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MUNICIPAL GOVERNMENT OF smwzl HUMAN RESOURCE PLAN

Republic of the Philippines
Province of Davao del Sur
MUNICIPALITY OF SANTA CRUZ

OFFICE OF THE MAYOR

M E S S A GE

It is good that o ur agency has already completed our own Human Resource
(HR) Plan under the guiding hand of the Civil Service Commission. | am sure that this
plan will continue to lead us throughthe ~ / “ “ / 6 d ih gublig €&fvice particularly
in the Municipality of Santa Cruz.

| sincerely commend and congratulate the entire LGU bureaucracy, with
special mention to the HR department for this modest accomplishment which
eventually can improve the delivery of our public service.

l'd ACx d" i Gl 6 6z+d” z2 RWAW" | zp HakWitBoyt WS 3
the corresponding appropriate work, it is dead.

y = Al dg,it, and do it properly.

Congratulations a gain. God bless.

ATTY. JOEL RAY L. LOPEZ
Municipal Mayor
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MANDATE

The Local Government
Unit (LGU) of Santa Cruz

YEARY
Davao del Sur shall GENUINE
R
endeavor to be self- (e tle ool f i G

reliant and shall continue
exercising the powers
and discharging the
duties and functions
currently vested upon
them. It shall also |
discharge the functions
and responsibilities of

offices devolved to them §
pursuant to Republic Act =
(RA) 7160 or the Local | iy
Government Code of
1991. The LGU shall likewise exercise such other powers and
discharge such other functions and responsibilities as are

necessary, appropriate, or incidental to efficient and effective

provision of the basic services and facilities.

1 Republic Act (RA) 7160 or the Local Government Code Book 1, General ProvisionSection 17, Basic Sevices and Facilities
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VISION

A center of globally-competitive Agri-industries and Mount Apo
watershed conservation and management with empowered, God-loving
citizenry and strong governance.

MISSION

The Local Government of Santa Cruz shalluphold equality, respect for
human rights and public accountability in facilitating holistic development
of its constituents through proper management of its resources and
responsible partnership with all stakeholders.

SERVICE VALUES

The LGU values compeent, effective, resilient, customer-oriented
employees who observe and uphold ethical standards and respect for
human rights and the environment.

STRATEGIC GOALS

The paramount development goal is to reduce poverty that hosts
numerous problems and concerns. Equally important is to conserve,
protect and develop the natural resources, thus, sustaining development

for the present and future generations. This will cover the upstream and

the downstream resources of the Mt. Apo watershed within the
administrative jurisdiction of the municipality. Finally, the LGU will strive to
GlIlT+"dq+ AxzAW+x~d "I 1 +dd Kz &o" WGKAI
pursue not only economic growth but also access of the marginalized
sector to social services and participation in governance for a holistic
human development.
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ORGANIZATIONAL STRUCTURE

OFFICE OF THE MUNICIPAL MAY
MUNICIPAL MAYOR SANGGUNIANG BAYAN

MUNICIPAL VIGEIAYOR
SANGGUNIANG BAYAN MEMBE
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MUNICIPAL GOVERNMENT OF s/mmszl HUMAN RESOURCE PLAN

OFFICE OF THE MUNICIPAL MAYO¥
MUNICIPAL MAYOR S&/

Housing & Homesite Regulation Officer HL8(
Engineer | S@1*
Draftsman | S®6
Clerk Il S€04

° VVacantPositio(s)
* Unfunded Position(s)

Senior Tourism Operations Officer-$&
Tourism Operations Officer | SG
Planning Officer | SG1
Project Evaluation Assistant @3
Tourism Operations AssistaG07*
Clerk 1l S@4*

Clerk | SG03*

Attorney IV S&3
Private Secretary 1l SG5
Private Secretary | SG1
Private Secretary | SG1

Security Agent | SG8
Personal Driver |l SG4
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OFFICE OF THE
MUNICIPAL ADMINISTRATOR

MUNICIPAL ADMINISTRATOR-343

Administrative Officer V SG8
Computer Maintenance Technologist-L$G

I

1

I

I

Clerk 11I5G06 Human Resource Management Officer HL8G [

Com. Equipment Operator S18 Human Resource Management Asti8@&08 |

Reproduction Machine Operator |1-8& Clerk Il S®6 I
Clerk | SG03 Human Resource Management Aide08G

Clerk | SG03* J I

Utility Worker 1l S&@3 |

Driver | SG03*
Messenger SG2 |

Utility Worker | SG01

Licensing Officer Il STB
License Inspector | 96

Supply Officer 11l SA8
Supply Officer ISG-10
Storekeeper | S®@4*
Clerk | SG03*

° Vacant Positi¢s)
* Unfunded Position(s)

10| ORGANIZATIONAL PROFILE
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OFFICE OF THE
SANGGUNIANG BAYAN

MUNICIPAL VICE MAYOR 26
11 SANGGUNIANG BAYAN MEMBER24&G

Senior Administrative AssistantBG5 OFFICE OF THE
Driver 1 SGO3 SECRETARY TO THE SANGGUNIAN

SECRETARY TO THE SANGGUNIARASG

Records Officer Il S®&4
Stenographer Il SB9
Legislative Staff Assistant £6
Legislative Staff Assiste8G-06
Legislative Staff Assistant S6*
Clerk Il S@6
Utility Worker | SG01

* Unfunded Position(s)
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MUNICIPAL GOVERNMENT OF smusz| HUMAN RESOURCE PLAN

OFFICE OF THE
MUNICIPAL BUDGET OFFICER

MUNICIPAL BUDGET OFFICER&G

Budget Officer 1l S&5*

Budgeting Aide S®4
Budgeting Aide S®4
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OFFICE OF THE
MUNICIPAL ACCOUNTANT

MUNICIPAL ACCOUNTANT 2&

Accountant Il S Fiscal Examiner Il S8
Fiscal Examiner Il SIS Fiscal Examiner | ST3*
Bookkeeper | S®G8 Accountant | SG1*
Accountin€lerk Il S&06 Accounting Clerk Il SI8

Accounting Clerk |l St
Accounting Clerk |l SGB*
Accounting Clerk |l SGB*
Accounting Clerk || SGB*

* Unfunded Position(s)
13l ORGANIZATIONAL PROFILE
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OFFICE OF THE MUNICIPAL PLANNING /
DEVELOPMENT COORDINATOR

MUNI CI PAL PLANNI NG & DHREV

Driver | SG03*

Planning Officer | SG1 Project Development Officer | SIG
Planning Assistant SI8* Statistician | SG1*
Zoning Inspector |l SU3* Economic Researcher-8&3
Draftsman 1l S®8 Proje¢ Development Assistant-$&
Computer Operator | S@7* Computer Operator | S@7
lllustrator | S&3
Clerk | SG03*

* Unfunded Position(s)
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OFFICE OF THE
MUNICIPAL TREASURER

MUNICIPAL TREASURERZG

Driver | SG03

Assistant Municipal Treasurer&G

Local Treasury Operations Officer II-5& Cashier Il S@4

Local Revenue Collection Officer IFHE85 Disbursing Officer Il SG8

Local Revenue Collection Officer FBIG Clerk Ill S&6
Revenue Collection Clerk 11-8% Clerk Il S@4*
Revenue Collection Clerk III-8% Utility Worker | SG01

Revenue Collection Clerk I1-8%
Revenue Collection ClélkSG09

* UnfundedPosition(s)
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MUNICIPAL GOVERNMENT OF smusz| HUMAN RESOURCE PLAN

OFFICE OF THE
MUNICIPAL ASSESSOR

MUNICIPAL ASSESSORZEIG

Local Assessment Operations OfficerlSG

Tax Mapper | SGL1
Assessment Clerk |11-8%
Draftsman | S®6
Assessment Clerk |[I-8&
Assessment Clerk |-B&*
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OFFICE OF THE MUNICIPAL
CIVIL REGISTRAR

MUNICIPAL CIVIL REGISTRAR28G

Registration Officer IBG-18

Registration Officer || SG4* Registration Officer 1l SG4* Registration Officer || SG&4
Clerk Ill S&6 Clerk Il S&6 Clerk Ill S&6*
Clerk Il S@4* Clerk 1l S@4* Clerk Il S&4

* Unfunded Position(s)
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OFFICE OF THE
MUNICIPAL ENGINEER

MUNICIPAL ENGINEER-346

Engineer Il SG9

Clerk | SG03*

Warehouse | S@®6*

Engineer | SG2

Engineer | SG2
Const. Maint. General Foreman-$G

Engineer | SG2

Mechanic Il SG6
Engineering Assistant -$&* Draftsman | S®@6* Mechanic | S®4*
Driver | SG03* Driver | SG03 Carpenter | S@3* Mechanic | S®4*
Laborer Il S@3 Utility Worker | SG01 Mason | S&3 Driver | SG03*
Laborer | S@1* Laborer | S@01* Driver | SG03*
Laborer | S@1*

Laborer | S@1*

* Unfunded Position(s)
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OFFICE OF THE MUNICIPAL
HEALTHOFFICER

MUNICIPAL HEALTH OFFICER28G

I Driver | SG03
I Driver | SG03

Medical Officer V S&2 Driver | SG03*

Nurse Il S@A6 Dentist | S&9 Medical Technologist Il SI5 Sanitation Inspector |l SI8 Nutritionist Dietician SG)*
Nurse Il S&4 Dental Aide S&@4 Medical Technologist | SG Sanitation Inspector | SI&
Public Health Nurse | SI2* Sanitation Inspector | STB*
Midwife 111 SG11 Laborer | S&01
Midwife Il SG11
Midwife Il SG11*
Midwife Il SGO8
Midwife I SGO8
Midwife I SGO8
Midwife I SGO8
Midwife I SGO8
Midwife I SGO8
Midwife I SGO8
Midwife I SGO8
Midwife Il SG08°
Midwife | SG06
Midwife | SGO6*
Midwife | SG06*
Midwife | SGO6*

° Vacant Positi¢s)
* Unfunded Position(s)

19 ORGANIZATIONAL PROFILE
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MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICE

MUNI ClI PAL SOCI AL WELFAR®E

Clerk 1l S&@6*

Social Welfare Officer || S@5

Social Welfare Officer | S&.1* Social Welfare Officer | S&.1 Community Affairs Officer | SGL
Social Welfare Assistant SG3 Social Welfare Aide S&4 Community Affairs At Il SG08*
Day Care Worker Il S®8 Social Welfare Aide S&@4*

Day Care Worker | S&6

* Unfunded Position(s)
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OFFICE OF THE MUNICIPAL
AGRICULTURIST

MUNICIPAL AGRICULTURIST28G

} Clerk | SG03
Senior Agriculturist SG3
Agriculturist II S@G5 Agriculturist Il SG5 Aquaculturist | SG1 Cooperative D-4lv Environment Mgt. Specialist 815
Engineer | S@G2* Livestock Inspector | 6*  Aquacultural Technician |-86* Community Dev@1t . EnvironmeémMgt. Specialist | SG1
Agriculturist | SG1 Livestock Inspector | 6* Com. Equipment Operator 8* Communi ty De v-@Grt .
Agricultural Technician | $6* Farm Worker | S&®2* Marine Engineman |l Si6*
Agricultural Technician | 96* Farm Worker | S@®2* Marine Engineman Il SI6*
Agricultural Technician | ®6* Marine Engineman |l Si6*

MarineEngineman Il SG6*

* Unfunded Position(s)
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ECONOMIC ENTERPRISE

MANAGEMENT OFFICE

MUNI ClI PAL GOVOT. DEXAR
(ECONOMIC ENTERPRISE MANAGER)

Clerk | SG03*
Market Supervisor Il SG3 Meat Inspection 8G08 Plumber Foreman S@3 Cemetery Caretaker SG2
Market Inspector Il SG3 Utility Worker | SG01 Plumber Il S®5° Utility Worker | SG01

Watchman Ill S@&7
Watchman Ill S@&7
Watchman SG02
Watchman | S22
Utility Worker | SG01
Utility Worker | SG01
Utility Worker | SG01
Utility Worker | SG01

Heavy Equip. Operator | S®4 Driver | SG03 Cook | S&3 Utility Worker Il S&3

Heavy Equip. Operator | S®4 Watchman | S&2 Utility Worker Il S&3

Heavy Equip. Operator | S®4 Watchman | S&2* Watchman | S®2
Watchman | S®2 Laborer | S@01 Watchman | S®2
Watchman | S®2* Utility Worker | SG01 Utility Worker | SG02*

° Vacant Positi¢s)
* Unfunded Position(s)
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MUNICIPAL GOVERNMENT OF SANTAlcR{uMAN RESOURCE PLAN

HUMANRESOURCE&TRUCTURE
I OFFICE OF THE MUNICIPAL MAYOR

FUNCTIONAL STATEMENT

Exercise general supervision and control over all programs, projects, services and activities of the municipality, enforces all laws and ordinances,
initiates and maximizes the generation of resources and revenues, ensure the delivery of basic services and the provision of adequate facilities
and exercises all the other powers to the performance of an effective governance.

OFFICE OF THE MUNICIPAL MAYOR

JOEL RAY L. LOPEZ
Municipal Mayor SG-27

|  ueeALsecion
ENGELBERT R. CALGAS
ENGELBERT R. CALGAS* Municipal Legal Officer SG-24

MARGARITA T. LOPEZ
Private Secretary Il SG-15

FRITZIE HAZEL T. LOPEZ
Private Secretary | SG-11

FRANCISCO C. DAYA
MARY GRACE A. BALINGAN Security Agent | SG-08

Administrative Officer V SG-18 ALLAN S. SORIANO
MICHAEL F. SEMILLA I Personal Driver Il SG-04

Communication Equipment Operator SG-04

DANILO O. MIRAS, SR.
Reproduction Machine Operator || SG-04

MARJORIE N. ARREGLO
Utility Worker Il SG-03

RICARDO T. TAJOS, JR. * As per Memorandum Order No. 377, S. 2013, the Municipal Legal
Utility Worker | SG-01 Officer is concurrently designated as the Acting Municipal Administrator

of the LGU effective September 13, 2013.

Acting Municipal Administrator
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MUNICIPAL GOVERNMENT OF SANTAlcR{uMAN RESOURCE PLAN

HUMANRESOURCE&ETRUCTURE
I MMO-HUMAN RESOURCE MANAGEMENT SECTION

FUNCTIONAL STATEMENT

The Human Resource Management Section is responsible for personnel management and maintenance of effective liaison
with the Civil Service Commission.

HUMAN RESOURCE MANAGEMENT SECTION
ANITA S. LUMANOG

Human Resource Management Officer Ill SG-18

RINA FE S. GAMAO

Human Resource Management Assistant SG-08

EMELDA B. RADA

Human Resource Management Aide $SG-04
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MUNICIPAL GOVERNMENT OF SANTAlcR{uMAN RESOURCE PLAN

HUMANRESOURCE&ETRUCTURE
Il MMO-BUSINESS PERMIT AND LICENSING SECTION

FUNCTIONAL STATEMENT

The Business Permit and Licensing Section is responsible for the issuance of business permits to local establishments within
the municipality.

BUSINESS PERMIT AND LICENSING SECTION

NIEL N. CAPUNO
Licensing Officer Ill SG-18

JANE P. MONTON
License Inspector | SG-06
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MUNICIPAL GOVERNMENT OF SANTAlcR{uMAN RESOURCE PLAN

HUMANRESOURCETRUCTURE
I MMO-GENERAL SERVICES SECTION

FUNCTIONAL STATEMENT

Review and consolidate annual procurement plans of different offices and department of the Local Government Unit and
provide assistance for the procurement of the office supplies and material.

GENERAL SERVICES SECTION

REMEDIOS E. JULIAN
Supply Officer Ill SG-18

JOERGE R. DURANO
Supply Officer | SG-10

ANDREW D. DOMINICE*
Clerk | $G-03

* Re-assigned to this office from MMO-Administrative Section.
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MUNICIPAL GOVERNMENT OF SANTAlcR{uMAN RESOURCE PLAN

HUMANRESOURCETRUCTURE
I HOUSING AND HOMESITE REGULATION OFFICE

FUNCTIONAL STATEMENT

Provide descent shelter to the underpriviledge and homeless constituents in the municipality and to uplift the human dignity
through giving security of land tenure.

HOUSING AND HOMESITE REGULATION OFFICE

REYCARDO A. MAXIMALES
Housing and Homesite Regulation Officer Il SG-18

ELPEDIA A. ALGABRE*

Private Secretary | SG-11

MELVIN G. PEROSILLO
Draftsman | SG-06

VICENTE L. SEMILLA, JR.
Clerk Il SG-04

* Re-assigned fo this office from MMO-Personal Staff.
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HUMANRESOURCE&TRUCTURE
I INVESTEMENT PROMOTION (PAIC) AND TOURISM OFFICE

FUNCTIONAL STATEMENT

The Investment promotion and Tourism Office is the marketing and promotion arm of the Local Government which will
take the lead in bringing concrete development in the area and to facilitate activities instrumental in reducing poverty

in the municipality.

INVESTMENT PROMOTION éPAIC)
AND TOURISM OFFIC

JULIUS R. PANER

Senior Tourism Operations Officer SG-18

MARIA CHERYL D. SERENATAS
Tourism Operations Officer | SG-11

AIDELITA P. AGUILAR
Planning Officer | SG-11
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MUNICIPAL GOVERNMENT OF SANTAlcR{uMAN RESOURCE PLAN

HUMANRESOURCE&TRUCTURE
I OFFICE OF THE MUNICIPAL VICE MAYOR

FUNCTIONAL STATEMENT

Local legislative development in local governance is concerned of rule-making the socio-cultural, economic and political
development needs and aspirations of the people within the territorial jurisdiction of the Municipality of Santa Cruz,

Davao del Sur.

OFFICE OF THE MUNICIPAL VICE-MAYOR

ALEXIS C. ALMENDRAS
Municipal Vice-Mayor SG-25

EMERITA J. CAPACIO

Private Secretary Il SG-15

ALLAN C. POLE
Driver 1 SG-03
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MUNICIPAL GOVERNMENT OF SANTAlcR{uMAN RESOURCE PLAN

HUMANRESOURCETRUCTURE
I OFFICE OF THE SECRETARY TO THE SANGGUNIAN

FUNCTIONAL STATEMENT

The Secretariat of the Sangguniang Bayan plays vital role to the legislative body in effecting its function of coming up with a propriety and
quality of legislative enactments of resolutions and ordinances in the pursuance of the executive legislative agenda for the general welfare

of the constituents.

OFFICE OF THE SECRETARY TO THE SANGGUNIAN
BENBENUTO L. CASPI, JR.

Secretary to the Sanggunian SG-24

ELSA L. VILLAFLOR
Records Officer Il SG-14

TESSE A. BACALING
Stenographer Il SG-09

JONATHAN P. DELA CRUZ
CESAR F. NINAL

Local Legislative Staff Assistant SG-06

MONALIZA R. ALION
Clerk Ill $G-06

JUANITO G. DABLO, JR.*
Clerk Il SG-06

MILANE B. PLACENCIA
Utility Worker | SG-01

* Re-assigned to this office from MMO-Administrative Section as
per Memorandum Order No. 249, S. 2013.
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HUMANRESOURCETRUCTURE
I OFFICE OF THE MUNICIPAL BUDGET OFFICER

FUNCTIONAL STATEMENT

Review and consolidate budget proposals of different offices and department of the Local Government Unit and provide
technical assistance to the Local Chief Executive and Sangguniang Bayan on Budgetary and appropriation matters.

OFFICE OF THE MUNICIPAL BUDGET OFFICER

RUFA T. MACROHON
Municipal Budget Officer SG-24

GENALYN D. DURANO
Budgeting Aide SG-04

LEIZL R. CARIANGA
Budgeting Aide SG-04
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HUMANRESOURCETRUCTURE
I OFFICE OF THE MUNICIPAL ACCOUNTANT

FUNCTIONAL STATEMENT

The Office of the Municipal Accountant takes charge of both the accounting and internal audit services of the municipality and keeps all accounts
and financial records of the Local Government Unit.

OFFICE OF THE MUNICIPAL ACCOUNTANT

ROBINSON B. PANUDA

Municipal Accountant SG-24

ARCENIT B. CONTIVEROS ALEJANDRA A. MANTO
Accountant lll SG-19 Fiscal Examiner Il SG-18
WILFREDA LONDA T. SOLAMO JOEFFREY C. ESPINOSA
Fiscal Examiner Il SG-15 Accounting Clerk Il SG-08
EMILIA E. PANGANTIJON SALLY LEAH C. ABELLANA
Bookkeeper | SG-08 Accounting Clerk Il SG-06

ADONIS R. LAURENTE
Accounting Clerk Il SG-06
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HUMANRESOURCETRUCTURE
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