

Network i!g;rgjtgn and Maintenance Divis cm

1." Operate, maintain and safeguard the water dnstnbuuon pipe network and its control

devices and appurtenances. - _ _
2, : Operate, maintain, instatl and repair, fire hydrants and valves in the water dlstnbutlon
‘. pipe network. '
7 3. Replace/install water mams for mamtcnanoe purposes; instalt water services over 50 mm
in diameter. :
4. Represent the Department in the acocptancc procedures for new water distribution pipe
. components. . _ _ _
5 Undcrlake and coordmatc safeguardmg of dlslnbuuon plpmg structures as, \\eli as
o ‘.nght-of way in the distnbutwn nct\\ork '
Hydraulic Surveys and Analy ivision
1. Undertake surveys, studies and invesligations in order to develop and implement an

~ efficient and effoctive operational strategy for the water distribution system as well as to

" reduce the non-revenue water. o ‘ _ _

2. Conduct continuous water waste survoy of the water of the disteibution nc’;né-d'rk inorder
- to quantify/control water losses. | o '

3. Develop methods and procedures to monitor and control non-revenus water and provide
technical assistance in the acceptance of new water drsmbuuon systenm components as
well as in the shutdown or repair of imajor facilities in water distribution network.

4. Conduct continuous hydraulic surveys of the water distribution network in order to
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regularly eslablish the operational status of the nctwork preparatory to system changes.
Develop and maintain an adequate system of information handling; together with fast
comniunication linkage among field operation units through computer opcration.

Continuously update the pressure record of the distribution network as far as practicable

 and provide all service sectors with copics; recommend approval of new water

connections in areas having inadequate water pressure,
Institute a systetii, as soon as practicable, providing information to Service Sectors asto

the volume of water distributed to them.

" Pumping Plants Division

1.

Undertake the efficient operation, minor maintenance and monitoring of all booster and
decpwelt pumping stations in accordance with established operating procedures to ensure
continuous water supply to the water distribution network.

Implement a sSmchroniwd operaling sirategy among all booster pumping station in

~ accordance with prescribed operational schedule and with consideration of varying

operating parameters and secuce the premises.

- Operate decpwell pump stations in accordance with prescribed operat:onal schedule and

schedule and secure the premises.

_d) Ccnlral Maintenance Dcpanment

_ Implement an cfﬁcnent mamtenance managcmcnt progra,m for all eqmpment vehlclcs

- inst rumentanon and acccssoncs uscd in the operation and mamtenanoc of the watem'o rks

and se\\wagc system. B _
Maintain and repair mechanical and elcctrical equipnient used in the water sources,

tceatment distribution networks and provide shop support for the sewerage system

equipracnt.

‘Undertake preventive maintenance of motor vehicles, heavy equipment and field

accessoties; control and monitor heavy equipment.

4. Repair and maintain water meters, instrumentation and other refated equipment.

 General Control and Repair Division

Provide electrical and mechanical woﬂksbop support for atl equipment and machinery.
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S 2.

3.

Repair and maintain eclectrical and mechanical cquipment and accessories of
waterworks/sewerage facilitics.

Provide carpentry and other support services.

Instrumentation and Remote Control Division

2
3

Provide adequate field instrumentation and communication services, including operation
and maintenance of mechanical/etectricalielectronic facilities. -

Provide workshop support -for the repair and maintcnance of instriumentation and
communication equipment to insure their continuous operations.

Undertake major niaintenance and improvement of building facilitics.

- Transportation, Heavy Equipment and Field Accessories Division
1.

Undertake preventive maintenance of motor vehicles, heavy equipment and field

acCessorics. ,
Maintain and repair of heavy equipment and field accessories.

Operate and dispatch heavy equipment.

_ Water Meter Maintenance Division

Develop and impTemcﬁt an orderly and systematic maintenance of water ‘meters.
Perforn periodic calibration of water meters. '

Repalr test and mamtam water meter; mstail big water meters

:ej Sewcragé System Dcpzirthwnt

Develop and implement ptans and programs for the effective operation and maintenance
of the scwerage systems as well as colfection and disposal of sludge from septic tank of

non-sewered areas and extension of sewer mains and service connections.

. Direct and coordinate operation and maintenance of sewer mains, sewage pumping/tify

stations, septic/imhoff tanks and treatment plants of MWSS.

Undertake investigations of existing systcms and inspection of new systems; mstallat ion
and repair of sewer mains and appurtenances and service connections. .

Perform, monitor and coordinate seplic tank/imhoff tank desludgmg services for

non-s¢wered areas, and help minimize pollution.
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Opsrations and Maintenance Division @

1

Implement plans for the efficient operation and maintenance of sewage lifpump
stations,

Undertake a systematic operation and maintenance of sewer lines and appurtenances.
Undértakc efficient and effective operation and maintenance of sewage treatnicat plant.

Undcrtake ficld eepair and maintenance of sewage handling equipment.

Sewer Conngetion, Extension and Field Investigation Division

1.
2.

Install and repair sewer mains, service connection and appurtenances.

Conduct ficld investigations on existing systems and inspection of new systems.

Seotic Tank Maintenance Division

I
- individual and community septic/Imhoff tanks.

Perform destudging, hauling and disposal of septic tank sludge by administration for

* Conduct census and ins;ie:clion surveys for systeniatic scheduling of desludging services.

: éupem'se and coordinate desludging services for individual seplic tanks by contract. - \%

Operate and maintain disposal sitcs.

: :(6) Cuslom'eriSen(ice Area. .

 a) Officc of DA

- 1. -Monitor, coltate and evaluate the operation and performance of all sectors and offices -
under the supervision of the DA in view of pfoviding effective customer service.
2. Perform completed staff work for activilics!program of the Customer Scrvice Area,
-3. Conduct unprogrammed surveys/census to ferret out illegal connections, investigate and
et oﬂ“ righi away services \i‘hich are outﬁght illegal, in any part of the MWSS service -
-‘ . area, . :7 :
4. Initiate investigation of reports of employes infraction/violation of office rules and
tegulation 5, in.any office within the Customer Service Area, and recommend sanction, if
nccessary'. | '
5. Recommend a system of rewards and penaltics for illegal water withdrawal practices. @
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6.

Recomimend performance standaeds for the Customer Service personnc as a basis for

giving incentives as may be allowed by highc'r authorilies.

Census and Investigation Service Division

i
2
3
4.
5
6

Investigate alleged sllegal/unregistered water and sewer service connections.
Issue closing orders for illegal service connections.

Compute undercollections/penalties for illegal scrvices.

Process and conipute claims for rewards.

Conduct census of prospective users of water and sewer services.

Process application/petition for public faucet Level I1.

b} Sectors

Maintain equitable distcibution of water, mamtam revenue water at opnmum level

- through continuous water audit, rehabilitation, mamtenancefrepair of pipe network and

Cils appurtenanccs fepair of leaks.

T S S

Bill/collect water/sewer accounts and attend tofresolve customers’ comp!amts
Maintain accounts receivable within allowable limits.

Investigate all customer-related complaints and adji:st/revise bills, if warranted.

© Mount/dismount/test onsite small meters.

- Process all applications for water service oonnectlons accept apphcauons for sewer

scmccs ' '

- lnstall watcr semcc conncchons (63 mm ancl bc!ow) _

" Read at rogular intervals all inflow/outflow gaugmg points, all districts meters and all

' customer mcters. |

* Conduct regular investigations, verification of customers’ use of water; ferret out illegal

and other unauthorized practices.

Service Center

bl o

- Equitably distrbute water within the sector.

Perform continuous water audit.
Conduct regular hydraulic water surveysftests.

Maintain revenue water at optimum level.
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Rehabilitate and maintain pipe nctworks and all its appurtenanccs.

Backfill excavated pavements.

Install new and additional water service connections {63 mm and below) including Level
Il Secrvice {Public Faucets).

Mount/dismount/onsite test small meters.

Disconnect services with delinquent accounts and illcgal connections.

Meter Reading and Consumption Analysis Division

1. Monthly read all customers” meters.
2. Examine, analyze and compute all customers” consumption.
3. Investigate doubiful and questionable consumption,
4. Reviewledit billing for accuracy.
5. Ensure all new connections are assigned account numbers and entered into the master
files, read and billed.
6. Institute a program of unscheduled random checking of meter readings.
- 7. Provide Branch Offices with reports/lists of new accounts and all changes in cxisting
aocounts '
8. Monthly total billings: by book, by sub-zone, by Branch and for the Scctor to dctcmnnc
revenue watcr
,_TéL!EllQ__SQ
b Safeguard and collect blils ,
2. Mamta.m aocouuzs receivable levcl to three months bllhng or less.
3 | D:sconncctfreoonncci water services.
a. Inttiate legal actions against dcl'mqucnt customers,
5. Investigate, verify and resolve of all customers’ complaints, and revise/adjust bills.
6. Process “atcr service connechon application and acocpt sewer connection application
arid transform the latter to the SSD for processmg
T Mamtam records for ready usc of any branch personncl.

{7) Finance Area

a) Oflice of DA
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1. Advise and assist the Administrator in the fonuulation of policies for attainment of
MIVSS’s goats and objectives in the field of finance, including those for special prbjécts.

2. Direct and oversee programs and activitics on financial matters.

3. Evaluate the performance of all departments under the Office of the Deputy

Administrator for Finance.

b} Financial Control and Budget Department

l.” Prepare the corporate budget.
2. Monitor corporate cash flows and coordinate with all operating units and the Treasury
Department for cash roguirements.
3. Conirol, release and monitor utilization of budgetary appropriations; analyze budget
variances. |
4. Piovide assistance to operating units in the programming of funds and submission of
departmental and project financial reports. _
5. Review the effoctiveness of the claims control systems and recommend measures for the
' prevention and promipt detection of irregutar or unnecessasy expenditures of funds.
" 6. Coordinate with the COA regarding the pre-audit and post audit of ali claims.
- 1. Initiate the groundwork for and conduct revenue analysis; gather and maii_]téin financial

- statistics.

| g \gngg Ang!ys:s @g F;nanclal Stafistics D:y,,lslgg |

: l:. Conduct revenue anal) sis and recommend strategaes to maxlmlzc rcvenue gcnerallon
| 2. Provide assistance to operating unils in the preparat:on and submissmn of opcratlon and

financial geports. |
3. Analyze and consolidate revenue and other related repors.

‘4. Monitor corporate cash flows and coordinate with the Treasury Deparinient for cash

requiremcnts,
Budget Maoagement Division

1. Develop criteria for budget preparation.
2. Analyze and consolidate departmental budget proposals. _
3. Review budget performance of operating units, analyze variances and in consultation

with operating units recommend alternative courses of aclion.
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4.

5.

Review the effectiveness of the budgetary system and recommend necessary changes to -

conform with the nceds of its services.
In coordination with the Corplan, implement the recommended financial mix in financing

projects.

Claimis Control Division

1. Review all disburscments and determine and/or ascertain their legality, validity,
propricty, accuracy and reasonablencss in accordance with existing budgeting,
accounting and auditing rules and regulations.

2. Coordinate with the COA regarding the pre-audit and post-audit of all claims.

3. Coordinate with the Budget Management Division as to the proper charges of accounts.

¢} Accounting Department

1. Plan, direct and coordinate the aécoﬁnling of transactions and the proper maintenance of

. books of account. |

2.° Prepare and interpret financial statements.

3. Certify, approve/recommend for approval all disbursements; insure compliance with
-: existing policies, rules and regulations,
- 4. Institute internal cor_niro_l measures in the accounting system; recommend improveménts.

5. Rende_'r technical advice on, accounting and financial matters 10 management and the

 operating units.

General AM‘ :nl.ing' g@ Spﬁ 'iglisi [:)ivision=

1

Responsiblé for the systematic recording of business transactions and the maintenance of
corporate books of account.

Revicw and analyze resuils of operation and financial condition; preparc and interpret
financial statements. '

Develop intemnal control medsures in the ac_cdunling system; evaluate effectivencss and
rccon{nlend miprofenielits. ' |

Submit reports and recommendations on aclual financial peifo’rmance to serve as basis

for financial projections and management decision-making,
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Construction Accounting Division

1. Supervise the proper recording, accumulation and repotting of costs of on-going and
completed construction projects.

2. Review and analyze costs of waterfsewer service installations, major fepairs and
replacernents, plumbing jobs, and monitors results and maintains records.

3. Maintain conlinuing propetty records including depreciation, and the annual
valuation/appraisal of fixed propertics and equipment.

4. Submit reports/recommendations to management and operaling units on results of cost.

analyses.

Customers Accounting and Recongiliation Division

Maintain and reconcile subsidiary records for water and sewer accounts.

Psepare and analyze reporis pertaining to water /sewer accounis.

g

3. In coordination with Sector Managers, recommend the dropping and/or adjusiments of
uncollectible water!seﬁver accounts.

4. . Monitor and supervise tﬁe balancing of alt collection data in all branch offices, serve as
the link between branch office and the Computer Service Center.

5. Reconcile cash accounts with bank records and cash book.

Payroll Claims and QQ&I Agﬁgnlmg Di _)[I_S_IOI_‘] -
Sl Be responsible for the :mplementanon of the payroll sys(em and ccnlrahzed ha‘bnhty_
records sy stem for third party c!alms : R . .
2. Implement internal control measures to safeguard disbursements; insure oomphance wnth .
policies, rules and regulations.
3. Maintain adequate, accu rate and up-to-date records of disbursements, asset and liability
accounts. ’
- 4, Review and analyze op:elatibn:a! costs in relation to ope'rational Activitics, changes in '
manpower requirements and pnoe factors; interpret variances. _
5. Perform cost accounting analyscs of water producuon cost of produchon allocation of '

project costs, by functions and by responsibility arcas.

d) Treasury Department
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1. Responsible for all cash and properties of MWSS.

2. Responsible for reccipt custody and deposit of all collections as well as cash %
disbursements and warchousing services.

3. Recornmend policies to improve/update systems and procedures in cash and property
management and warchousing services.

' Qasllesgng__smn
1. 'Be rosponsible for the receipt, custody, deposit and disburscinent of cash; maintain cash
* books and other related records; submit cash status reports. -

2. Contro! official receipts, checks and other accountable forms.

3. Be responsible for the bonding of accountable officers.

4. Monitor cash flows and handle investment of cash.

. Warchouse Services Division

L

Be responsible for warchousing functions of MWSS.

Be responsible for the receipt, custody and issuance of supplies, materials and

cquipment. L | : 8
.- Take initiative in the disposilit}n of unserviceable equipment and scrap materials.

Property M_LDJ_LQQSI

I. Be responsible for thc custody and safekeepmg of mcords and documents pertalmng to -

real cstate and ofher langl rights of MWSS_,l s¢e to it that all msurz}ble prqpcmes_are

~adequately covered.

Issue memorandum rccelpts for all equipment and tools; monitor and control property
accountabilitics of cmplo)ees

Coordmate with warchousmg services for the dlsposmon of‘ unserviceable propertics.

. (8) Administration Area

a) Office of DA

N
- MWSS’s goals and objectives in the field of administration. | g

Advisc and assist the Administrator in the formulation of policies for the attainment of
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2.

Direct and oversee programs and activity on personnel administration and development,
health and safety, legal matters, public information, procurcment and other
administrative/office services.

Evalvate the performance of all departments under the office of the Deputy
Administrator for Administration.

b} Personnct Management Departinent

Plan, develop, direct, and administer programs and activilies on recruitment and
employment, wage and salary administration, benefits, cmployeé sclation and personnel
information, and other pecsonnel transactions.

Formulate and recommiend policies and procedures relating to al! personnel transactions

“and retated matters.

Interpret and implement Board Resolutions, Civil Service Law, Rules and Regulations,
Budget Circulars, Presic_lcntial Decrees, L.OIs, Court Decisions, GSIS Law, Office Rules.
and Regulations relating to personnel matters. ' k
Provide technical assistance to other departments/offices on personnel matters.

Coordinate with other departmem and government offices and ag'encies'r;or:ccrned with

_ personnel management.

B_Qgguimgn; ggl(j Emp le_ngn; Dmg

Be responsrble for personncl rccmrtmcnt program

Pn:pare appomtmcnt promo'uons transfers separatrous remstatements ancl othcr

5 pcrsonnel activities.

Maintain up-to—date personnel service rocords

Prepare plantilla of personnel.

Compensation Adminisiration Division

Develop, administer and evaluate programs on position classification, salary and wage

structure, and employee welfare and benefits.
Inplement Board Resolutions, Civil Service Law Rules and Regulaimns Budgct
Circutars, Presidential Decrees, LOIs, office policies and office rules and regulations on

welfare benefits and compensation.
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Undestake studics and fescarches to further improve the cmployee welfare and benefits
prograin.
Interface with other dopartment and government offices and agencics conceming

employee’s claims and benefits,
HOY

" Emplovee Relations and Personnel Informiation Divisi'og

1

Implement continuing programs for fostering harmonious employer-cmployce

rciationships.
Be responsible for the implementation of Excessive Order No. 895 related to the creation

of Employce-Management Committee in MWSS governing employee’s grievances and

- procedures.

Disseminate circulars, memoranda, oftice orders and other inforrmation regarding

porsonnel matters.

Formulate and reconunend policics in the implementation of the new Performance

' Appraisal System.

Provide computerized personnel information sj’stem.

" ¢) Human Resource Devel opmenl Depariment

Ty

De\mlop, mlplement and evaluate (rammg, educahon and de\.elopmcnt programs for

personnel atall levels.

Prepare and maintain an uwcntory of manpo“er mdlcalmg, among olhers pcrsonnel :
f_ oompetency!skull levels, forecastmg manpov.cr rcqmrements and dc»clopmg short and |
long-range manpower p!a,nmng programs.

‘Formulate and recommend pohc:es,‘ systems and procedures on all maiters peﬂaining to

human resource planning and development, in coordination with the Corplan.

Provide leadership, technical guidance, operating instructions and information to line

supéwisdrs in their staff déeveldpment efforts,

* Plan for and direct the administration of training grants and scholarship programs, and

providing Haison and representation with other governmient offices as well as the private

sector on matters dealing with human resource development.

M@power Planning, Evaluation and Scholarship Division
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" Formufate and implement a continuing review and appraisal of existing hurnan resousce

manageiuent systems and programs, and secommend significant procedural or policy

modifications as required.

* Coriduct job evaluation and analysis to assess relevance and effectivencss of existing

positions to organization, develop an overall manpower staffing patiern in coordination
with all line staff-offices, and prepare forecasts on the long and short range manpower
rccmiremcnit of MWSS.

Study the implications' of changes in the MWSS’s mission, technology and

- organizational structure and to recommend necessary manpower training, education and

development thrusts.
Monitor on a continuing basis all the activities relating to the evaluataon of all courses
and pmgrams to be able to establish indicators of effectiveness and measure their impact

on employee perforinance.

Conceptualize, administer and cvaluate short and long range scholarship programs both

local and overscas including the identification as well as evaluation of other available

training resources.

Man anagement Development and Other Prggtamg DlVlSlQ
1.

Plan, dc:SIgn and 1mplement programs for oonlmumg trammg, educatlon and
devel opment of supervisors and managers.

Plan and conduct neods analysis studies to obtam and provxde wable mformatlon for
program dc\ eIopment and lmplementatlon ' _ :

Devclop and managc training, educatlon and development pmgrams for admlnlsirauon

commercial and financial personncl at all levels. ‘

Provide technical assistance and information to line supervisors to effect increased staff
efficiency. ' ' .

Identify, arrange for and coordinate supervisory and managemcnt training programa. with

agencies and institutions outside of MWSS.

Technical Skills Development Division

1.’ Plan, design and implement programs for continuing training, education and

2.

development of technical and skitls personnel.

Plan and conduct needs analysis studics to obtain and provide viable information for
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program developmient and implementation.

. Administer and niaintain the Practical Training Center for in-house personncl training as

well as for external pasticipants under the TEEM prograns.
Provide technical assistance and information to line supervisors to effect increased staff

efficiency.

- Identify, arrange for and coordinate technicat and skills training programs with agencies

and institutions outside of MWSS.

d) Health and Safety Department

1.
2.

. Medig

TR P

Plan, develop and administer comprehensive and continuing health and safety programs.

Formulate and recommend policies, rules, regulations and procedures on health and

safety and set safety standards for personnel.
Adopt modem and effective medical and dental methods and safety techniques.
Initiate and implement government rules, regulations, and ordinances refating to health

and safcty.

. Coordinate with the HRD and other government offices in the conduct of training
 progranus on health and safety. | '
- Provide adequate medical and dental supplies for first aid treatment.

| ices Di l 0

-Provide medical .sc.n.rices to employees and dépendcnts.

Iraplement hle:idiéél_ policics, mlcs énd_;egulalio;ys.; o

_D'clém._line the pfopcﬂy of ‘medical claims.

Undertake studies on the use of modem and effective medicines and modical methods.
Arrange with hospitals for the hospitalization and treatment of employees; conduct
periodic visits. R

Determing ph):sical fitness of applicanfs and employees.

Dcntil_SQWiﬁ Divigiog

i
2.
3.

Provide dental services to employees and dependents.
Implement dental policies, rules and regulations,

Determing the propricty of dental claims.
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4. Undeitake studics on the use of moden and effoctive medicines and dental methods.
Safety Division
1. Develop and administer accident prevention programs.
2.+ Promotion and instill safety consciousness among employecs.
3. Implement safety measurcs and programs and periodically iﬁspect and evalvate the
physical working conditions in the central and field offices.
4. In coord'méti'on with the HRD, develop training programs for occupational safety.
5. Implement govemment laws, orders, ordinances, rules and regutations and other related
measures on occupational safety.
¢) Legal Depastment
1. Provide legal advicé to the Board and the Administrator' extend legal serviées to MWSS.
2. Preparciteview contracts and other legal documents to which MWSS is a paty. .
3. Handle casesfheanngs before the Courts, Fiscal's Oi’ﬁoe the c.omnmmt) guardlans and
quasv;ud:cnal or administrative bodics.
- 4, Prepare!rev:ew reports/decisions on admnmstra!we cases.
Initiate stcps leading to the apprehension and prosecution cf persons illegally drav.mg
water from any S) stem’s facilities.
. 6. Coordinate with the Office of the Gm crnment Corporate COunscl as nccessary
" 7. ' Provide assmlanocl whe_never necded to legal staff {of_ b(mchcs and oﬂpe; units.
%%LM
I. Handle all court cases, whether civil or cnmma! in the Cou s, Flscal s Office,
conununity guardians, and quasi-judicial or administrative bodies.
2. Research and preparc legal opmzons requcsted by the Board ‘of Trustecs, . the -

Admmlstrators and other ofﬁclals

Qg_p aints and Investi g@;i_on Division

2.

lavestigate all complaints of private custemersithird parhes prepare consolndated
reports. o
Review and investigate complaints filed against officials/employecs of MWSS; prepares

administrative cases.
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3. Take charge of the apprehension/prosecution of persons illegally drawing water from any
MWSS’s facilitics.

Contract and Real Estate Division

1. Take charge of all gjectment cases against squalicrs at MWSS’s real propertics and

right-of-way.
2. “Handle all expropriation and land ségistration cases for MWSS.

3. - Prepare/review contracts and other legal documents to which MWSS is a party.

" ) Procurement Department

"1, Responsible for the procurement of all supplies, materials and equipment.
2. Recommend policies, rules, regulations and improvement for efficient procurcment

systems and procedutes.

':3.' Provide secretariat services to the Pre-qualification -and Award Commitlee for

~ procurement.

1. Undertake the procurement of atl sup_pliw, materials and equipment.
2. Initiate innovations of procusement systems'ahd procedurcs.

3. Maintain cuscent pr'ioe‘ lists. -

__ddi_ng_a\m..sm_muauonm ;y_l;le_
I.: Perform public bidding foc office supphcs matenals cqu:pment and general semces
Evaluate pre-qualification of suppliers.

~ Notify both pre-qualified and disquatified suppliers.

oW

' Prepare énd issue sets of bid documents to prospective bidders.

e) Gcneral Scmocs Department

1. . Plan and administer a program for procurement office, buildings, grounds and auuhary
' services.
2. Recommend plans for the allocation and proper use of office spaces and grounds in

coordination with the operating units,
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o

Offige Serviges Division

|

Provide scrvices relating to forms and records management, mossengerial,
telocommunications and printing reproduction.

Maintain all office machines/equipment and provides for an office equipment pool.

Initiate the adoption of modem office services system, procedures and practices.

“Recommend the types and scope of services to be contracted.

Buildings. Grounds and Auxiliary Services Division

1.

Implement the program for the maintenance of Balara and La Mesa buildings and

‘grounds, security, janitorial, recreational and food services.

Provide janitorial and security services to booster pumping stations; undertake minor

repairs of buildings.

Recormmend the types and scope of services to be conteacted.

Operate the mechanical and elgctﬁcal systems of all buildings.
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. Frequency of Employees’ Age
FREQUENCY OF EMPLOYELS' AGE (as of Junc 1995)

{ REGULAR EMPLOYEES )

Number of Employees
Malc | Female | Total
20 [T o e
s | e sl 2

EEI T T
- 60| nf  sel 27
65 152 3
35530 1173 4m
o ( CASUAL EMPLOYEES )
Numbes of Employees
Age Male | Female | Tolal
6 - 20 | O 9
-2 b s 6]
2. 30 | sw) 13 654
3 - 35 | sl 1ol 118
B T - [
B N X! O] I
46 - 50 | sy 8] . #
st T
.56 -.60 - 10p. oy 1 L
Bl - 65 2) 1
i Tounl 2,515 465] 2,980
' (ALL EMPI.OYEES)
Number of Employoes
Male | Fenale| Total
of 9. ¢
o mf 10

e sl s

BN XE) N N
154 32

6008 1.638] 770




8. Regular Employees by Academic Background

: _ _ NUMEMP.XLS Sheet2
REGULAR EMPLOYEES BY ACADEMIC BACKGROUND

as of Dec, 1994

i ) By Academic Background - T 2
[Doctorate Masteral Collegiate  {Vocational {High School |Elementasy | Total
e | M[FE|MIFIM[FYM[F]™M]FiMIF] |
8-25 | o o o o 5| | e o if of o of 7
2635 | af ool 34l Tess| ses| 17if 24| “428| 6] 76| 2| 1940
36.-45 | of o 33| aa| sos| 289 121} 10| as2 6| usf 2| 1675
655 | a| ol we| aa| ave| 17| wof _wif 2if 1) 28 of si9p
56 : 65 0 o) 1t| 13| i8] 51 16 9| 116 2 35 0| 432
Total { 2 ol 72 106]1,669] 955 331 54| 1,118] 15| 257 4| 4,583
REGULAR EMPLOYEES BY LENGTH OF SERVICE
as of Dec.1994 -
By Academic Background _ '
S Doclorate  |Mastesal  |Collegiate |Vocational |High School |Elementary. | Total
~ Years Mf{F|IMIF{M|F[IM|]FIM|F|M]|F -
l-s | op 8 1] O] 34) 24 13 0 6] -3 4 2} - 87
6 - 10 2 0] 26] ' 39; 820 45603 __156 31§ 467 AIE) 2| 2,234
=15 f‘_'Q 0] 13| 24p 334 140§ 127| . 5p 338 1] 82 0] 1,064
16-20 | o o ‘us| 28} 232 n3t 12| 3] udof - 2f sof  of 598 .
21 -25 ) ) ] I T ) I ) Y | I I B
26 <30 | of o 2 e] sol 33| 4" 3| _se| _of m] o 205
ai-3s | o o sl vl e 8| 3| a9 o 169
wau | o o 2 T2 es| as| 4] o et o 18 o - 175
[ Total 2 o 72| 106] 1.669] 955 33] 54| 1,118  is| 257] 4 4,583
Note 'Vocauonat' ---- One to three years area speual:zed cducanon courses.” ‘
L o ‘  NUMEMP_XLS Sheet5
NIEMBER OF ENGINEERS {Regular Employeds)
G . as of Dec. 19
Age Bclon 30 01039 4010 49 |50 & above Al Age
_‘.)‘_Oi'eﬁi?ﬂ _____  [Male [Femate| Make |Female] Male | Female] Male | Female| Total |
VBﬁSﬁm Civil Engineering @ ] 1 . 68 39 SO Rk L. MR > R
BS Architectuge _;ﬁ,__‘_ 9.1 2t ! E{ IORPRULY I 1]
'\‘[echamcali"ngmeering _ - i _ 0 - 81 Al 43 9 17 0 _145 1
Electrical Engineering - ' | .9 -0 22 gl n| 9 3 0] 38
Sannar) Engineering . N | R | I 1] (O 12 ) I 1 A | 1
Eavironment & Sacitary Eng. - -9 0 i3] 3 K| I 0 23
Chemical Engincering 0 0 5 23 33 44 - 4 42
Sciences in Chemistry 0 0 { 7 3 0 5 A7
Geology 0 0 2 | ! 0 0 0 4
Toral 3 S EES T EE i3] 83 n 743 8
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12, MWSS New Performance Appraisal System

Subject
Date
To

METROPOLITAN WATERWORKS AND SEWERAGE SYSTEM
OFFICE CIRCULAR No. 53-A

: MWSS New Performance Appraisal System
: May 10, 1993
. All MWSS Officials & Employees

For easy reference and usage, incorporated hercunder are all amendments, new policics,. rules and
regulations on the MWSS New Performance Appraisal System established under Office Circular No 22,
dated December 4, 1978:

L. Purposes:

The MWSS New Performance Appraisal System is intended to continually foster the improvement
_ of individual employee efficiency and organizational effectiveness.

More specifically it aims:

1.

To provrdc systematized opportunity for sclf-motivated growth and development for each
emplO)vC :

To assist both supervisor and employee in appraising the employce’ s worth to the
orgamzation

To provide a base for facililating congruenoc between achievement and reward in merit
increases and mcﬁ:ntuc awards, training opporiunitics. promotions and other personnel

" actions.

1. Policy Guidelincs:

S

RPN

The MWSS New' Pcrfonnancc Applalsal S},slcm is hereby madc an mtcgra! part of the

personnel managcmcnt and dculopmcnt program of the MWSS.

_Appra:sal shall focus on rcsults/ outputs mlhcr than on ac!mucsfproccs s.

éAll Sup\,rVISOI‘S shall aqs:st cach of theu‘ subordnmtcs i the' estabhshmcni of '

objectives/results which prowdc \enf' able measuees of work performance.

Each enployee  shall be periodically  advised of his iprogress in meeting  his
objcctivcs!results on pre-arcanged dates.

Each employee performance appraisal shall include a description by the supervisor of the
ciployee’s potenhal for training and carcer dévelopment. '

* Employces shall be given appropriate recognition for the mesit of theic performance and

their contribution to the efficiency and economy in the operations of the Office.
Each supervisor/employec shall be informed of his rights and obligations under this Systent.

Appropriate’ training opportunities shall be contimiingly provided to facilitate effective
implemeatation of the New Performance Appraisal System.

The performance rating of an official and employec who is on study leave abroad or who is
on leave of absence during the performance fating period shall be his last performance

IV-80



before he left for study grant or before the effective date of his lcave of absence.

10. Matemity leave of absence and scheduled vacation leave pursnant to Executive Order No.
1077 shall niot affect performance rating under the clement of Punctuality and Attendance™.

11. The “Outstanding”" and "Poor” ratings shall have the concurrencefapproval of the
Administrator and must be accompanied by detailed explanations/descriptions for cach
“Responsibility Area" on why the ratees were given such rating and the Monthly
Accomplishment Report  (Annex "C” ).

12. Only employees with “outstanding” and “Very Satisfactory” ratings shall be considered for
Promotion.

13. Delayed submission of the Performance Appraisal Rating (PAR) shall not be allowed
unless the defay is justified in writing by the rater-supervisor, and duly approved by the
Deputy Administrator concerned.

14. The PAR of an official or employee can no longer be substantially changed/altered once
once it is alrcady submitted to the Personnel Management Depariment. Formal changc:.
may be aliom.d S

lEl Scopc

" The Pedformance Appraisal Sys!cm shall apply to all oﬁlcmls and cmp!o;.e\,s of the MWSS .
except the Administrator, Senior Deputy Administrator, Deputy Administeators ‘whose performance is
covered under the Career Executive Service Performance Evaluation System (CESPES). Conlractual

- personnet are also excluded but may adopt it for thic purpose of rencwing their contract,

IV, Rating Periods:

Performance appraisal shall be made semi- almually, one from Januar) to' June and the other from

' Jul) to Deeember. ‘Performance repotts on the pr»scnbed formu shall bc submmed to the Pcrsonncl
: Managemcnt Department within ﬁﬂcm (]5) da):. after Lach tatmg period. C

TV Who Shall Rate:

Each official or cmployee shall be ratcd by his unmediate supcmsor {Section Chief 'md up as the
case may be), subject to review oF concurrence by the next higher supervisor. However, the initial rating
of a probationer shall be subject further  to the concurrence/approval of the Adnunistrator.

 Any official or cmp!o:,ce who had \\orkcd under two (2} or more supenlsor:, for at least two (2)
months each during the sanie rating pcnod shatl be rated jointly by the said supervisors who slnll agrec
on the common ratmg
VI, Appraisal Procedure:

‘Fhe Performance Appraisal System shall follow the following steps:

I. Preparation of M.O.R E. Commitment Sheets:

At the beginning of cach rating period, not later than the third week of January or July as
the case niay be each officiat or employee shall accomplish his Management by Objectives and
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Results Evatuation (MORE) Commitment Sheet (CS) (Annex. A} in four (4) Copics and his
M.ORE. Action Plan (MAP) (Awmnex. B) in casc he has targeted improvements for which
writlen plans of action are nceessary. @

2. Agreement on Conunitment:

Afer discussion with his immediate supervisor and the concurrence of the next higher
supcmsor the M.O.R.E. Comumitment Sheet; and his MAP in casec he has targeted an
improvement; shall be signed and the employee concered shall be under obligation to comply
with his commitment.  OF the four (4) copies prepared, the official or employee shall keep the
- original, the supervisor shall kecp the duplicate, the next higher supervisor the tnpltcatu, and the
Personnel Management Deparment, the quadmplicate.

3. Discussion of Performance Progress:

At least once a month, the supervisor shall dialogue with the employce on how the latter’s
commitment is being met and shall provide counseling or training or even  temporary
reassignment as may be deemed necessary.  The latter may however, take the initiative in
secking his supervisor ‘s counsel as often as necessary.

‘4. Recyceling of Objectives/Results:
From time fo time the supefﬁsor and employce shall dialogue on any change of

objectives/results,  Any agreement on such changes shall. be n,ﬂcctcd in amendment,
modification, or revision of the M.O.R.E. Commitment Sheet.

@

5. Documcnting Progress and Preparatioh of Performance Appraisal Report:

At the end of eu.ry week, the ratee shall write down histher \wckl) performance output and
attendance and punctuality on the MO.RE, Monthly Accomplishment Report (MAR)  (Annex.
Q) in two {2) copies. - The ratee signs the report and submits it to his/her supcmsor for rwlc\\
~.and mmal on appropriate box for lhe corrcspondmg week.. ‘

After rev iew of the ratcc 3 omput for week 4, the rater- supcmsor 51g115 the r¢ port mdacates
the datc the report was signed, retums the original copy to the ratee and retaing the duplicate for
ﬂﬁkccpmg The supcrvisor-rater shall summarize the 1ccomplis?mients of his staff and his
own in two (2) copics, submits it to the next higher supervisor for review and concurrence. “The

* original copy is returned to the ratee-supervisor and retains the duplicate copy.

“At the end of the rating period, the rater and the ratce shall meet to discuss the ratee’s

degrec of success it meeting his M.O. R E. Commitments visa vis his MAR for the 6:month

- period. © The rater shall record siich assessment on the Perfonmance Appraisal Report form

© (Aunex. D), in four (4) CO]JK‘S to be distributed as follows: the original to the Personnel

3 Managoment Depautment, ' the duplicate fo the employee concemicd, the triplicate to - the
supervisor, and the quadruplicate to the next higher supervisor,

VI, Adjective Ratings: |

There shall be five (5) adj{_tctivc ratings as follows:

1. Quistanding - an cmployee shall be given this rating when he exceeds his performance target by at
least 50%. It represents an extra-ordinaty level of achievement in terms of quality and time,
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technical knowlodge and skill, ingenuity, creativity and initiative.  Employees at this performanee
level should have demonstrated exccphonal mastery in alb major arcas of responsibility.

Very Satisfactory - An cmployee shall be given this rating when the exceeds the expecied
outpnt/performance by at least 25% but falls short of what is considered an outstanding
performance.

Satisfactory - An employee shall be given this rating when he mects 100% of the standards of
ordinary requirements of the dutics of the position.

Um'msfactor) An emp!oy,u shall be given this rating when his perfonmance is 51 % - 99% of
"the minimum requirements but could stand improvement. It is expected that in the next rating
period, the employes, under close supervision, will either improve his performance for which he
“shall be given at lcast a satisfactory rating, or if not, he shatl get another unsatisfactory rating.
Two {2) successive unsatisfactory ratings shall be a ground for separation from the service.

Poor - an cmployee shall be given this rating when he fails to meet his performance requiremients
or meets 50% or below of the minimum requirements and there is no cvidence to show that he can
improve his performance. A rating of Poor shall be a ground for separation from the seivice.

Vif, Responsibilities:

1 '[_hé Manager, Personnel Management Department, shall be responsible for the developmicat,

" establishment and administration of the New MWSS Performance Appraisal System.
2. Supervisors:
Each supervisor shall be fcsponsiblc for:

a.  Assurng that the objccuw!rusult of cach cmplO)cc accumulg reflects the sgg,mf' cant
* responsibility arcas of his position: -

b EV'!Iualmg perfonuancc ona contmumg basis and kecpmg coployces currmtl} mfonmd on

_now they are mieasuring up to the objecmb/rcsult set:

c. lemg gmdancc and assistance to each cmplo},w hclpmg the pronusmg worker progr
and assisting the low performers 1o improve;

d.  Providing opportunity for advancenmnt within the MWSS:

c. lusu rmg the submission to the Pérsoniel Man:\gemenl Departent of lns subordinates
Conunitment Sheets and Action Plan, if any, not later than the 3rd week of January or July,
“as the case maybe, and the Performance Appraisal Reports within 11 days qmr cach rating
period. :

3. Human Resource Development Dcpamnenlt'
The Human Resource Development Department in coordination with the Personnel

Management Department, shall periodically conduct training courses for raters and ratecs (o
facilitate effective implementation of the Performance Appraisal Syster.

. Appeals:
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An employee who expresses dissatisfaction with the rating given him, may appeal through the duly
cstablished Grievance Machinery in the MWSS within fifteen (15) days after receipt of his copy of
performiance rating.  Fatlure to file an appeal within the prescribed period shall be decried a waiver of
such right.

X. Administrative Sanction:

Any supervisor who shall fail to submit on time the Commitment shects or the Performance
Appraisal Reports of his/her subordinates or who shall use the New MWSS Performance Appraisal
System to give undue advantage and disadvantage to people they rate shall b subjoct to proper
disciplinary action.

X1 Instructions How to Accomplish the Forms
1. M.O.R E. COMMITMENT SHEET (CS), Annex “A”

At the beginning of each rating period, not later than the third weck of January or July as the case
may be, each officer or employec shall accomplish his M.O.R E. Commitment Sheet in four {4) copics.

a.  Responsibility Area (RA)
- 'The employee lists under Responsibility Area what he, in his position, intends to
~ contribute to organization functioning.” These are the output requirements of his position
which align horizontally with those of other employees and vertically mlh thosc of the
supervisor/subordinate.

b.  Objective/Result (OR)’
: Each resporisibility area shall have a corresponding objccln e/result which is specific,
‘measurable , attainable, relevant and hmc-bounded {SMART).

C Success mdrcator (Sl) :
The Sucass lndlC'IlOI is the proof, cvxdencc of‘ tcsumony lhat an objcclne«’rusult has
been achieved. ; This may conie in the form of an accomplishment n,port ancord \\nltcn
'doc:umcnt spol chcck pcrfonmnu fist, staustlcs andothers. . = :

. d T'lrgpted 1mprowment (T o ' . - Not
© all objectives/ results have targulcd improxcments but should lhcre be any, this' refers to
what the employee intends to do to insure that an objective/result will be achicved.  The
targeted improvement may involve improvement in work procedures/distribution, clc.,
anticipating problem-solving and imnovation.  This should be within the individual’s

cphero of actmtg
¢ Pnont} R :
_ } Pnont} (both for RA's and TI 's) n,fcr to ranking in the order of s:gmﬁcancc or
- Hportance. :
£ Agrecment on Conmulmem o ' After

- discussion with his immediate supery isor and the concurrence of the nest higher supervisor,
the MORE.  Commitment Sheets shall be a signed and the employee concerned shall be
under obligation comply with this commitments.

The officer of employee shall keep the original; the supervisor shall keep the dup!icatc: the
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acxt higher officer keeps the triplicate; and the Personnet Managoment Department, the
quadruplicate.

2. M.O.R E. ACTION PLAN (MAP), Annex “B”

At the beginng of cach rating period, not fater than the third weck of January or July as the case
may be, each ofticer or employce shall accomplish his M.O.R.E. Action Plan (MAP) in case he has
targeted improvements, for which written plan of action 18 nceessary.

The targeted umprovements are taken fromi his M.O.R.E. Commitment Shect.” There shall
therefore be as many MAP’s as there are targeted improvements in the M.O.R E. Commitinent Sheet.

a.  Action Steps
The action steps are individual step-by-step plans of carrying out the Targeted
Improvement in order to achieve the objective/result.  These are numbered in the
sequence of implementation. ' ‘

b. Comp!ehon of the Action Steps
Each action stcp has a target time and an aciual time of completlon Thus
under Targetl Time shall be recorded the projected tine the action step is completed;
and in the column Completed shall be written the actual time of completion.  The
" Remarks coluinn is where a bricf explanation of the delay of the Accomplishument of -
any action step may be written.

¢.  Actual Performance ‘
At the end of the time allotted for the targeted unprox ement, the supervisor
_ _maka.s an ov LI”EIH assessnient of the action steps and their time qlloimenls '

Thc MAP is signed b} both the cmplo)ec or officer and Ihc supervisor. [t is then altachcd (0 the
M ORE! Comnuhnc—nt Sheets. -

3 M. OR. E. MONTHLY ACCO\iPl ISHMI:NT REPORT (MAR) Annc\ ‘C”

‘A  This I-orm shall be accomphthd by lhe ratee- supcn:s&, in l‘,\o (2) coplcs lhc
- original to lhc ratee and thc duphcate to the rater-supérvisor.

b Atthe énd of c*.ery “cek the ratce shall Write do\-. " on lhc appropnatc box of the
Form Inslher performance output for the week.  The ratee signs the report and
submits it to his/her supervisor.  For this purpose, the weekly preparation of n.pc»ns
shall coincide with the payroll \\cck ie, 1-7 for \\cd\ I; 8-15 for \'.cek 2, 16-22 for
week 3; and 23-31 for \w:k 4.

¢. The ratcr shall reviciv the weekly accomphslmlem n,porl aud shall m:ufal on tim_
appropriate box for the corresponding week ‘and return the same to the ratee. Any
changes/erasures made thercon shall be initialed by both the ratee and lhc rater.

d.  After rcvie_w of the rate¢’s perfonnance output for week 4, the rater shali sign the
report on a ling provided for the puiposc and shall indicate the date the monthly '
report was signed, and retums the original copy to the ratee for safckeeping.  The
supervisot/rater shall swmumarize the accomplislunents of his staff and his own in two
(two) copics, submits it to the next higher supervisor for review and concurrence.
‘The duplicate copy is retained by the next higher supervisor,
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¢, Before a rating is made at the end of cach rating period, the rater shall tatly the
monthly acconiplishment reports for six (6) months and match it with the ratcé’s
M.O R E. Conimitment Sheet to determing the ratee’s performance.

4. M.O.R E. PERFORMANCE APPRAISAL REPORT (PAR), Annex “D”

To the Supervisor

Before starting to accomplish this form, sct before you the employee’s MO.RE. Commitment

' Sheet, his M.A.P. if any, his M.A R. and your unit accomplishment reports.  Recollect the highlights of
your monthly dialogue with the employee.  Remember that the Performance Appraisal Report is a
summation, in writings, of yvour assessmient of how the employec has mct his commitments over the last

" six inonths.

a.  The listing of Responsibility Areas shall paraliel that in the M.O.R E. Commitment Sheet.
b. Encircle the appropriate numerical valuc for cach Responsibility Area according to the

following scale:

+ 1. Qutstanding - This means the employce has met 150% or of his commitments.
2. Very Satisfactory - This means the employce has exceeded his commmnenls by at lcast 2‘)%
but falls short of what is considered “Qutstanding”. '
3. Satisfactory - This means the cmployee has met his commitrents 100%
4. Unsatisfactory - This mcans the employee has met his conuitments only within 3 1% 99%.
5. Poor - This means thc employee has met 50% of below of this conumtiments. :

¢. On the other Bch"mor Factors encircle the appropriatc numenml value according to the following
- scale,

¢.:1. Punctuality:

- Lcﬁs than 4 times mrds' durmg lho last 6 months

2-4-6 times tardy

3-7-10imes tardy -

4+ 11-15 times tardy :

5. Morc than 15 times tardy - : '

Undertinics incurred ¢ither in the moming of in the aﬂel noott shall be consdu»d as tardy.

c. 2. Attendance:
) - Less than 3 times absent:
‘Half day is considered absence. -
2 - 3-5 times absent '
3 - 6-8 timics absent
4 - 9-10 timés absent :
§ < More than [0 times ab\:cnt

- Times abtcnt rather than days absent shall be the bas:s of ['LC’(OIIUIQ <. g a half-day’s absence shall
. be counted one lime; an approved vacation leave for 15 consecutive days shall likewise be

- considered onc abscnce. - Scheduled vacation leave being mandatory, shall not be counted for time

- absent.

: ¢.3. Public Rclalioﬁs: '

1 - Employee is very effective in dealing with the public; gets along casitly with other members of
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the workforee; highly respected in the organization.

2 - Employes can be relied upon to deal with the public aud is generally courteous and”
acconumodating; cooperative with peers and respectfil of leaders.

3 - Employee has the ability to deal with the public and peers, although he needs some advice at
times.

4 - Employee has some difficulty in dealing with the public: is occasionally discourteous except
when attending to important or influential persons; needs further improvement,

5 - 1las corisiderable difficulty in dealing with the public; draws negative reactions; is often
discourtcous and irritable.

d. The supervisor shall write out a brief description of the employee’s promotional potential and
development needs, including in such assessment any remarks regarding the employee’s personal
gualities, ¢.g. coopcration, creativity, dependability, initiative and other characteristics relevant to

organizational contributions,

¢. Te arrive at the overall adjective rating, compute the average for the ratings an Responsibility Arcas
and multiply by 75%; compute the average for the ratings on other Behavior Factors and mltiply
by 25%. The combined weighted average shall be evaluated in accordance with the following
conversion table. i

1.0 - 1.59  Outstanding
1.6-2.59  Very Satisfactory
2.6-3.59  Satisfactory
3.6-4.59 - Unsatisfactory -
46-5.0 " Poor

" “The performance appraisal réport subimitted to the Personnel Management Department made not
in accordance with the above conversion table shall be seat back to the raters for correction. '
£. This form shall be accomplished in four (4) copics not fater than 15 days after June 30 and December
31 each year. The' original shall, after signing of all concerned, be: forwarded to the ‘Persomnel
- Managément Department; the duplicate shall be given to the employee; the triplicate to the supervisor
-~ and the quadruplicate to the next higher supervisor. o o

X 11 Effectively

~ The MWSS New Performance Appraisal System shali take effect beginning the first rating period
- of 1993. ' ' '
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PREFACE

These Qualfication Standaids reler to specific atributes, skills and competencies related 10 the
pedormance of the duties of a given pasition.  These Standards supersede all previously prescribed
qualification standards for service—wide  positions and modify of confirm alt approved qualification
standards fof unique positions in governmen.

These Standards are exp«esSed in terms of education, experience, lrainidg a_nd civil service e!_igit_)iii'ty and
are prescribed as minimum requisites for personnel seiection. The application of these Standards shouid be
within the context of Civil Service Law and Rules as well as existing poficies on the maiter.

:“" The basic objective of this Qualification Standards Manual is to provide adequate information on felevant

" qualifications so as to ensure a sound basis for personnel selection in the civil service.  The Manual compri&.nes_.
. three sections. The first saction of the Manual states the general policies on Qualification Standards which
“ate contained in CSC MC No. 46, 5. 1993. The second section is a brief catalog of information indicated as

Key Poinls .in Understanding Qualffication Standards. This section articulates the -guiding principles and
defines the necessary temis with the intent of . providing pertinent information on the epplication of
Quatification Standards. The third section prescribes the specific’ qualifcations ‘with respect o positions
arranged alphabetically, by satary grade, and occup_ational gtouping. This is meant to provide the users with ease

“in dentifying the requisite qualifications Jor any position and to ensure a compiete understanding olthe postion

being staffed. -

. Finally, the Manual closes with appendices featuring significant developments in Quatification Standards.

'These pertain to the evolution of a new scheme in granting elighiiity (o tades and crafts as well as specialized
" technical positions in govemment. Do D ' T C S

: Hop’-efu!ly. this Manual will gene:ra:e a kgeri awareness of the { undamentals of persr:"m:ei selection and in

“affact, instill a deeper commitment in “he strengthening of the merit principte.
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RESOLUTION NO. 93--4916-A

| WHEREAS, % Cornmission is suttorized by lw 9 promugate polices, standards and guidolngs governireg] focrutmant
ard ssfecton o employess W ket ard ascond lovel pasiSons it the carenr sorvice:

WHEREAS, pasant ko Section 22, Book ¥ of Execuve Order No. 292, qualification siandards shell be establshed tor
epoontacd 40 position in the cAd sendce and for othar purposes provided for by lew:

WHEREAS, thare is a nond to sstablish & Cuafifcation $tandards Manual N sccordance with the policies horesn presaibed;

NOW THEREFORE, the Cormmisvion RESOAVED as it boreby AESOLVES to amend. suparsade end modify o4 Cu'd«s
pariaining 1 qualification stendacds which ere inconsistent hecsol, 10 appeove the Quakficaton Standards Manual for positons in
tha Civd Sarvice end ¥5 sdopt the kallowing policiss:

1. The quakfcation sharderds prescrbad in $ie Manual &7 the minimum and basic requiremonts of e pasiion,  Agencias,
howevar, 808 ot precluded Forh establishing hrghor staridards kr positions i deemad necessery. Whore higher standerds
are octabilshed by an egoncy, these standards shall be the oparstive standards tor said egency.

2. Exparionce and training requiremants shall not ba required for appoiniment (o entrance positions in any egency,

3. 0 detlarmining the relevance of the admaﬁonandeq:»edencereqnj.'emem.rekxeme shail ba made to the dutes and
tesponsibifities aftached tothe positons and the cccupational groupings where they belang; .

4, Aasishrd positons, excesl Legal Assstants, Executive Assistants, Assstant Professors and other positions which the
. Conmvrission may datermins are considersd frst lewdd positions which shal requie completion of two {2) years studiss
in coliegs of completion of vocatiorelachricalrads course, o3 the cese may be!

5. RA 1080 elighikty stell beo requred only ko appointments K positions which need the passing of BAR of Board
Exarviratons. For exampls, only Aocountant posions shell require e CPA (RA 1080} #ligibility. ercepl whén the
qualifcefion stardacds ¢! tha agency sorequis;

6. ExgibRites resuiting hom the Pofice Examirations, inclufing POI Entance Examination and FO3 Entrance Examinaton,
given by the NAPOLCOM are consideced spproporiate for eppointmant to frst teval positions i goverrment
Bighiiy resiing fom the INP Entance Examination (now reramed as Folice Offcer Entance Examinabon) is
Bovise sppropriate ke appoindment to frst level positons; . '

7. Expeorience, baimngerd eigbility shall not be required for ConfidentialiPersonal Sl positions whese torms of offica p
ace Colerrinaus with thase of the officials they seve. The educstons! tequirament for said positons shall ba es folicws: %

Second level: Bachalor's degten

Frst Level : (Adm.fSuppont Pmm;) C-;ompleﬁon of two years studies in_coflegefocationaltechnicalitade course )
‘ . (TradesiCaatsfabores s) Must be sble (o 102d end wiite -
| B. Contractuals and cosints shall haye 1o comply with a1} the qualificetion standerds except eligitility. end 1
9, Hthe postion tie is ot isted in any ofthe Occupational Services in the Qualification S!:ar‘da':tis Manua), the duties
' stiachad 1o the position should be made pa‘eliel to any compareble and fure Sonalty - related gosition thexsin. Whena !
comparable position has been idertfod, the approved qualification stardards for that position may be used.

Agoncies need nol subm {0 the Comvnission tha qualifcation sundards for positons st eady ineeeporated in the Crualficaton
Standords Marasai. Hoveevoe, qualification standards for newly created positons should be sne aitled to the Civil Service
Regjionel Oifice for review and appeoval. The epprosal shall be in sccofdanca with the mimnan r€ uisites prescribed by the
Comewssion in the Manusl. o

:O_ueion.City. October 28.‘.1‘9‘33‘. } : o : _ | :
. £ : Q @ f .. T
q/;"\.bt/lq . LA

: f
S PATRICIA A. STO. TOMAS

I ‘ , Crairman
RAMON P, ERENETA_ IR, s THELMA P, GAMINOE
Commissiongs - 4 Commissionde

Anested by:

[ AU

1 JUANITO R. GEMETRIO
Bosrd Secretay VI 1V-90



TO :

SUBJECY

MC No. 46 . s. 1993

MEMORANDUM CIRCULAR -

ALL HEADS OF DEFPARTHENTS, BUREAUS ANO AGENCIES OF THE NATIONAL
AND LOCAL GOVEHNMENTS, NCLUDING GOVEARMENT--OWNED AND
CONTROULLED CORPORATIONS AND STATE UNIVEASITIES AND COLLEGES

Poticies on Qualification Standards

Ths Mamorandum Circular &nmnd's,:supérsedeé and modifies all Circutars pertaining to Qualification
Standards which ars inconsistent with the provisions hereol.

The Cualification Standards Manual for positions in the Civil Service is'hereby established pursuant lo
Book V of Execidive Ovder No. 292,

The folowing are the policies on Qualification Standards:

1.

The qualification standards prescribed in the Manual are the minimurn and basic requirements
A the positions. Agencies however, are not precluded ftrom establishing higher standards (of
pasitions il deemed ‘hecessary. Where higher standards are established by an agen-cy theso
standards shall be the operatrve standards for said agency,

Expétience and training leqmrements shall not be required for appomtmenl to entrance
pasions in any agancy.

In detetmlmng' the relevance of the education and experience fequitements, reference shall

be made to tha duties and rosponsibilives attached tothe positions and the c-:cvpauonal
g:oupings whete they belong; :

Assstant positions, except Legal Ass:stan.s Executive Assistants, Assnslaanmfessors and

other positions which the Commission may deter'une ate considered first lkevel posdions
which shall require completion of Mo {2) years studies in col!ege or completion of vo-cahonall

techmcavtfade course, as the case may be;

RA 1060 ehglblhty shall be requued only tor appomtments to. posr'lons which need the pa.ssmg o
uf BAR of Board examminations. For example, oaly Accountant posmons shall requite A
CPA {(FA 1080) ehglbmry excepi when the quat:ﬁcaﬂcn standa rds of the agency $0 fequare

Ehg:bmtnes resulbng from the Police Cxarmnatlons including PO1. Entrance Examination
and PO3 Entrance Examination, given by the NAPOLCOM are considered appropriate fof

-appointment to first level positions in government:  Efigibitity resuting fom the INP Ertrance

Examination {now renamed as Potice Officer Entrance Examination) is lkewise appropta{e for
appointment to first fevel positions;

. Experience, taining and eligibility shall not be tequired for ConfidentialPersonal " Stafl

positions whose terms of office are coterminous with those of the 'officials they serve! -

The educational requitements for said positions shall be as follaws:

Second Level: Bachelos's degiee

First Level : {Adm.fSupport Positions) Completion bf two years studies in college/vocationalf
techaicalftrade course
{Trades/Crafis/Labarers) Mus! be able to read and write
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8. Contraciuals and casuabk shallhave to comply with all the QU.afiﬁcatm standards except
sligibity; and %jj}

g. If the position tide is not listed in any of the Occupational Sarvices in the Quaification
Standards Manual, the dutics ettachod to tha position should be made parallel o any
comparable and functionally—related posttion therein, When a comparable position has
been idantifiad, the a pproved qualification standatds for that position may be used.

Agencies need not submait to the Commission the qualification standards for positions’ already lited,
“in this Qualfication Standards Manual. However, quakfication standards for newly credted positions notin
this kst should be submitted to the Civil Sarvice Regional Office fof review and approval.  The approval shal
be in accordance with the minimuin requisites prescribed by the Commissicn as contained in the Manual.

This Memorandum Circular shall take effect fifteen (15) days after pubiicalion in a newspaper of

PATRICIA A, STO. TOMAS
" Chatiman )
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KEY POINTS (N UNDERSYANDING QUALIFICATION STANDARDS

The quaiificationd epecfiad fol a position must be basad'on the duties and responsibilities of the pasition.

Qualfications rsr to efirbutes which equip & person for a given posdion. These are expressed in terms
of rolovant education, training and exparance as well s appropriate eligibiity.

Ratsvant education cefers 10 acedemic, technical or vocational studias of preparation that will enable the
candidate to successiully parforn the duties and responsibilities of the position, For example, a course in
Education or Peychotogy woukd e&equaleiy prepare a candidate to assume the duties of a Human Resource
Managament Ofcar I (Treining Offcer 1),

Ratavant expadsnos refads 10 wak sccomplished in the past that will prepare a candidate to successhully
pedorm the duilss and respomibifties of tha position.. For example, an exparience in tha development of
edministration of a taning program would constiiute preparation for a candidato to perdorm tha functions of a
Human Resoutca Managemart Qificer i (Training Officer {f).

Relevant training rafecs to activities that a candidate for a position underwent that will enabié him to acquire
tha sidts and knowledgs paaded to successfully perform the job requirements of that particular position. For
mmpla compltion of of attendance in a seminar~workshop on the design, conduct and evaluation of
& trakning program wi! equip & candidatz with the skills required of a Human Resource Managemem Officer Il
{Training Oftcer ).

o in addition to dutisa and responsibilites of the position, the level, salary grade oécupational grouping, and
the location of the poattion in the h-ararchk:al rankmg shall be considered in determining the appropmte

- qmi’ﬁcahom standards to bo used.

_ Entnj pasitions do not ganerally require expanence and treining. This i ttue it tha posmon 10 be filled is that
which is al the boltom of & cedain cccupational grouping of the lowest position of an occupational grouping in a
oeﬂan agency.. For example, the position of Accountant 1'is an entry position in the Accounting Group
and requires only a Bachelor's degree in Commerce/Business Administration and RA 1080 (CPA) eligibility. In
some  agencies, the entry posiion may not necessarly be the lowest posmon in an ‘occupational
grolping. f may be the next higher position in which case the quaief:catuon standards for such position shall be

. sad wharsin expamnca and tmmng are required.

Fust tavel posmom; vndude demai trades craﬂs and custoduai senvice positions.  These posmons may |

© réquine oducation acquired from eithar socondary or vocatsonal or com plet on of up to two (2) years of studies in’
“. collzys of possession of careor servics (subnp:ofessaoml) o any other appropnate ehgiblfd‘y (oz fist level
- positions, Two (23 years studies in collega correspond to comp%euon of 72 academac units,

' Manual pos:bom such as Iaborers. aides, and other similar positions ‘would require only completion ot
elarmentary studiss of the ability to read and write.” However, aide positions which are clesical in nature require
completion of two (2) ',-ears studies in college.

Second vel posmons generaily bear the title ci Offcer, Analyst ot Specialist.  These poﬁtioﬁs tequice

’cén*plehon of a Bachalor's degroe relavant to the job, relevant expedence and {raining and possession of a -

Carcer Servico {Prolessional) of any olher appropriate eligibility for 'second level positions.” An exampla of -
appropriate eligibifity for second kavel positions is RA 1080 (BAR). ‘

. Chie’s of Divisions or positions of equivalent rank requite completion of a masteral degree in managém’enl ot
any masteral degres televant to the job effective January 1 1995, Thisis m addiion to the other mqmremen:s
spe«ified for second tevel positions.

Third level positions of those belonging to the Executive Service may not require experence, training and
efigibility. This is particulatly true for Piesidential appointees such as Cabinel Secretaries, Undersecretaries or
Presidents of government-owned and controlled corporations. - Howeve:d, those belonging 1o the Career
Executive Service mwst comply with the tequitements for petmanence presctibed by the Career Executive
Service Office of the Civil Service Commission.
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o Although not reflocted in alf positions in thes Manual, good moral chatacler and a pleasant personaity are
nirinsic requirements for appointmant ta alf positions in government.  These are exphicily specified in certain
tectors, 8.g. Phipping National Potice, local govarnment employees, elective officials, and constitutional ofcers,
a3 prescribed by law.,

o For tradas and crafts positions, passing an appropriate skills test given by the National Manpower and Youth

Council (NMYC) is a mandatory requisite in additon 1o other requiremenis. There are cerain pasitions, however,

whare no skills test could be given by the NMYC. In this instance, a corresponding eligibility shalt be ssued toan
&ppointee aftar ono year of continuous and satisfactory performance in a temporary capacity.
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14. HRDD CY-1995 Program of Activity

Human Resousces Development Department
CY-1995 PROGRAM OF ACTIVITY

* concepls and practices. It is primarily intended for section chicfs of other personne! with supervisory
responsibilities. The course features a spociat discussion on problem-solving and decision-modules

. on the fundamental supervisory functions. It utifizes practical exercises and woikshops fo complement

“the class discussions and leciures. -

- S)s(emahc Problem Solvi ing & Decision Makmg _ . ‘ _
- Supervisors, Section;  © 30/class S 2227May |0 84,300.00
| 'Heads & Div. Chicfd 28 Aug- 1 Sept, 02090t | )
Thc tra:mng progmm is designed to develnp probiem solving and decision making skills based on
lechmques by Kepner and Tregoe ' : S J : v

Managmg & Condm!mg lbﬂ'eclwe Mcaelmgr . : - B -
' Dept Mprs/Div Mped 30/class | 01.03 Mar ' 37,960.00
Sec Chiefs/Supervisors : 17-19 Jul o

This course is designed to enab!e managcrs gain maximum mileage from staff meetings.

Plannmg & Budgﬂmg Seminar-Workshop: R : :
Dept MgesDivMgr{ — 30/class f_ 2930 Jun - 87,400, oo
Sec HeadsJSupvrs ' 1314 Nov
On the premsse lhal a good planis the basis for a more effective and productwe action, the worksbop is
* designed to help managers and Supervisors master the basic principles and steps in developing an effective
and practical workplan.
The training focuses on the development of the frame work of an actual work plan by the participants.

1 features lecture-discussions at strategic points whwh serve as inputs in the preparation of their respective

work plans.

Effective Employee Counsclling
Division Chiefs 25/ctass i1-14 Jan - 29,800.00
06-07 Nov

™ ACTIVITY/ TARGET FSTMATED | TENTATIVE | ESTIMATED |
DESCRIPTION PARTICIPANTS | o participanTs DATE COST (Peso)
1. IN-HOUSE TRAINING
A: Managemeat & Supervisory Development:
Foremﬁn-ship Training: Fofemcn & Team 30/ctass 06-13 Feb 132,560.00
Leaders . 08-15 May
07-14 Aug, 23-30 Oct ‘
The Training secks to increase the awarengss of the foremen regarding their cesponsibilities as supervisors
and develop supervisory skills and effective wosk inspection technigues.
PAS-MORE: Sec Heads/Div Mgrs 30/class 01-03 Feb 92,280.00
Supervisors _ 03-05 May '
A training workshop to provide pariicipants the practical 16-17 Jun
skills in the use of the MORE/Performance Appraisal System, 03-05 July 4
. : 04-06 Sept, 02-04 Oct
~ Training for Effective Supervision: ' .
Sec Heads/Div Mprg 30/class - 13-22 Mar * © 200,400.00
o I)ept Mars/Supvrs 17-26 Aug - :
R © 20-29 Nov, 04-13 Dec
_ A basic management course demgned to provide ﬁm line supervisors, a basic grounding in supervisory

Training geared towards the enhancement of skills of its participants in uplifling the morale %f their _
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Human Resources Developmient Depaitment
_CY-1995 PROGRAM OF ACTIVITY

ACTVITY/ TARGET ESTIMATED TENTATIVE | ESTIMATED
DESCRIPTION "PARTICIPANTS | o pPARTICIPANTS DATE COST (Peso)
subordinates through counseling.
Tiroe Mansgement: 19-21 Apr, 07-09 Jun 73,040.00
13-20 Sept, 20-22 Nov

This is a seminar/workshop designed to value time. It introduces principles and techniques that would allow
the participant to manage his time effectively not only on the job but also at home and elsewhere.
This course is intended primarily for managers and supérvisors.

B. Employce Developmeat:

Training for Service Investigators:
Service Investigators 25/class 10-12 Mac 34,120.00
| 20-22 Sept
The training aims to enhance th skills and knowledge of Sexvice [nvestigators in conducting field
inspections relevarit to water service applications and customer complaints as well as investigation of
ilfegal water service cohnections.

Effective Customer Relations Development: :
Customer Service an 30/class 2024 Mar 112,400.00

Other Selected - 17-22 Apr, 24-28 Jul, 20-24 Nov
" Personnel I

* This training aims at improving employce competeace in déaling wilh customer & providing workzble guides
on how to handle customer complaints. : . : .

Stress Managenent: . Complaints Examind ~ 40/class |  22-24Fed 165,840.00

MAC personnel/Branch 29-31 May
Action Center Personnel : 27-29 Sep, 28-30 Nov

A course designed o increase transactional advantage in customer relations through the understanding of

" the influence of stress in the job. It discusses the refationship betwecn stress and behavior patterns and focuses
~ onhow to reduce the adverse influence of stress on inter personal refations. |+~ - S ‘

' Business Report Writing: ~ | Mixed - 25fcfass | c10-i2dut | 3412000 )
: 1 - : ' ‘ 09-11 Oct - :

A spocialized Iraining to provide the knowledge and skifls in preparing/writing effective business repoits.

This is useful to all employee tasked with preparing reports, whether formal or informal, project studies,

program proposals, ete, '

Pagasasanay Sa Wika: st tevel ] . 40Mkctass 13-18 Feb™ ©32,560.00
j S © 10-14 Apr, 24-28 Jul, 18-22 Sep

Ang Kursong io ay nagpapaalala sa kahalagahan ng Filipino bilang wikang episyal sapamahalaan. it is

designed to give are fresher in the use of the language. . T

C. Administrative Dévélbpmtm:

Records Manzgement Seminar Selected ' 30/class 10-14 Apc 56,200.00
Personnel : 19-24 Jun :
This training includes records ereation, utitization, maintenance and disposition of records.
Adainistrative Skills Devt: | Mixed 30/class 1348 Feb $5,080.00
' ' 14-18 Aug

This coursé is designed to enhance the eflectiveaess of the participants in their day-to-day duties in the office.
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FHuman Resources Pevelopment Department
_ CY-1995 PROGRAM OF ACTIVITY

ACTIVITY/ TARGET Ff:&mgb TENTATIVE |  ESTIMATED
DESCRIPTION PARTICIPANTS | or pariicipANTS "~ DATE COST (Peso)
|
B. Professional/ Technical Trag:
Seminar on Water Quality Managenicat, Treatasent and Distribution: ‘
Chemisté/Engineers | 25/class "Wk HI Jan &0,000.00 K
Wk I Jul (8 days)

This seminar is designed for technical personnel involved in the water treatment tech. paltlmlarlv in the
dlSCﬂphm?S of waler quality control, treatment and distribution. ‘Fhe participants are afso made to understand the |
water resources and their usage, water quality standard in the rivers and fakes, water quantity modelling methods, |
the parameters, criteria and control technology in water treatment plants and lhc different government
oorganization which are water related.

First Aid Seminar: Technicall - 25fclass Wk HI Apr 43,060.00

Professional _ Wk HI Oct (5 days)
The seminar imparts the basic knowlodge on first aid and develop the skills of the participants in life-saving and
life preservation procedures to be administered Lo victim/paticat before medical help arrives. .

Field Operations Appreciation Course:
Technical Personnel 15/class Wk 1 Apr 43,000.00

Wk I Oct (5 days) _

‘ The seminar aims to provide technical personnet both the theoretical and pradu‘al knowhow in vasious feld

© operations topics such as Main Pipe Laying, scrvice, main pipes, leak repair, drilling, tapping main pipes, safety

" in excavalion, road restoration, hydml&clmg of pipes, sa.fety practices.

' chpat:onzl Heallh and Safely Semmar.

- Professionals/ 25/class . . Wk Feb 60,000.00
, " Engincers WKV Aug (Sdays)
The seminar will develop lhe participants' knowhow and proper attitudes for effective implementation of sd'elv 1
rules and cegulations. Likewise, this will make the pametpams aware oi'lhe benefits demad from lhc obsewancc ;
of oowpauormal health and safei.y pactices. : . . i

_ Conlracl Admmislrahon' - Engjincers/ 1 25/class‘ : Wk Feb' +35,400.00

:  Non-engjineers : Wk Il Aug (4 days) o
']?us scnnnar is desugnod to upgradc the knowledge and slulls of techricat personnel in contract administration.
It includes measurements, qualification, preparing and teviewing progress estimates, preparing and reoemng i
vaniation orders, lime extension, as-built drawings, pro oct cost estimates and budget, and preparing and reviewing}
final acceptance ol' documents.

Tadustrial Sa!’ely: Technical Personnel 25/class - WkiJun 43,000.00
' Wk T Nov (5 days)
This seminar familiarizes the participants in the accident pn;-\ennon pnnc;pim, economic aspect of safely and
job safety analysis and procedures. Likewise, it makes the participants aware of the electrical and mechanica!
safely practices and provides knowledge and skills on first aid.

. Groundwater Development and Maasgemeat Seminar: . \ .
Lngmcers ; " 28/class: Wk 1t May 43 000'00

' Wk [ Nov {5days)

‘This seminar wil strengthen the organization that shaj 1mplr:ment the proposed groundwater development and
management program. This will include topics on groundwater exploration, well drilling and rehabilitation, well
development and pumping tests and groundwater ronitoring and management.

Opeeation and Maintenaace of Wés(ewattr Tecatment Plaot:
Engincors/ 25/¢class Wk | Mar 43,000.00
Technicians It Jul (S days}

‘This seminar aims to ¢nhance the knowledge and skifls needed to establish a baseling information in the

|____maiotenance of a wastewater freatment plant. 'ﬂns also aimes 10 upgrade the Sewage Laboratory analysis and
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Human Resonreas Development Department
T T S T R C.Y-I_(,}QSPROQRANLOF:AC‘TIY!TY':_- BN AT E SATT I ITITIIIINTE
ACTIVITY/ TARGET ESIMATED | TENTATIVE | ESTIMATED

. - R KUMBER -
DESCRIPTION PARTICIPANTS OF PARHCIPANTS DATE COST (Pesa)

better understanding in sludge interpretation.

Disaster Preparednaess Relief Services Seainar:

Graduates of First 25/class Wk IV May 27 .800.00

Aid Seminac Wk I Dec (3 days)
This seminar will familiarize the panticipants with disaster retief poticies & procedures of the PNBC. H will also
provide the parlicipants with wnowlédge in the organization & functions of the various disaster preparodaess &
‘relief committees and develop a high level of competence in handling disaster orpanizition & relief operations.
The MWSS personnel in particular will be aware of their impoitant rolc in mceting the emergency needs of the
victims cavsed by floods, typh(ions, lires, earthquakes & other disasters

Seminar/Werkshop oa Mountaineering: :
Technical/ 25/class - Wk I Mar 60,000.00
_ Professional Wk 11 Sept (8 days)
This seminar is designed lo familiarize MWSS stafl on various aspects of mountain climbing in refation to the
water resource development projects. The participants will be acquainted with the various danpers they will be
acquainted with the various dangers they will encounter during this kind of activity and how they will survive in
the mountains and jungles if such dangers occur. ‘

Unprogramoied (upon request) Professional/ | i 28/ctass . | Upon request 129,000.00

E. Skilts Devetopmeat Training:

Plant Accessories, Elecirical Circuits on Motor Control: : _ :

Deepwell Pump = | - 20fclass | | 06-17 Feb " 78,750.00

Operators, ‘3 _ ~ '08-19 May, 07-18 Aup :
: Electricians : ' . 09-200ci, 06-17 Nov

This course aims ta improve the knowledge and skills of Deepwell Puinp Operators and Electricians. Target

participants are giaduates of the Basic Seminar on Plant Electrical Circuit and Motor Control. | ' :

* Defensive Driving: . | Drivers  0/lass | 06-10Mar | 4775000

- Top!ket'pﬂs and Slortkc?pérs’i‘ﬁijniﬁgi | - : I R
' Toolkeepers, . 15fclass -~ { 10-14July * { ° ° 29,000.00
Storckeepers’ ' ' 04-08 Dec : e

" This course aims to enhance the knowledge and skills of participants in the procurement procedures, steck main-
tenance, handling, stockpilling and storage of materials, tools and equipment stocks receiving procedures, records |
kecping management & report rrwmation ’

Valves and Hydrants Qperation and Mainteagnce: ' ‘
: - Pipefitlers, , “18fclass | 30 Jan06 Feb 43,500.00

Laborers ' - | 08-12May ¢ :

_ N S 1-35 Sept o
* This training aims to improve the knowledge and skills of laborers and pipefitters who regularly operate, repair:
and maintain the different valves and hydiants. : _ : ;

Seminar on Basic Plumbing:| - Pipchittersand © 18fclass 20 May-09 Jun $8,000.00
Laborers - "} 21 Aug-Ol Sept ‘
This seminar aims to impart the basic knowledge and skills conforming Lo basic plumbing standards. This covers
the minimum safety and bealth requirements for desipn, instaliation, inspoction and performance of plumbing
equipment system, including water supply distribution, drainage and ventilation. :

Training on Arec Welding: Welders, Mechanics 15/class 30 Jan-10 Feb 154,667.00
: and Technicians _ 08-19 May, 17-28 Jul
21 Aug-0l Sept, 16-27 Oct
THis cnreen 1o alatired Far oiaTrtonares craptavees wha nes electee are weldias eavinment in repaitine and main- |
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Human Resources Development Department
CY-1995 PROGRAM OF ACTIVITY

ACTIVITY/ TARGET | EEIAED TENTATIVE | ESTIMATED
'DESCRIPTION PARTICIPANTS | o pagiicipants DATE COST (Peso)

taining different tools, equipment and vehicles of the system.

Training on Gas Welding: Welders, Mechanics 15/class 06-17 Mar - 106,0600.00
_ _ and Technicians - 1930 Jun, 11-22 Sep, 13-24 Nov
‘This course aims to impart the basic knowledge and sklls in using oxy-acedylene gas welding equipment.

Small Engiae Mechanic Course: _
-] Mechanics ~ 15fclass - 06-17 Mar 77,000.00

; _ 26 Jun-07 Jul, 16-27 Oct

This course is designed to impart the basic knowledge and skitls in the nuaintenance and operation of small engine.
Tt includes servicing of mechanical starters, charging systém; ignition system and ¢ eagine starting system.

Ficld Equipment Operations and Mairtenence:
Pipefitters, 15/class 13-17 Feb 43,500.00
laboreis 22-26 May, 07-11 Aug

‘Aims to enhance the knowledge and skills of the participants to the proper operation and maintenance of air
COmMpressors, waler puinps, |ack hamimers, efc.

* AS REQUESTED ; ) ' : OPEN
F. Specialized Training:

Micro Computer Trainings:

WordstarS .~ | Selected Personnel | 12/class ©09-14 Jan © 40,700.00
o : 06-10 Mar,05-09 Jun

07-11 Aug, 02-06 Oct .

- The program alms to dcvdop lhe skills of paﬂicnpan!s in word processing. It covers manipulation ofdocumenls

- editing, printing files elc, :

DBase 11l Plis | Setected Pessonnet chass | 1621Jan | - 40,700.00
- o o ; : 1317 Mar, 12-16 Jun
: BECE !8Aug.09-l]0c:t
' The irammg aims to dex elop the skills of pammpants in database managemenl It covers creauon and relncval
updatmg data base files. |

lotus 123 _ Selected Personnel 12/class '23-28 Jan 40,700.00

20-24 Mar, 172t Jun
: - 21-25 Aug, 16-20 Oct
“The training aims (o develop skills of pamcrpams in the worksheet. H covers the etectnc graphics and complele
: mf‘ormalmn managetnent system.

"G S:ludenljln-Phnl Training: | Students on Practic . Open E : Conliﬁuing

A supervised on-thé-job trainig that aims to provide studeénts’ actual work experience in any of the varied
activities and operations of the System.

'I1. Other Programs:

Lecture Forum: Znd Level 80/session 24 Jun, 18 Nov 3,640.00
A tecture forum is & symposiuin to keep personnel sbreast with relevant and worthy jssucs in the national and
ltocal field.
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“Human Resources Development Department
CY-1995 PROGRAM OF ACTIVITY

miem

ACTIVITY/ TARGET FSWA‘;;D TENTATIVE |' ESTIMATED
DESCRIPTION PARTICIPANTS | r pARVICIPANIS DATE | COST (Peso}
i
Area Staff Developmeat: 2nd Level 80/class OPEN

This program is designed to update the knowledge and skills of the staff on training and development. It also
aims to update the staff on the latest techniques and developments in the human resource development realms.

Middie Mansgenient Developmeat Program:
Division Managers 140/class . {0 Feb, 15 Apr 18,000.00

1 ™ Aug, 18 Nov
A lecturé-forum designed to provide middle managess the opportunity for continning development in the field of
supervisors & management.

¥xec Development Program:| Dept Managers 60/class 29 Apr, 07 Jul 28,40;0‘00 !
08 Sept, 08 Dec 5
A lecture-forum designed 1o keep execulives abreast of new development in management issues and techniques.

Visitors Bricfing/Orientation:
_ Local & Foreign Opeir Continuing _ N :

Briefing is designed for local & foteign visitors on the org. of the System, the services it offess, completedand |

on-going projects & its refationship to other water related agencics. ' : s

Product Presentation: Profossionals” 20/class . " OPEN :
Now and then, there are proposals 1o conduct short seminars on different products for water vtilities. These are
usually requests of suppliers or manufacturers whose principals are in the country. The demonstration may be :
an introduction of new products or already existing products not utilized by MWSS. Their purpose (suppliecs) is

to famitiasize our eaginoers and end users on the availability of the product at a seduced cost possible. B

I, EXTERNAL TRAINING PROGRAMS:
A, Local Training: ] vesoece

" Seminar, Workshop, Convention, Confercace, ete.d ¢ - ‘ e
‘ ' L 1 Selected Personnel 205 '} Asannounced : - -
Special programs for the personal & professional growth and development of concerned personnet of the System §
conducted by the central staff-agencies of the government, i.e. Civil Cervice Commission, Commission of Audit, §
Dept. of Budget and Management, and professional associations fike the Phitippine Sociely of Sanilary Enginoors |f
as well as private learning institulions like MERALCO Foundation and Phit. Society for Training and -
Development, g :

Scholership Programs: | Selected Persomact | .~ 5 | Continuing | :
~ Local grants of study feading to an academic depree of diploma in any recognized lcaring institution, such as
program in Development Economics. : ' : S v :

1.-UP-NEC _
2. UP-School of Economics

Massterat Degree Scholarship Program: (MDSP)
o : Selected Personel 20 Continuing
Offshoot of CSC MC requiting appointecs to Division Chief positions to possess a mastcral degree starting
January 1, 1995.

National Scholasship for Development: (NS¥D) :
Rank & Fite 10 ' Continuing
A Civil Sesvice Commission initiated study now-pay-later program geared towards providing formal education 10 ;
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Human Resouress Development Departiment
CY-1995 PROGRAM QF ACTIVITY

CRRET S Saep i x 2 ST s s gl e T34 EERTeass e v SR
ACTIVITY/ : TARGET ESTIMATED TENTATIVE | - ESTIMATED
. . NUMBER - :
DESCRIPTION PARTICIPANTS | (¢ pARTICIPANTS DATE COST (Peso)

those employces who wish to complete professional or technological cousses and those who dasire to pursue
highet studics, paticularly in those areas determined to be critical in the implementation of development programs.

B. Overseas Training: 540,000.00

Overseas Scholarship or Study Grant:

Per invilation 10 | Perinvitation
Grants for overseas s[udy leading to an academic degree or diploma.

Overseas Training: Per invitation 30 Per invitation
Participation of altendance in any overseas training course, seminar, study tour and/or similar activities.

Echo Seminar: | Peers of overseas 200 As conducied
training pasiicipanis

Conducted by overseas training participants 30 days upoa arrival.

MWSS-MWA Exchange Progr. Team patticipanis 57 Masch - 350,000.00
selected per area

"~ Conducted between MWSS ani:l MWA (Bangkok) per memorandum of Agroement sigm_ad beiween the agencies.

1L TRAINING EVALUATION:

A. Reaction Level: | Participants of sclected As conducted

"1 trainingfseminar ;

The iniressions of participants regarding the training ccnduct are dctemunod through respons&c made toa
post-training feadback questionnaire. :

1 iMANmWER PLANNING:

A Rev:m of Manpower Proposa!s * ' ‘ ' Contmumg '
Rewew and feconunmd proposod expansron of orgamzauona! strudure creauonfupp,ladmg of posrhons

‘B.Maupower lmenlony. ' . 5 f S ': Conhnul!'lg_ | . -
Maintain manpower inventory database ﬁle ? ’

C. Moniforing of Human Resonrce Movement Proposals; Continuing
l " Review and recommend approyi\riate_ actions on various human resoutce movement proposals,
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15. Proposal to Contract-ont the Meter Reading Function

SABLE ADDRESS ) b regly, phzase refer 1
WIS T Teb Ras (3537211 09
FAX Mo, (2) 9212885
Tebox Ko (732) 27047 K455 P

_ Republika ng Pilipinas
PANGASIWAAN NG TUBIG AT ALKANTARILYA SA METROMARNILA

Metropolitan Walerwnrks and Sewerage Systam
Kalipunan Road, Balara, Quezon City 1105, Philippines

21 Novemher 1994

The Baard of Trustees
- MWSS, Quezon City

Gentlemen:

o - CouT RACT- ouy
Subject: I?IZ()I?()SSI&I; 1O I?iiffifi&ﬂfﬂ??ﬁfﬁ‘ T"EI X
MINTEIIR READING FUNCTION

I. THE METER READING DIVISION: PRESENT SET-UP

The Meter Reading Division (MRSD) is one of the three (3)
Divisions immediately below the Sector Managers'® Office. Its place
- in the Corporate structure is shown in Annex I. - L

, " 1In line with the on-going Sectoralization, there are now eight,
. {8) Ad Hoc Meter Reading Divisions. They are similar in structuré
- and functions except’ for ' the manpower complement which " as
. conceptualized under the Ad Hoc set-up, is determined based on the
' number of services. Thus, MRSD's handling large accounts have.nore
. personnel as compared with ‘those handling lesser .accounts. “The
‘structure of a typical MRSD is shown in Annex 2. ' - -

- Punction of Meter Reading Division

- simply stated, the primary function of.the HRSD is to read
water meters of each customer once a month. The meter registrationm
serve as our basis in billing the customers for water used. Anothet
function is the assignment of account numbers to new customers. All
other functions of the MRSD revolve ~around ‘the efficient
implementation of these functions. ' '

_ For our need, we shall acquaint ‘ourselves with the activities
necessary for the MRSD to ‘accomplish its primary-functioﬁ.“?hé 4
‘other activities will not be mentioned as they are deemad ' not
- important considering the focus of this paper. o S

The sequence of activities are as follows:
_  preparation of reading schedule for a particular month..
There are about 26 reading days in a month as Mater

Readers work everyday, even during Holidays, axcapt
Sundays.
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- Using as reference all the services scheduled to be read
for the month, the Computer Service Center‘'s Central
Computer downloads information to the Meter Reading
computer stations.

- Loading of information from the meter reading computers
. to the Rover units.

- - Determination of hooks to be read daily.

-~ Reading of meters and inputing of data in the Rover's
memory. On the average, each me’er reader is assigned
one book per day. FEach book whilh contains 250 to 500
accounts is ordinarily read within 2-4 hours.

- Downloading of information from the Rover to the meter
"~ reading computers and printing of hard copies.

- " Review and analysis of print outs

It is at this point where the Consumption Analyst check.

for fluctuatlnns in the consumption of customers. As a
policy, 1nspectorq are dispatched to investigate accounts
‘whose consumptions are: 0bv1ously below or above the
"historical consumptions. It is also at this point, where
efficiency of meter readers is assessed.

z j.Cofréétlons if any are effected by editors. Corrected

data are then sent to the CSC thru a d1skette o be used

as basis for printing bills.:

11, fmmm_a_@;gﬂ_ma@___ _1?3 _SET-UR

As the data on-the bills are: suppl1ed by the MRSD it has' been

écepted that ° the true: measure of the MRSD's effi01enCy is
‘determined by the\looklng at the guality of bills printed by the

CSC.

Using. the MWSS Jargon ~bills are generally classified into
two: normal and average. Bllls which reflect the true consumption
of the customers are normal bllls, all others are average bills.
The term average is coined as we base our billing on the average
historical consumption of the customer whenever we fail to
determine the precise volume of water they use. As of QOctober
1994, average bills stands at ahout 12% of total billing:

whllo causes of average billings are not due to errors of the

meter reading alone, some factors contrlbutxng to these are as
- follows:
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1. Personnel

Based on 877,000 services at present the 8 MRSD's under
the sectoral set-up rvequire about 245 plantilla positions for meter
readers. As we only have 200 plantilia pasitions, we still need 45
more. :

This lack is a backlash of the Attrition Law which
prohibits creation of additional plantilla positions. To cope,
personnel from other units are being utilized as meter readers. At
present, we have 222 personnel performing the duties of meter
readers, which we canh group as follows:

Regular Meter Readers- - - - - - 129

Casual personnel performing the
ddties of meter reader - - - 97

TOTAL : 222

In MWSS where regular emn}nyoes receive more beneflts than
casual employees the dissatisfaction often leads to inefficiency.
" As the 1ssue oan whv the other person is getting more than another
‘who is "also performing the same tasks could not be properly
‘addressed, linfractions -like 'tardiness, and ‘absenteeism are
unavoidable. : o ' '

What makes things worse is that pun1shment could not be metad
‘out strictly: when meter readers are involved as they are considered
a skeletal force. Minor infractions are thus, ‘treated lightly for
fear’ that strlnant measures: like suspenSLOn could: further reqult :
%-to the: dlmunltlon of their alreadv dw1nd11na numbers o :

2. Lack of pquzpmgg
A.  Rovers
A Rover is a portable computer which accepts and stores
meter information provided by the meter readers. As each
‘soldier should have his own . gun when he goes to war, each’
mpter reader should have a Rover ‘'when he goes to the f1eld
The 1deal relatlonshlp betwpen Rovers and meter readers
'13 1:1 plus back-up units. S It is sad to’ note however that.

we only have 215 Rovers while the number of meter readers is
2722. We are noW procuring- .additional Rovers. '

B. Computérs

Rovers and comp:iters complemeht each other. 'One‘withouﬁ
the other is ineffective. It is for this reason,  that
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sufficient number of computers should he made available to the
meter reading units. Collectively, the eight MRSD's have

23 computers. They need 38, or 15 more to efficiently carry
out; their task. Likewisze, procurement of additional computers
is underwavy.

3. Offlce Sgace

The creation of 3 more meter reading offices as required in
the sectoralization program necessitate the setting-up of more
office space.

Except for Scuth and Southeast Sectors whose MRSDs have
enough elbow rooms, the remaining 6 sectors ar least fortunate as
thov have to Share offices.

The office location of the MRSDs are as follows.

Sector ~ Location
1. North Basement Main Building, Balara
2.  HNorthwest ~do- .
3. Central - ~-do-
‘4. East <do--
‘5.  West ' Arroceros, Manila
6. Southwest . -do-
‘7. South . Imus, Cavite
8. Southeast EDSA Ceéntral
CIXL. PROpog

I:ﬂ?

:Our pronosal ‘18 1nsp1red by the set up af Heralco whlch has

beaen contractlng out its mpter reading’ functlons since 1993.

We prnpose to contract out only the prlmary fnnctlons of the

MRSDs. The office of the Manager, the Consumption Analysis
Section, and the Book Arrangement. Units .shall be retained to
process and check the outputs of the Contractor.

.'Spedifically,che features of our proposal are as follows:
1. Contractor's Outpul.
-Cdnttddtdrfs “output shall be a diskette containing data
obtained by the' meter reader in the field. This will be reviewed
and transmitted te the CSC for printing of bills. Efficiency of

' the cnntractor shall be based on the standard which the MWSS sghall
set.
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2. Working Hours in the Field.

The MWSS is not maximizing the use of its meter readers, as
theirx workxng hours in the field range from 2-4 hours only. . If
MERALCO is enjoying a 4-6 working hours for its contractual meter
readers we dont see any reason why this could not ‘be imitated in

‘the MWSS.

Hith the increase in the number of working hours, reduction in

the number of meter readers by as much as 60% is p0551ble As the

number of meter veaders fielded per day shall be proposed as the
basis for payment, savings is definitely assured.

3. Eguipment

. 8ince we will no longer need the Rover and its accessorles we
might as well sell these to the Contractor based on the deprGCLated

values .

4. Personnel Disnlacement-

our propoqal should not result to demorallzatlon as nobody in
the MRSD shall be terminated.

- Under the sectoral set-up, the Cuqtomers Serv1ce Area is still
in need of more than 1,000 personne] to fill the various add1t1ona1

' plantilla positions.

The meter readerq whlch Hlll be d1sp1aced could be. tralned to

 perform other .duties. . In. coordination. with . the DBM, we can

likewise convert their: positions; to other ‘positions v1tal to our
operatlon ‘ Lo C :

5} Standard Qua]1tv of Contractors Output

Errars of meter readers lxke inaccurate readlngs failure to

- read meters and others which lead to average readings should bha

kept at a. . minimum. As basis for our expectation from the
Contractor we could probablv take a cue from Meralco whose battlng

average 'is 99%

We suggest that measures be _strlctly ‘taken aéalﬁst‘ the.

“Comtractor whenever 1ts’ performance fall below our expectat1on

Examples are: reduction in pavments, stern warnings, and contract.
termination. _ _ _

6. Cost te Operate.

The MWSS' personnel expenses per meter reader should be used
as basis in paying the Contractor. As a meter reader under SG -14
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is receiving about P6,000 per month, the Contractor's offer per
meter reader /month should not exceed this amount. Likewise, the
number of meter readers to be fielded by the Contractor should be
less than the existing numbers (regular and casual} that we
presently have as they shall work in the field for longer hours.

TV. CONCLUSION

Without casting doubts on the efficiency of our Meter Reading,
‘it is Management's objective to establish the true level of revenue
water from our existing customers thru our proposal to privatize
the meter reading function.

Unlike employees, contractors are iore obhedient and are less

. demanding. Instead, of vielding to meter readers' request we can

‘jnsist on what we want if we are dealing with Contractors. In

short, the probability of obtaining better results is more probable
as Management is in better control.

V.  RECOMMENDATION

. 'Togtést thefapplicébility of'this-proposal to our system, we
suggest for a pilot run. Two sectors, one densely populated and
. another with . dispersed customers should be tried. For this

© purpose, we suggest that South and Southwest Sectors be considered,
and' that the call for proposals bhe published. '

For your consideration and approval.
‘Very fruly yours,
. RUBEN A. HERNANDEZ
Administrator
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16. Memorandum of Agreement (MWSS and City of Manila)
MEMORANDUM OF AGREEMENT
KNOW ALL MEN BY THESE PRESENTS:

_ This Agreement entered into for the improvement of the delivery of water and sewer services
to the residents of the City of Manila by and between:

The Metropolitan’ Waterworks and Sewcrage System (MWSS), a corporation organized and
cxisting under the laws of the Republic of the Philippines, with proncipal office al Katipunan Road,
Balara, Quezon City, Metco Manila, represented io ifs act by Mr. Ruben A, Hemandez, Adm:ms(ralor
of Metropolitan Waterworks and Sewerage System, who is duly authorized for the purpose;

and
The GOVERNMENT OF THE CITY OF MANILA, a government cntity organized and
existing under the laws of the Republic of the Phitippines, with principal office at Taft Avenue, Manila,
represented i this act by its Mayor, Hon. Allredo S. Lim, who is duly authorized for this purpose:
WITNESSETH THAT:

WIHEREAS, MWSS in its commitment to undertake conlinuing efforts to improve the

“delivery of man’s most basic needs for water and sewcr services to residents of the City of Mauiila,

shall faunch the one-stop application processing concept geared towards a faster implementation within
a 10 day period and decrease water fosses through an integrated leak repair pmgram

WHEREAS, the Government of the City of Mam!a is mandated by faw to pronde and/or -
facilitate the delivery of basic services to its constituents; .

- WHEREAS, 1o ensure the success and cffectiveness of these efforts to fasten the
nnplemcnlalion of water/sewer service applications, and the leak rcpair program, which has been made
more urgent in anticipation of an acute walcr supply shortage crisis, there is a need to revise and ahgn

‘ enshng procedures pamcularly in !hc arcas 0!‘ slreet excay at:ons and reslorahons

- NOW ’IHE.RI:PORL, tor and in’ comtderahon of the foregomg, prumses and mulual

© covenants heérein oontamed 1he pamcs do hereby aj,ree and bmd lhcmsehes as follows:

L. THE ME FROPOI H'AN WA e RWORi\S AN) SLWLRAGL SYSTEM SH:\LL:E
FOR WATERI‘;FWI:R SERVICE CO\N!;CT iONS

a. Estimate and receive all payment for excavalion pemmit fecs and street retoration charges _
for néw waterfsewer service conneclion appllcahons or olher requests on existing w ater/sewer services,
in close coordination with the City Engincer’s Office, in behalf of the (‘ity oi‘ Manila and to remis thuse
payments within a 15-day period to the City. :

b. Notify the City of \1an|la, partlcularl) the Cli) Enginece’s Office and the 'lraﬁ'c; :
Managenment Division, WPDC excavation jobs to be implemented usmg the NOTICE  OF
EXCAVATION WORKS FOR W.S. APPLICATIONS {Attachment A). :

_ c. Implement all approved applications for new water/sewer service conneclions or other
requests on existing watet/sewer seevices.

FOR LEAK REPAIR AND OTHER MAINTENANCE ACTIVITIES
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d. Undertake immediately the leak repair and othesr maintenance activilies of its water
distribution networks and sewer facilities.

¢. Notify the City of Manila, particularly the City Engineer’'s Office and the Traffic
Managemcnt Division, WPDC of all excavation jobs done on these leak repairs and maintenance jobs
using the NOTICE OF EXCAVATION WORKS FOR LEAK REPAIRS AND WATER PROBLEMS
(Atachment B).

f. Maintain a revolving fund with the City of Manila, specifically, to defray cosls of street
restorations for excavalions for feak repairs undertaken by MWSS ficld personnel and its authorized
contractors and conduct a joint inspection with the City Engineer’s Office concerning lhc City's claim
for restoration costs.

2. THE GOVERNMENT OF THE CITY OF MANILA: -
a. Forward to the MWSS teports seceived from concerned citizens, bareingay officials and

other sources regarding leaks, illepal conneclions and unauthorized withdrawal of water from Fire
Hydrants.

~ b. Grant authority to excavate, in close coordination with the City Engincer’s Office and
" Traflic Management Division, WPDC any street, within the City of Manila.

¢. Undertake street restorations for excavations done for walen’cev.er services conneclions as

submitted by MWSS through Attachment A and excavations on leak repairs as done by MWSS ficld
personnel and its authorized contractors.

NeCessary.

It is understood by the parties that this Memorandum of Agroement shall be binding and

“effective immediately upon signing thereof and shall continue in [ull foree and effect. Any change or

miodification in this agreement shall bc made in wriling and shall be s;gned by the amhonzod '

: represemames of the pamcs :'

'IN WIYNESS HER[:OF we hereby aﬂnc our s:gnamres m IhlS document on thls 91h day of

“January 1995 at lhe C‘ny of Manila, Ph:lzppmc:,

GOVERNMENT OF THE \ MEerpomAN wm[szcf)R’Ks :

CITY OF MANILA : " AND SEWERAGE SYSTEM
by: by:
ALFRE DOS LM : C ' ~RUBEN A HERNANDEZ

Mayor Aduumstralor

SIG\H D IN THE PRFSLNCL OF:

COL. ZOSIMO $. BLAGTATAS ‘LOIDA 5. DINO
Chief of StafY Depuly Administration
Oftice of the Mayor : Customers’ Sérvice Area

.........................................................................

MICHAEL AQUIO

Senior Superintendent
Traflic Management Div.
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17. Standard Time for Processing of Water Service

METROPOLITAN WATERWORKS AND SEWLERAGE 8YSTI:M
MEMORANDUM CIRCULAR No. (06-92

Subject - Standard Time for Processing of Water Service Application
Date b January 1992

In ling with the MBO-NRW Program of MWSS and to attain the Customer Service Area’s

commitment to procéss applieation and install new water service conneetion within fifteen (13) dayvs. all’
offices/units concerned shall observe the following:

OFFILCE ACTIVITY STANDARD

RESPONSE TIME
Application Scction, b, Recciving of appilication,scheduling 1 day
Branch Office/Forcign for inspection and/er indersement '
Assisted Project to CRMS for verification
Za. Field fnspoction . 1-2 davs
Customers Records and  2b. Verification & notation of size of meter/water — 1-2 days
* Monitoring Section scrvice connection, ' ' '
(CRMS) : {in casc of addltmml 1o existing
service & nusu.!hmous 'ippllCallons)

@‘ - Application Section 3. Preparation of cost. estimade and contract, | day

Branch Office Issuance of request for exeavation permit and  (Upon payment)

© submission of meter supplicd by the applicant

© for testing (if required) ' '
Sor :
-~ Indorscment of 'lpphmtlon (mth 63 mm and-
. abov¢ “tubing) ' to HSAD for micier
c;zmg!prccsurc test: or to:CISD for census:
survey of apphnllon «:\(‘n.cdm&, 30 Lin. :

* Note: If consus report of the !'orclgu Assn'stcd
Project is available; application need
not be referced for consus

4. Approval of Loutncl md ||1dor<umnl to 1-2 days
Service Center ‘

Note: Approv al should be comp!ekd wilhin |
davaf the Branch Manager is the one
" approving the application.-

Water Meter 5. Receipt of meter supplied by the appheant, 1-2 days
Maintenance Division, meter testing and meter retricval.

‘E “CMD
Census & Investigation 6. Conducts census sunvey of application 1-3 days
Scrvices Division exceeding 30 1 m.
(CISD)

1V-111



Hydraulics Survey and
Analyses Division
(HSAD)

~Service Cenler

Sector Office

© Scrvice Center

CRSD

CRMS.. CSC

R

16,

* Conducts pressure test and mcter sizing for

application requiring 63 mm and above tubing
Preparation of job order and indorscment to
Scctor Office

Awvarding of j.obs' to Accredited Plumbing
Contractor (APC)

. Job Tmplementation by APC
. Final Inspection

. Scheduling, tappmg and metering by tapping

CICWY

.'Prcpanlion/submicsion of DSJC to MRSD

and List of Work Accomplished (LWA) to

- Accounting Department

Assignment’ account no. and subm]s:,lon of :
DSI C to CRMS

. Assignment of Cwater. service no.; MCF

creation

Generation of installment ‘bills for water

service conncction

-5 days

I day
I day

-5 days
}day

1-2 days

1 day

1-3 days

Cl2days B

-5 days

'lo propcrlv mform the custmncrs on the’ n,qmruncnh and $tatus of their’ apphmtlou for water. -
setvice connection, the Apphcal:on Scetion shall strictly follow the provision of MC 718, which fequires
that the applicant should be furmished with the Checklist of RLqmrunmts (Lxhibit 1}, as revised, and
Notice slip (Exhibit 2), as revised.

To further reduce the processing time and as require under MC 718D {Item 11, No. 4), all
applications subject to verification by the CRMS shall be smmmrmd in the Summary of Appl:cmlons
for V-:nﬁmllon (SAV) form (l.\lublt 3) instead of fomﬁrdmg the appllcallon documént to said office '

Thc follox\mg activities *related to mslallallou of water service consdections inder [*orugn '
 Assisted/Locally hmdcd Pm_;ccls shall likewise be carricd out \\nhm the following standard time:

OFEICE

ARQCD
WDMD

WDMD

Pressure and Leakage Toest
Interconncetion

" Encrgization

CACTIVITY STANDARD

RESPONSE TIME
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subject to availability of water /hook-
up materinls

To assure strict compliance with the above standaeds, the Performance Monitoring and
Fvaluation Department (PMED) is hereby dirceted to submit a bi-monthiv cvaleation report on ths
miatter to the undersigned thru the Manager, MIS Group.

To cnable PMED to monitor obscrvance of the above set standards, the use of Revised Routing ship
(Exhibit 4) shall be strictly implemented. Al units concerned are reminded to completely (il up the
entries in said form. :

This circular shall take effect upen approval

LUIS V.Z. SISON
" Adminisirator
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18. MAC Complaints Status Report as of December 31, 1994
" Republic of the Philippines

Metropolitan Waterworks and Sewerage Systemn

MWSS ACTION CENTER (MAC)

" Complaints Status Report
i\s of DECEMBER 31, 1994

X NO OfC(‘l“pfalnb T e

RECEIVED RESOLVED G uf)”
Nature of Complaint {A) (B) ) (> (E) (F) NO Yool
& Inplementing Unit Previonsf  This To |Previous] This To FEED- | ACCOM-
Menth | Date Month | Date .-PE{:SII.::G :Eﬂ:
SRS RUUUIN NUVMNE 1).chdc SRR SRR 1ot M [0
L PIPE LEAK ] YT T _
Central Service Sector 3,641 547¢  5,188] 3,326 630] 3,956 1,232 76%
East Service Sector 2,276 2291 2,505 988 4 1,002 1,503 10%
Nortih Service Sector 2,497 2821 27719 L1712 105y 1,277 1,502 46%
Northwest Secvice Seclor 1,602 142 1,744 871 194 L,065 679 61%
West Service Sector 4,674 4541 5,128] 1,548 10] 1,558] 3,570 30%
Southeast Service Seclor 695 85 780 439 247 686 94 88%

* Southwest Service Secter 671 55 726 631 48 679 47 4%
South Service Sector . 12 0 12 12 0 12 o 100%
MWSRP 1 9266 0 966 966 S 966 o] 100%

" $SH/Emergency Leak Repau 306 15 321 28] C30 311 10f  97%)

~ SLAG U 73 "38 111 K] 12 65 46 59%

TOTAL S 18.413] 1,847} 20,2608 10,287 __f_l,2‘)0 11,577F 8,683 57%
2 LEAKING/TAMPERED FIRE HYDRANT _ - ; I

. Central Service Sector 27 k1 B 30 27 -3 30 0l 100%

East Service Sector 2 0 2l 2 0 2l o 100%
“North Service Sector 15 1 16 12l 2 1 2| - 88%

~Notthwest Service Sector 6y O 6 1 S R S| 17%
West Service Sector 30 4l 34 23) o) 2 | 68%}
-Southeast Sesvice Sector 6 0 6 4 0 4 2 67%
Southwest Scrvice Sector 9 of. -4 4 0 S | I 1 _'_IOO%]'
Valves and Hydrants Sectiof 72|+ 10 .71 R O R 66 16 80%).
MWSRP I 6 0 6l. 6 0 6 0] 100%|

TOTAL 168 18 186 144 6 150 36| 81%

[ 3. LEAKING/TAMPERED GATE VALVH ' _ : '
Central Service Sector 4 .3 ? -0 1 RN 6 14%
East Service Scetor 2| . 2 4 0 0 0 i 0%

* " North Service Scctor 2. .0 2 sl ol 1 t|: 50%
Northwest Service Scctor T I .S 3 ol 3 2l 60%
West Scrvice Sector 33 4 37 23 ol 23 14]  62%
Southeast Service Sector R | B 1 1 5 0 5 2l %
Southwest Service Scctor .6 0 6 6l 10 6 o 100%
Valves and Hydrants Section 16 3 19 G '3 9 1o} 47%

- MWSRPIL 2] 0 2 2 0 2 0f 100%)|
SLAGH | 0 1 1 0 i 0 100%

TOTAL 78 i2 20 47 9 51 39 57%
1. WLEGAL CONNECTIONS '
Census Investigalion ‘
Division (CID) 924 119 1,083 560 223 783 260 75%
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_ Republic of the Philippines
Metropolitan Waterworks and Sewerage System

MWSS ACTION CENTER (MAC) |
Complaints Status Report
As of DECEMBER 3¢, 1994

H e \’0 of('omphm{:, THEemmmmm——
TRECEWVED " TRESOLVED G 1 ]
Nature of Complaint {A) (B) {C) {3)) {£) (F} N0} Yeof
& Iplementing Uil Previous| - This To {Previous] This To FEED- ] ACCOM.
) BACK P11SH-
Month | Date Month | Date [penpingl mext
IHIRECIIVE METER |
Ceniral Service Sector 53 3 56 33 1 3 22l 61%
Fast Service Sector .27 2 29 12 1 13 16 45%
Noith Service Sector 30 0 30 24 0 24 6] = 80%
Northwest Service Sector 13 i 14 . 1 o 5 04%
~ Waesl Service Sector _ 34 1 is 22 0 22 13 63%
Southeast Scrvice Sector 5 1 6 2 0 2 4 33%
Southwest Service Sector 13 1 14 6 0 6 8l 43%
] TOTAL sl el el oz 3l o] 74]  60%
" 6. DIRTY WATER (RESIDENCEONLY)| ~ | T
Central Laboratory 176} - - 21 194] © 170 21 191 0} 100%
- Central Seivice Sector 5 2 7 3 0 -3 4 43%
- Fact Cervice Seotar . ! @ ! o 8 0 ! o
g Noith Service Sector — + |~ 3} . © 0 3 3 0 3 o} - 100%|
" MNorthwest Service Sector Y 0 4 2 -0 2 2] 30%
West Service Sector | . 7 t 8 7 0 7 Hoos8%|
Southeast Sérvice Sector 5 2 7 ! 3 4 3| 8%
+ Southwiést Scrvice ’Sector 4 ] 5 3 2 -5 0 100%|
‘ MWSRP I - 2 0 2l 2 [} 2 o] 100%]:
_ TOTAL T oo Tl s ) 2] 209 At 95%
7. DIRTY WATERAREA || © T 1T N = ~ »
l{)drauhc Survey and Do ’ R : : : 1 ,
; Analyses Division (HSAD) 202 14 216 176 200 196} 0 20f  91%
MWSRP I 2 21 0 21 21 0 211 o] 1e0%
TOTAL 77%) I ] N1 N1 S TV I Y27
3 NO WATER (RESIDENCE ONLY) [ - o i T ‘
Centrat Sevvice Sector 276 45 321 239 53 2921 29f o1ef.
East Service Sector 1o 12 123 & 2l 66 ST s4%) .
“Noith Service Sector 13 12{ 125 59 5 64| 6| - 51%)
Northwest Service Sector | 103]- 3l jo6] 38 & 68l - 42| 60%|
West Service Sector 250 27 277 136 o] 136 M1 49%
Southeast Service Sector 148 15 163] - 106 s3] 159 4| 98%
Southwest Service Sector 129 | 139 108 4 112 271 8%
Y South Service Sector 54 ol - 54 54 0 54 o] 100%]|
; MWSRP H 132 0 132 132 o 132 0]  100%
TTOTAL. 1316 124] 1ad0] osel 1zl 10w 361l 5%
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Republic of the Philippincs
Metropeolilan Waterworks and Sewerage System

MWSS ACTION CENTER (MAC)
Complaints Status Repost
As of DECEMBER 31, 1994

i No. of Complaints
| RECEIVED RESOLVED G) )
Nature of Complaint (A). (B) ) (D) AE) {F) RO *af
& Inplementing Unit © [ Previous] This To [|Previous] This To gifci Agfg}'
Month | Date Month | Datc |penping M‘Ehr'r-
- ~ {AtB) (DE) | _(cr_lEctiog
9 NO WATER AREA )
Hydrautic Survey and 7 _

Analyses Division (HISAD| 2,745 3748 3,109 2315 189 2,504 615|  80%
MWSRP ] 153 - 0 153 153 0 153 0] 100%
Pumping Plant Division (PP i0 2 LY 7 0 7 5 58%
Central Service Sector 8 0 8 1 1 2 6] 5%
North Service Sector 5 3 8 0 0 0 8 0%

" Northwest Service Sector 5 4 9 0 0 ¢ ‘9 0%
West Service Sector 7 0 7 0 0 0 7l %
“Southeast Service Sector 6 2 8 3 0 3 5] 38%)
Southwest Service Scctor. 4 o| 4 _l 0 1 3 25%
TOTAL ot 2013 3ss| 3328] 2480 190] 2670] 658] 80%
10. OPEN MANIIOLE o o . -
Valves and l{ydrant's Section 28 2 301 0 (20 0 20 10] :67%
‘11, OPEN bXCAVAT[ONfDlGGlNGS - o : . ‘ -
‘Restoration Task Force (RFF, 8l uf. " 98 77 “1f 0 88 10] - 90%
‘Fast Service Sector ©3 0 t3 o} 0 0 3l 0%
" “Central Semce&eclor ] (5P 0 00 5] 0%
‘North Service Scctor, 2 ol 2 o) e 0 2l 0%
West Service Sector - 1 ol ol o o] | R
Fast Service Sector 1 ol 1 0 L0 L0 o]
Southwest Setvice Sector P2 0 2 G2 0 2 O 100%
MWSRP I 7 0 7 7 0 7 0 100%
Northwest Service Sector 0 1 1 1] 0 0 1 0%
. “TOTAL : ___los 12 120 86 1l 9 23 31%
- 12. CLOGGED SI:WERL]\ES'OV['RPLOWING C ' '
' SEWER MANHOLES : N |
Sewerage System Dept (SSD 9s| " 18] N3] . 95 18 113 o] 100%
13. WATER RATIONING : : '
© MWSS Action Cenler (MA 202} 26 228) 202 26] 228 0|  100%

qV-LI6



	Part Ⅳ Institution, Organization and Operations
	4. Responsibilities of Organizational Units
	5. Summary of Authorized and Filled Positions as of December 31, 1994
	6. Number of Authorized and Filled Positions as of December 31, 1994
	7. Frequency of Employees' Age
	8. Regular Employees by Academic Background
	9. Changes in Roles and Responsibilities in MWSS Organization
	10. Proposed MWSS Organization Chart
	11. Proposed Organizational Change of MWSS
	12. MWSS New Performance Appraisal System
	13. Qualification Standards
	14. HRDD CY-1995 Program of Activity
	15. Proposal to Contract-out the Meter Reading Function
	16. Memorandum of Agreement (MWSS and City of Manila)
	17. Standard Time for Processing of Water Service
	18. MAC Complaints Status Report as of December 31, 1994


