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TO WHOM IT MAY CONCERN:

PROYINCIAL ORDINANCE NO. 182-20T4

AN ORDINANCE ABOLISHING VACANT POSITIONS IN
SOME OFFICES IN THE PROVINCIAL GOVERNMENT
AND CREATING POSITIONS IN THE DIFFERENT
OFFICES IN THE PROVINCE

WHEREAS, the following positions in the different offices in the
provincial govemment are vacant:

THIS IS To CERTIFY that at the regurar session duly constituted of the
s_angguniang Panlalawigan, province of pangasinan, held on'December r, 20r4 at
Lingayen, Pangasinan, the following provincial ordinance was approved:

WHEREAS, Section 76 of Republic Act No. 7160, otherwise known as the
Local Govemment code of 1991, provides that every local govemment unit shall
design and implement its own organizational structure and s1affing pattern taking
into consideration its service requirement and financial capabilityl subject to thI
minimum standard and guidelines prescribed by the Civil Service'commission;

WHEREAS, Section 468 (a) (viii) of the same Code provides that the
Sangguniang Panlalawigan has the power to determine the posiiions and salaries
including allowances and other emoluments and benefits of employees of the
provincial govemment;

WHEREAS, the Committees on Appropriations, Ways and Means and
Human Resources and Development, after a study of the proposed organization of
the provincial govemment of Pangasinan, find it meritorious to aboliih and create
plantilla positions in order that the of,fice concemed could deliver more effective
and efficient duties and responsibilities;
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Item

No. Office Position Title Salary
Grade/ Step

Salary per
Annum

1 28

ce-
Administrative Division

mor

Household Manager 10t1 207,060.00

3

Provincial Govemor Offi ce- Management
lnlormation Services Offi ce Compuler Programmer lll 181'l 376,21?.00

3

Provincial Govemor Oflice Management
Information Services Oflice Data En Machine Operator ll a1 179,172.00

4 40
Sangguniang Panlalawigan-Secretariat
Services Administralive Aide lll 3t1

6

Orlice of lhe Provincial Tourism &
CulturalAffairs Tourist st ll 10t1 207,060.00

6 61 Offce of the Provincial Agriculturist Aquacultural Technologist 10t1 207,060.00

7 77 Office of the Provincial Agriculturist Aquacultural Technician I 611 155,052.00

101 Otfice olthe Provincial Agriculturist Aquacultural Technologist 10t1 207,060.00

9. Offce of the Provincial Agricutturist Aquacultural Technologist 10t1 207,060.00

10 '112 Ottice of the Provincial Agriculturist Aquacultural Technician I 6t1 155,052.00
't19 Office of the Provincial Agriculturist Administrative Aide I 1t'l 108,000.00

12 120 Office of the Provincial Agriculturist Aquacultural Technician I 155,052.00

13 Office of the Provincial Agriculturist Aquacultural Technician I 6t1 155,052.00

14 184 Otlice of the Provincial Agricutturist Aquacultural Technologist 10t1 207,060.00
'15 121 Office of the Provincial Engineer Construction & Maint. Foreman 8/1 179,172.0O

16 160 Office ol the Provincial Engineer Light Equipment Operator a1 116,100.00

115 Otfice of the Provincial Engineer Carpenter I 124,812.00

18 Offce of the Provincial Engineer Administrative Aide Vl (Clerk lll) 6l'l 155,052.00

19 38 Office of the Provincial Health Otficer Nutritionist Dietitian ll 15t1 294,644.00

20 7 Dasol Community Hospital Administrative Assistant ll 8/8 192,'108.00

21 I Bolinao Community Hospital Administrative Assistant lll 9t1 192,612.00

15 Pozonubio Community Hospital Sanittation lnspector I 6tl 155,052.00

23 '16 Pozorrubio Community Hospital Sanittation lnspector I 6t1 155,052.00

I

WHEREAS' there is a need to abolish the above-mentioned positions and create the
following positions in the different offices in provincial govemment;
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Item

tl o. 0fice Position T ide Sala ry
Grade/ Step

Salary per
Ann um

1.

3

6

Prov.t. Govemor Otfiie- Ma nioement
ln forma lb n Services Oflice
Prov.l. Govemor Office- Ma nagement
ln forma lb n Services Offioe

rovhcial Govemor Office_
dm histrali',,!e Division

P

Adm inistrative Officer v

Com puter pogra mmer ll

ministralive Officer lll

18t1

15t1

14t1

376,212.00

298,644.00

276,528.00

20

40

7

160

175

?6

1

4

5

I

San gguniang Pan blawi gan-secretariat

H uman Resource Ma nagemeni&
Devebpment Office
H uman Resource Management &
Devebpment Office
Human Resource Management &
Devebpmenl Office

H uman Resource Ma nagement &
0evebp ment Office

Prov1. Tourbm & Cdtud Affdrs Ofitce

Pro,'1. Tourbm E Cdlurd Aff.irs Otfic

Pro/'[ Tourbm I Cdt[d Atfdrs Of,ice

Prov'[ Tourbm E Cdt[d AtfiiE Oflice

Servbes

Servbes
Sangguniangf an blawigan-Secretar'Et

ministElive 0fficer tV

Administlative Aide l

Adminislralive Aide t

Pmv'lt Gov'I. Oepartm enl Head

PmFct Deveb pment Assistant

Tourism OpeEtbn Oflicer I

Cultural & Arls Off ber I

Board Secrctary lV

miniStrative Aide I

ministrative Aide I 1t1

2611

8tl

11t1

11t1

22t1

1t1

1511

311

3t1

511,824.00

10!,090 gg

298,644.00

124,812.00

124,812.00

108,000.00

696,336.00

179,',tl2.00

222,588.00

222,588.00

6

7

8

2

3

4

5

6

Rbk Reductbn & Management Offbe

Prov.l. covemor Office,pDRRtVO

Prov.l. Govemor OfiicepDRRMO

Prov.l. Govemor Ofiice-pDR RtVO

Prov.l. Govemor Office-pDR RMO

Prov.l. Govemor 0ffice-pDR RMO

Prov.l. Govemor 0fficePDR RM0

Prov.l. Govemor Office-PDR Rt40

Prov.l 0vemor ffice P ro y'1. Disaster

i.4anagem enl 0fficer lV
Local Disasler Risk Reduction &
l\4 anagem ent A s sist ant

Adminislrative Aide lV

Adminislrative Aide I ll

Local Disaster Ri* Reduction &
Managem ent Officer I

Local Disaster Rid( Reduction &
Menagem enl Officer I

Local Disasler Risk Reduction &

Managem ent Officer I

Local Dis asler Rid( eduction &

ministrative Aide I

1111

't 't 11

11t1

22t1

8t1

411

3t1

1tl

511,824.00

179,172.00

134,172.00

124,812.00

108,000.00

222,588.00

222,588.00

222588.00
7 Jb

38

Prov'1. Planning & De\,ebpmenl Olfice

Prov'1. Planning & Det€bpm ent Office

Prov'1. Planning & Devebpment 0tfice

PrDFct Devebpment Off ber lV

Adminislralive Aide I

Administrative Aide I

22t1

111

1tl
8 2 Provhcial Budgel Offbe Supervbing Administrative Officer 2211 511,824.00

10

5

I
9

Provhcial lnformation Off ice

Provhcial lnformation Off be

Provhcial ln{ormation Off be

Provhcial lnformation Off be

Adm inistrative Off icer I

Administrative Aide V

Administrative Aide V

ministrative Aide V

1011

5t1

5t1

5/1

207,060.00

144,228.00

144,228.00

144,228.00
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WHEREAS, the appropriation for salaries and other benefits of the abolished positions
will be used for the salaries and other benefits of the new positions.

WHEREFORE, on motion of SP Members Clemenle B. Arboleda, Jr. md, Angel M.
Baniqued, Jr., duly seconded.

Be it enacted by the Sangguniang Panlalawigan in session duly assembled that:

Section 1. The vacant positions herein above mentioned are hereby abolished.

Section 2. The following positions are hereby created in lieu ofthe abolished positions in
the different offices in the province.

lbm
No.

Ofiice Position T itle
Salary p€r

Ann um

10 I
8

Provhcial Legal Office

Provhcial Legal Office

Legal Assbtant I

Legal Assbtanl I

1011

10t1

207,060.00

207,060.00

'11 3

30

74

116

161

185

Office of the Provhcial Agriculurisl

Oflice of the Provhcial Agriculurist

Otfice of the Provhcial Agriculudst

0ffice of the Provhcial Agiculurist

Office of the Provhcial Agricuiudst

Office of the Provircial Agicutuist

Adminislrative Aide I ll

Administrative Aide I ll

Aquaculturbt I

Aquacullurbt I

Aquaculturbt I

Aquacullurbt I

3t'l

3/'l

11t1

1111

1111

11t'l

124,812.00

124,812.00

222.558.00

222,558.00

222,558.00

222,558.00

12 121 Office of the Provhcial Enoh eer Administralive Officer lV 't 5t1 294,644.00

13 26

27

Office ol the Povincial Socbl Welfare &

Development

Office of the Prcvincial Socbl Welfare &

Development

office of the Pmvincial Socbl Welfare &

Development

AdministEtive Aide lll

Administrative Aide I ll

Day C are Worker I

3t1

6t1

311 124,812.00

124,812.00

155,052.00

14 7 D asol C ommun ity H ospital Adminislrative Otficer I 1011 207,060.00

8 Bolinao C ommunity H osp lal Administralive 0fficer I 10t1 207,060.00

16 12 Pozorrubio C ommunily Hospita I Administrative Offlcer I 10t1 207,060.00

I
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lbm
No. Po:ilim Title S.lrry GrJJ

stp
SC.,y pc,

Annu m

1 9 PGO- A dminbh8tive Divbion dminbbative Oflicer v 18t1 376,212.00

6

PGO- Mgml. lnfornatbn Se aces Ofiice

PGO- Mgmt. lnformatbn Seryices Offoe
C omputer Programm er ll

dminbhstive Otficer tll

't5/r

1lt1

298,644.00

276,528.00
3 SP-SecrEta riat Ser!ices

SP-Secrets riat Services

Boad Secretary lV

A dminbtative Aide I

?211

111

5r r,824.00

108.0 00.00
7

160

175

26

H RMDO

H RMOO

H RMDO

H RMOO

A dminbtative Officer lV

dminbtsative Aid€ lll

dminbtrative Aide lll
Adminbbativ€ Aid€ I

15rl

3t1

311

111

298,644.00

121,8't2.00

124,812.00

108,0 00.00
1

{

I

Prol'l TolrEm & Cdtud AItars Offlce

Prd,'l TouEm & Cdtud Affars Office

Prov'|. Tofbm & Cdtud Atfars Office

Pror'l TouEm & Cdtud Afials Office

Plovl. Gov't. Oeps ment Head

P Ioject Develop me nt A s sb b nt

ourbm Operation Otricer I

Cultural & Arts Officer I

26t1

8/1

1111

11t1

696,336.00

179,172.00

222,508.00

222,588.00
lRbk Reductb n A Mana gem eflt Otrbe
Prov.l. Governor Office+DR RlrO
Prov.l. Govemor Off cePDRRMO

Prov.l. Governor Off ce+OR RMO

Prov.l. Governor OffcePDR RMO

Prov.l. Govemor Ofr cePDRRMO

Prov.l. Govemor Off cePoRRMO

Prov.l. Gove{nc OtricepDRRMO

Management Offcer lV

Managemer{ Assistanl

A dminbtrative Aide tV

AdminbEative Aide ttt

dminbbative Aide I

ansgement Offcer I

Management Oflicer I

Management Ofiier I

511,8 24.00

179,172.00

134,172.00

121,812.00

108,000.00

222,588.00

222,s88.00

222.588.00
7 36

38

39

Prov'1. Planning E Dere bpmentOfice
Prov1. Planning & De\ebpment Offce

rov1. Planning I DeEbpm ent Offce

E i ect Developme nt Ofic er lV

dminbb8tive Aide I

dminbFstive Aide I

A

221'l

1t1

111

51,l,824.00

108,0 00.00

108,0 00.00
2 Provhcial Budget Ofbe

2?i1 511,821.00
9 Provhcial lnformation Otrae

Provhcirl lnfornatiofl Off be

ial lnrormstion Offbe

Provhcial lnformation Otrbe

Adminbbative Oflice r I

A dminbtratve Aide V

A dminbtrative Aide V

A dminbtative Aide V

1U1

5rl

5,l

5/l

207,060.00

111.228.00

1i14,2 28.00

141,228.00
10 I

8

Provhcial Legal Oftce
Provhcial LegalOffice

LegalA ssist8nt I

LegalAssistant I

t0l'l
't 0/1

207,060.00

207,060.00

30

71

116

161

185

Office of the Provhcial Agricutrrist

Oflice of lhe ProvhcialAgriculudst

Office of the Provhcial Agriculurist

Oflice of the ProvhcialAgiculurist

Office ol the Provircial Agdculurist

Office ol the Provhcial Agiculurist

A dminbtative Aide lll

Adminbbative Aide lll
A quaculurist I

A quaculurist I

Aquaculudst I

Aqusculwist I

3t
31

1111

11t1

11t1

t1t1

12it.8 t2.00

121,812.00

222,558.00

222,558.00

222,5 58.00

222,558.00
12 121 Office of the Provhcial Engheer A dminbbative Omcer lV 't5,1 294,644.00

26

29

PSWDO

PSWDO

PSWDO

A dminbhEtive Aide lll
A dminbtrative Aide lll

Day Care Worker I

311

31

6/i

't21.812.00

121,812.00

r55,0 52.00

14. 7 DasolCommunly Hosplal A dminbEEtive Officer I 10/1 207,060.00
15. 8 A dminbtative Offcer I 1U1 207.0 60.00

16 12 Pozorrubio C ommunity Hospaal A dminbfative Oftcer I 207.060.00
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2

3

4

5

6

7

8

2211

8'1

4lt

3'r

u1

111',!

11t1

11t1

8. S upervishg Ad mnbbatrc Oflicer
5

8

I
't0

11.

Bolinao Community H@aal

t 0/1
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Section 3. The ifications of the new sitions are as lbllows:
OfficelPosition Er perienca E ligib aity

1

Adminislmt ive Officer V Bac helo/s Degree

PG O .Ad mini3tr.tive Divi sto n

2yrs.ofrdevant
experbnce

Career Service
(Pm fes sion d )/Se co n d

LevelElilblly

2

Com puter Programmer ll Ba c helo ls Degree

Adminislrative Officer lll Bachelo/s Degree

3yrs.ofrdevant
experience in

info rmation

bc h m logy

1 yr. ofrelevant
ex pe rie nce

Career Seftice
(Pro l€s sion d )/Se co n d

LevelElbblly

Career Service
(Pro l€s sioo d )i Se co n d

LevelElbblly

Board Secretary lV Bachebr's Degree Garduate

Administrative Aide I l/ ust be ab b ro read & write none required

3yrs.otrdevant
e(perience; '16

houls releva nl
tra h ing

Career Service
(Pro Ies sion d ySe co n d

LevelElEblty

none required (i.4C

1 1 s.96-CAT lll)
4

Comphtbn of 2 years studi€s h
college or High Schod Garduate

w/ relev a nt v oca tb n a Ytrad e

couEe

HR MDO

Admioistrative Officer lV

Administrative Aide I ll

Administralive Aide I M ust be able ro read & tvrite

none requimd

none requjred

C aree r Se ice
(Pro fes sion d yse co n d

LevelElbbiiy

Relevarl MC 11 s.

1996, Career SeN be
(Subprof)First Lord

Elil b i ry

'l I s.96-C AT lll)

M llt h ave
practiced her

Fofession h
torlbm or

ex perieice d least

5 yea6;32 tDurs of
trairiIu

l year experbrce
rebted to fidd; 4

h o us trainin g

1 year experbrre
related to fidd; 32

houls trdning

Career Se ice
(Profes sion d yse co n d

LevelElEblly

Caeer Seryice (Sub
Pro f€s sion a lYSe co n d

LevelElbbaly

Career SeNice
(Prc f€s sion d )/Se co nd

LevelEliblly

Prot'l. Tourism & CulturalAlfais Oflice

Project Development Assistant

Tourbm Operations officer

Cullura l& Ads Officer I

Prov'1. Gov't. De partm ent Head
(Provh cjal Toudsm Officer)

College Degree in Tourbm or
any rebted course

Bachelc's Degree rebvant to he
job

Bachelfr's Degree relevant to he
job

2F Capitol Bldg., Lingayen, Pangasinan 2401 TeYFax (+6375) 5424040 e-mail address: spsecpang@yah@.cgm

Edu calion

PG O -I tSO

3. SP.S ocrrtarial S eIYico!

Bachelo/s Degree

1 ye ar experbrEe
rebted to fidd: 32

hous training

Career Seruice

(Pm les sion d YSe co n d

LevelElbbity

5.

Completion of two ye aB
studiesin college
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Offic€tPo sition Edu cation Erperienco E lig ib lit y

6

H igh SctDd Graduate o.
Admilistrative Aile lll(Driver l) cqnptetbn of rdevant vocatbnal

COUEC

Admhistrative Aide I (Utiity Worker t)

Administrative Aide tV (Cterk lt)

E lementary Gradude

Pmtl|l. Di3a.to.Risl Reductio[ &
f,anagomrnt Oflic.

Local Disaster R bk Reduclbn &
lVanagem ent Officer lV

Eacheloa's Degree relevanl to he
job

Local Disaster R bk Reductbn &
M anagement Assislant

Bachelo's Degree rebvant to he
job

Bachelo.'s D€gree relevant lo he
job

Complelion of 2 years sudies
h co lege

3 yrs. of rdevdlt
expedence cn

DRRM:16 hrc. ot
lelevanl trahhg

1 ye ar experieme
rebted to fiddi 4

hous trdninq

l yeard relevant
experbrce

nme requied

nooe req uhd

1yr. o( perieoce

rebted lo fidd: 4
h15. lra hhg

Career Se ice (SuU
Pro fes si dl a 0/Se co n d

LevelElilblty

Car@r Selvice

{Prol6siond)/Second
LevelElbblly

Carcer Sery ire (Sub-
Prc0 , Firct Let,d
Ehbi[y

Driver Lbense (M C ll,
s.96-CAT ll)

none required

Career SeNice
(Prc fes sion d )/Se co n d

LevelElb blly

Office of the Provincial Planning &

ProFct 0evelopmenl Off icer lV

Administralive Aide I

entelo

Eb mentar y Graduate

Eachelqs Degree rebvant lo he
job 3 yrs. of rdsrall

experierce ; 16 h
of da/ant trahhg

none Ie quied

Caaeer Seryice
(Pro fes sion d yse co n d

LevelEligiblly

non e .equired
Otfico o f th. ProviIGi.l 8udg.t Otfic.t

Supervbing Administrative Officer Bachelor's D€gree relevant to he
job

1 year of rebvanl
ex perience

Car€erSerui:e
(P rofe ss b na l) /Se coo d

La/el Elb bi ity

I

Bachel0's DeOree relevant to he
job

Hbh SchoolGraduate or
com pletbn ol relevanl v6atbnal

co u tse

Administrative Assislant V (Audio,Visual
Aids Te dln bian ll)

dminrstrative Assislant V (Audio-Visual

Provinc ia I lnf ormation Oflicer

dministralive Otficer I

Equipment O perato r lll)

Hbh SchoolGraduate or
completbn of rclevant v@atbnal

c0ulse
none requied

Carcer SeNbe
(P rofe ss b na D /Se cdl d

La,d Elitbaily

Eq ubmed Technt in

(MC[,S$,CAT )

(M Crl s $-cAT I)

2F Capnol Bldg., Lingayen, Pangasinan 2401 Tel/Fax (+6375) 5424U0 e-lrail addreqsr spsecpa, g@y ahoo. cofi
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7.

Local Disaster Rbk Reductbn &
Management Officer I

8.

none rcquired

1 year o{ aelevant

ex per ie nce
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Office/PoBiti on Edu calion
ProvincialLe .l OIfice

Legal Assbla nl I
Bachdorot La*s (LL. B.)

G raduab

Ex perie nce E ligib aity
10

none requied
Career Seryice

(Pro fes sion d yse co n d
| .v6tFlirl1tlw

11

Aquacullurbt I

Administralive Aide l[ (Ddver )
Eb mentary School Graduale

none requied

nooe requied

RA ,IO8()

Ddve. Lb€llse (MC. ll
s.96-CAT I)

1,, ProYinci al Enoineerino Off cc

Administral ive Officer tV

I

Bachelcb Dqree rebvant to he
job

l yeard relevant
expedelEe; 4

tDurs ofrda/ait
tEiri rE

Career Selvi@
(Pro tes sion d /Se co n d

LevelElbbily

13 ProYincialS ocial lV e lfaI! E Dovolo ent O rfic o

dministrative Aide Ill
Hbh SchoolGraduate or

compbtbn of rebvatl v@atbnal
cou nie

Day Care Wo d(er I At le6l 2 yeas jn cotege or
completbn of relevatt vocatbnat

coulse

0aaol C omn un ity Ho spital

Adminislrative Officer I
Eacheldb D€gree.ebvanl to he

job

nme requied

l year

experbnce;4
hou15 ofrelevanl

trahing

none requied

Career Service (Suts
Prcbssbnal)/Fisl

LevelElilbtity

14

1 year d relevanl
experaence; 4

hours of re leve n t
lrahing

Career Servbe
(P rofe ss b na l) /Se con d

Levd Elig b i iy

15

Adminislrat ive Oflicer I
Eachelor! 0e9ree relevanl to he

job

1 year of relevanl

experience; 4

houls of re leve n t
lra ir in g

Career Se rv be
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Section 4. The new positions shall have the following duties & responsibilities:

1. PGo-Administrative Division
Administrative OIfi cer V
l. Assist the Chief Administrative Officer in the implementation and coordination of

oflice policies and procedures for the smooth flow of the olfice operation.
2. Assist the Chief Administrative Officer in the preparation of documentVreports

required by the HRMDO.
3. Maintains proper safekeeping and administration.
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2. PGO-MISO
1. ComputerProgrammerll

1' Programs systems, creates user miulual for systems developed/good analytical
skills.

2. Trains end-users of system, coordinates with requiring new/updated systems.
3. Prepares schedule for development of new system.

3. SP-SecretariatServices
l. Board Secretary fV

1. Assists the Assistant Provincial Board Secretary in her legislative work.
2.Coordinates & cooperates with the Division bfri"rr in Jhe provincial Board

Secretariat in their duties and functions.
3.Supervises the Legislative Research & information division; conducts & assists Sp

Members in their research work in aid of legislation.
4.Disseminates information on legislative works & other relevant information to

different Sangguniang Bayan/panlungsod in the province.

2.Administrative Aide I
l. Assists in cleaning and orderliness of the office.
2. Assists in the delivery of correspondence, memorandum circulars, others in various

offices.
3. Assists in sorting in sorting and compilation of office file.
4' Perform other duties as maybe assigned from his immediate supervisor.

4. Human Resource Management & Development OIIice
1. Administrative Officer IV

1. Gives information to employees regarding personnel policies, procedures and Civil
Service Rules and Regulations affecting their employment and sees to it that
employees' rights and interests are protected.

2. Assists in the conduct of trainings, orientations,, seminars, workshop, meetings or
any related activities.

3- Assists in the planning and directing provincial personnel programs which include
recruitment, selection and placement, employees welfare, benefits and rewards
management system.

4- Assists the HRMDO in the supervision of personnel staff in achieving
comprehensive personnel system.

2. Administrative Aide III
l. Reproduces copies of questionnaires, forms and other tools used in Organizational

Development programs and services to offices and hospitals and other agencies.
2. Ensures that forms, reports and other documents are aligned with the ISO 9001:2008

quality standard on organizational development.
3. Receives Organizational Development reports from offices and hospitals.
4. Checks the completeness, correctness of reports from offices and hospitals;

computes and tallies scores from the accomplished questionnaires and forms used
in Organizational Development programs and services.
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6. Provincial Disaster Risk Reduction & Management Oflice
1. Local Disaster Risk Reduction & Management Oflicer IV

l. Conducts research and development initiatives on DRM.
2. Assists in consolidating local disaster risk information which includes natural

hazards, lulnerabilities and climate change risks and maintain a local risk map.
3. Maintains a data base of human resource and their capacities, equipment,

directories and location of critical infrastructures such as hospitals and evacuation
centers.

4. Identifies, assesses and manages the hazards, vulnerabilities and risk that nay occur
in their locality.

3. Administrative Aide I
1 . Assists in maintaining cleanliness and orderliness of the office.
2 . Assists in the delivery of memorandum circulars & etc.
3 . Assists in sorting and filling of office files.

5. Provincial Tourism & Cultural Affairs OIIice
l. Provincial Government Department Head (prov'|. Tourism Officer)

1- Provides leadership and direction to the over-all operations of the office and the
management of provincial tourism program.

2. Facilitates formulation of policies, rules and regulations, plans, programs and
projects for tourism and product development and promotron", inctuailg cJturat
heritage $owth and preservation.

3. coordinates with local govemment units, pubric, private and non-govemment
agencies and organizations in the imprementing oftourism & related prigrams and
projects, reviews and evaluates the performanci of the Tourism Master iran.

2. Project Development Assistant
l. Assists in providing support services in the areas of policy formulation and

evaluation.
2. Assists in updating and monitoring of Tourism Mater plan-
3. Assists in developing & products, research & statistics and coordinates with the

infra-govemment, local community and industry.

3. Tourism Operations Officer I
1 . Assists in the promotion of pangasinan as a tourist destination.
2. Assists in the integration in marketing and promotional activities such as

information dissemination campaigns, pubric relalions, speciar events and related
tourism programs-

4. Cultural and Arts OIIicer I
1 . Assists in formulating policies, plans and programs that promote cultural heritage,

growth & preservation.
2. Assists in developing cultural dissemination campaigns, conducts research,

implements special projects that promote pangasinan heritage.
3. Assists in providing technical assistance to artists and cultural workers.
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2. Local Disaster Risk Reduction & Assistant
1 . Assists in the conduct oftraining, orientation and knowredge management activities

on DRRM at the local level.
2. Assists in coordinating other DRRM activities.
3. Provides an-up to date information on the over-all status of the local disaster risk

management.
4. Updates and analyze data and prepares report.

3. Administrative Aide IV
l. Assists and/or coordinate in sorting and fiIing of various paper works in the

Administrative Division.
2' Receives incoming and outgoing communications, reports, compile circular,

memoranda, orders rules and regulations and other papers and/ or documents foi
references.

3' Types correspondences, memorandum, administrative orders and others.
4. Performs other duties as may be assigned by his immediate supervisor

4. Administrative Aide I II (Driver I)
I . Drives RP vehicles of the office whenever official of employees goes on official

travel to various municipalities, cities and province.
2. when not driving, adjust, minor defects, checks, replace wom pa(s, lubricate and

clean the vehicle.

5. Administrative Aide I
4 . Assists in maintaining cleanliness and orderliness of the office.
5 . Assists in the delivery of memorandum circulars & etc.
6 . Assists in sorting and filling ofoffice files.

Local Disaster Risk Reduction & Management OIIicer I
l. Assists in disseminating information and raises public awareness about those

hazards, vulnerabilities and risks.
2. Responds to and manage the adverse effects of emergency and carry out recovery

activities to the most lulnerable areas especially to the vulnerable sectors (women,
children, senior citizen and PWD).

3. Coordinates other DRRM activities.

7. Provincial Planning & Development Office
l. Project Development Oflicer IV

1. Assists the PPDC and Asst. PPDC in the administration and supervision of a
province wide development progmm by planning and coordinating all phases of
project development.

2. Act as Section Head of the Special Projects Section to include Investment
Promotion.

6
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3. Initiate the preqaration of program/project proposals for approval by the concerned
authority and facilitate the execution/implementation of the same.

4. Evaluate altematives or correction actions in terms of effect in the project under
consideration or interrelated projects and overall utilization ofresources-

5. Present recommendations and conclusions based on analysis and evaluation to
operating and./or management to officials for their use in insuring efficiency,
economy & balance in the development.

2. Administrative Aide I
1. Encode reports and other communications.
2. Process vouchers, payrolls and deliver cofirmunication to various offices and

outside the Capitol.
3. Provide manpower assistance in Special Projects activities handled/coordinated by

the office of the PPDO.

8. Provincial Budget Oflice
1. Supervising Administrative Officer

1. Assists the Asst. Provincial Budget Officer in the general supervision over the
Provincial Budget Officer.

2. Prepares orders & circulars embodying instructions on budgetary matters for the
signature of the Provincial Budget officer/provincial Govemor. 

-

3. Reviews reports/recommendations of budget examiners regarding budgets of the
different municipalities in the province and makes recommendations thereon to the
Asst. Provincial Budget Officer.

4. Reviews and consolidates the budget estimates of the different offices of the
provincial govemment.

5. Evaluates allotment request and prepares corresponding recommendations.

9. Provincial Information Office
1. Administrative Officer I

1. Sends electronic press releases.
2. Provides materials for Gov. Espino's facebook .

3. Updates the official website and facebook of the province.
4. Writes photo releases and other communications.

2. Administrative Assistant V (Audio-Visual Aids Technician II)
l. In charge of AVP editing.
2. Acts as videographer/photographer when the need arises.
3. Lay-outs printed materials as needed.

3. Administrative Assistant V (Audio-Visual Equipment Operator II)
1. Shoots video and photographs.
2. Can lay-out printed materials if needed.
3. Provides other multimedia services as requested.
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10. Provincial Legal Office
1. Legal Assistant I

l. Checks documents or papers for complainers, correctness and structures.
2. Makes critical inquiry on cases referred to the officials and reports his findings to

the Provincial Attorney.
3- Help conduct preliminary investigation on administrative cases and to check out

pertinent facts on varied legal matters.
4. Catalogues legislation and decisions of the Supreme Court.

11. Provincial Agriculturist Oflice
5. Aquaculturist I

l. Expansion of hatchery projects.
2. Establishment of technology demonstration projects, rice fish culture, community

base hatchery, community base tilapia production.
3. Intensified dispersal of tilapia fingerlings in communal bodies of water.
4. Conduct of monitoring, validation and evaluation of project.

6. Administrative Aide III (Driver)
3. Drives RP vehicles of the office whenever official of employees goes on official

travel to various municipalities, cities and province.
4. When not driving, adjust, minor defects, checks, replace wom parts, lubricate and

clean the vehicle.

12. Provincial Engineering Office
1. Administrative Officer IV

1. Directly assist the Supervising Administrative Officer in performing his duties and
responsibilities as Chief Administrative Division of PEO especially in the
formulation and/or implementation of Administrative rules, guidance and policies
and other organizational programs of the province.

2. Directly supervised the preparation of various plans/programs and reports
regarding administrative & personnel matters of PEO.

3. Performed other miscellaneous related office work being assigned by higher and/or
immediate supervisor.

13. Office of the Provincial Social Welfare & Development Officer
1. Administrative Aide III
1. Acts as Houseparent in the Crisis [ntervention Center.
2. Assists clients for reintegration.
3. Looks after the safety and care of wards in the center.
4. Undertakes home management and housekeeping activities.

2. Day Care Worker I
l. Conducts assessment on the development aspect of the children.
2. Coordinates and gives feedback to the parents on the observable behavior of the

children.
3. Performs other related tasks.
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14. Dasol Community Hospital
1. Administrative Officer I

l. Prepares plans and schedules ofprojects and activities.
2. Supervises administrative processes and activities.
3- Prepares administrative reports, administrative schedule & budget proposal.

15. Bolinao Community Hospital
1. Administrative Officer I

l - Supervises the Administrative functions and services of the hospital which includes
supply and property accounting, finances, clerical, transport, iecurity, personnel,
budgeting and other operations.

2- In-charge of all personnel matters like recruitments, placements, promotions
training of personnel, disciplines, re-assignments, transfers, leave oi absences,
personnel benefits retirements and resignations and personnel file and record of the
hospital.

16. Pozorrubio Community Hospitat
1. Administrative Officer I
l. Prepares plans and schedules of projects and activities.
2. Supervises administrative processes and activities.
3. Prepares administrative reports, administrative schedule & budget proposal.

Section 5. The corresponding salaries and other benefits of the new positions created shall
be appropriated in the Calendar Year 2015 Annual Budget.

Section 6. Effectivitv. This Ordinance shall take effect on January 1, 2015.
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ATTESTED:

XCE OSE z. CN,LMLIM, JR.

APPROVED:
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