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FUNCTIONAL

Educates others cn the pregram-related laws, policies and guidelines; Advances legal adoption anc foster care for the disadvan-
taged, abandoned and neglected children to provide them with their own family to nurture and care for them.

Level 1 Basic

Knows basic laws and regula-
tions on legal adoption and
foster care, its objectives,
purpese, and procecures of
anplication

Explains clearly the laws and
processes on egal adoption and
foster care and its importance for
cnildren's weltare (anc society/
community)

Scarchas for and coordinates
regularly with potential networks
to advocate legal adoption anc
foster care

Level 2 Intermediate

Applizs knowledge of child/youth
laws, rights and weltare,
(children custedy, women and
the family coce and laws) in
advocating legal adootion and
foster care

Conducts oricntations and work-
shops anc facili:ates discussion
sbout ‘egal adoption and fostar
care wilh various corcerned
graups

Uses information, communica-
tion and education (IEC) in pro-
roting the prograr

Uses analysis of datz along
cases of adoption and foster
care and prasents success
slorigs to zdvocale the program,
particLlarly to potential PAPs

Level 3 Advanced

Prevides technical assistance on
legal adoption anc foster care to
Child Caring/Placing Agancies

Reviews and/or providcs recom-
mencations on provisions of pol-
icies/rules concerning adoption
or foster care

Acvocates policies an lzgal
adoption oy regular conducts of

forum, scminar, radio/tv gucsting
te recruit prospeclive adoptive
parents (PAPs)

Premotss child rights to a family
and follows through with other
initiatives

Level 4 Expert

Respends lo issues and
concerns about the program

Protests primarily the concerr
for cnild welfars in 'legal adoption
cases

Influences familics to be inter-
ested in legal adopticn or to
adopt a cnild: Negotiates for the
sake of the child to PAPs or
partners regarding any concerns

Develops information, communi-
caton and education materals
(ICE) to promote the program
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FUNCTIONAL

Develops, implements and manages programs forwarding & specific advocacy; Assures that programs are in line witn the sccial
welfare and development thrusts of the Department

Level 1

Knows program gozls and objec-
tives pertaining to the advance-
mcnt of the advocacy

Basic

Demanstfrates hasic awareness
of primary stakeholder needs

Knows DSWD s core partners
pertinerit Lo one's area of
arvocacy

Abices by DSWD's program
implementation guidelines in per-
forming lasks assigned by the
program leader

Level 2 Intermediate

Commurnicales prograr goals
and onjectivas fo one's feam
and all otner relevant stakshold-
ars

Demonstrates an in-depth
awarenass of primary staxe-
heldar necas vis-a-vis their
current socioeconomic condi-
tions

Demonsirates tamil arity with
major local policies relsvant to
one's arez of advocacy

Assures thal DSWD's orograrn
implementation guidelinas and
social orotection framework are
followec by the team when per-
farming respective tasks

Level 3 Advanced

Ensures that the relevant knowl-
edge and technology is trans-
ferred to partner institutions and
involved committeas

Benchmarss agairst best prac-
tices in local and international
policies and programs pertirent
16 ona's area of advacacy

Prevides feedback on impleman-
tation plan documents (work
plar, risk anc cormurication
plars, financial plans, etc.) of
projocts under one's program,
assuring their alignment to the
cverall program strategy

ates implementation guide-
lines internal to ane's own
program, abiding by DSWD's
general mplementaticn guide-
lines znd sucial protecticn
tramawork

Level 4 Expert

Acls as a subject maller expert
in one's area of acvocacy

Champions one's advacacy to
fellow members of DSWD and its
core partners

Dirccts the development of a
long-term, overall program
strategy that acdresses the
major needs of one's stakehold-
ers, and aligns witn DSWD's
social welfare anc development
strategy

Uses knowledge of best prac-
fices in local and international
advocacy policies and programs
10 improve ths imolementation of
one's own program

Adopts a regulzr review mecha-
nism to assess the overall per-
formancs of the program/project
against service delivery 1argets,
and iderilifies rmechanisms/strat-
egies 10 keep pertermance on
track
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FUNCTIONAL

Installs and acheres to public financial management standards and protocals, in line with general accounting principles anc prac-
tices, in the budgeting and utilization of funds for intra-Department and conmmunity-based project implementation.

Level 1

Demcnstrates knowledge of
basic accounting principles

Basic

Abices by lccal public financial
managemant polic.es and proce-
dures

Demcenstrates awareness of
funds zlloted for specific projects

Level 2 Intermediate

Prepares documents related to
budger planning and manage-
ment, in compliance with loczl
public financial management
protocols

Ensures that tuna utiization in
implemgenting unit's cwn projccts
complies with local public finan-
cial management polcigs and
prutocols

Monitcrs and evaluates the utili-
zation of funds in smaller-scale
DSWD programs

Level 3 Advanced

Pcssesses mastery of local
public financial management
policies

Rescarches on local and intorna-
tional best practices n public
financial management

Ensures that various units within
DSWD comply ¢ local public
financial management policies

Educales tearn members and
communities on the proper utili-
zaton of funds within the
context of projsct implementa-
tion

Level 4 Expert

Acts as & subject matler expert
on public financial management

Applies local and international
best practices in public fnancial
management 1o i prove existing

| pratocols in the imple-
mentation of DSWD's projects
and programs

Possesses mastery of local and
intarnational public financial
management pol ciss

Ghampions public financial man-
agement refors within DSWD
and its xey partnars

Monitors and evzluates tne utili-
zation of funds in large-scale
DSWD programs




Ability to help facilitate for client’s dacision-making on adoption or for his/her betterment.

Level 1 Basic

Listans empathically to clents sto-
ries/problems

Assesses client's situation basec
on his/her documents and data
gathering

Counszls parents who surrender
their child for adoption on their
roles, bearing in mind their
capacity to raise the chilo

Affirms/Motivates verbally clicnts
on their strengths and encourages
them to be better in handling their
situztion

Supports clicrits oy cmpathizing,
showing gsnune concern and

Uses se/f-help methads tc encour-
age the person for his/her cwn
development ana empowerment

Keeps the confidentiality of the
client’s casg

Level 2 Intermediate

Helps parents make a detision
whether to surrender their child
or not according to their status
and capacity to rear a child

Determines cptions with his/her
avaluation of the case to prasent
these 1o the parents to gauge
their capability to raise the child

Assesses without judging his/her
cliants 1sing analytical
approaches/thearies in counsel-
ing

Does not imposz his/her views
on clien’s when they are not
ready for the action/recommen-
dation concerning an issus

Level 3 Advanced

Facilizates discussion/ counsel-
ing 10 PAPs regarding
child/youth behaviors and how
te handle certain behaviors

Coaches partners on now tc
counsel clients/PAPs

Flicits suggestions from the
client on how s/he wants to
progress with his/her situation

Motivales, capacilales and
enables clients to icentify solu-
tions to protlems with his/hor
guidance
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FUNCTIONAL

Level 4 Expert

Infers patlerns of behaviors
among clients and datermines
the mos effective intervantions
and counseling technigues 0
use in different cases

Des gns mechanism/procedures
on hew 1o counsal clicnts
accordirg to the study znd
anzlysis of various casss and
pallerns of behaviors among
clents

Sets policies and standards
regarding counseling of clients or
PAPs
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FUNCTIONAL

Demonstrating knowledge of. adhering to, and improving DSWD's internal practices and gevernment-wide palicies (e.g.. CSC,
DBM) related to career development.

Level 1

Demcnstrates basic awareness
of different mandates and struc-
turss of varicus DSWD OBSUs

Basic

Demanstrates familiarity with tun-
damental organizat/onal develcp-
ment interventions such as
diagnosis, changs management,
competency develcpment,
tezm-building, jok coaching and
career counseling, among others

Level 2 Intermediate

Analyzes the job specificalions
and compstency requirements of
non-technical and lower-level
positions vis-a-vis their unit/bu-
rsau mandates

Facilitates the administration ot
gompcetency asscssment across
various DSWD OBSUs

Desigris and rolls out individuz!
and/or small-scale team intar-
ventions such as team-building,
Jeb coaching, career counseling
and process consultation,
among others

Level 3 Advanced

Analyzes the job spacifications
and competency raquirements o
technical and higher-level posi-
tions vis-a-vis their unit/bureau
mancates

Coaches line managers on how
te analyze and usc comoetency
assessment results to davelop
indvidual development plans for
supervised incumbents

Designs and rolls out large-scalc
and/or organ zation-wide inter-
ventions sich as diagnosis,
competency develooment, orga-
nizational restructuring anc suc-
cession management, among
cthers

Level4 Expert

Installs a systern by which
DSWD OBSUs can map out stic-
cesgion and/or career oaths for
key positions

Provides dirgction to the design
ot interventions by creating sirat-
cgics and cliciting sponsorship
from key stakehcldsrs
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FUNCTIONAL

Ability to render assistance in implementing planned interventions for services or alternatives to meet the needs of Pantawid

beneficiaries.

Level 1

Routinely p/cks-up indicators cf
situations requiring case man-
agement like non-complance
and absences cf beneficiaries in
Pantawid activitias

Basic

Regularly takes the mandated
validate information indi-
the need for @ rman-
agemant

Refers to rules and procsdures

when endorsing cases for casc
managemsnt

Level 2 Intermediate
Evaluates compliance verification
data to determine heneticiaries
rsquimng cass managsmem

Explzainz the procedures and
provices approoriale information
to hensficiaries recuiring case
managorment interventicns

Discusses casss and aopropriste
protocols and interventions witft
appropriate focal persan/case
manager when endcrsing cases
for simple case management ard
seeks advice on unfamiliar cases

Level 3 Advanced

Integrates corrpliance varifica-
tion data to determing extent of
bengficiaries recuiring case man-
agement

Evaluates protocols and case
management interventions,
seeking trencs and effectiveress
ot intervantions as input in
enhancing cass managsment
processes

Discusses cases and seeks out
feedback to determine appropri-
ate pratocols and interventions
cn case management invalving
cifferent issues and levels of
complexity

Prevides technical assistance to
cther focal persons on cass
management ¢ ensure unifor-
mily and approprialeness of
approaches

Level 4 Expert

Integrates compliance verifica-
tion and case management data
1o establisn trends on cases
requiring case management
interventions and develcping
appropriate mecharisms for
determining case interventions

Develops mschanisms {forur,
meetings, focus group ciscus-
sions) Lo align case mznagement
procedures and formulation ot
intarventions to ansure respon-
siveness and timely case man-
agement services
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FUNCTIONAL

Building and maintaining effective and beneficial working relationsnips and partnerships with ecucational institutions, potential
business partners, government, media, professional asscciations, client groups, stakeholders, and intermediaries and leverages

these contacts.

Level 1

Knows where to sesk support far
planned intervantions for clients

Basic

Communicates effectively to
pariners and ditferent individuals
within anc outside DSWD

Shares/ exchanges nelp/ assis-
tanice with partners for the
client's welare

Level 2 Intermediate
Refers clignts to services or
rasolirces they nerd which ars
not available in DSWD

Establishes linkages with hospi-
tels, police, LGUs, agercies,
media, schools, nusiness
partners to respond to client's
needs throLgh censtant working
relationships

Extends fime and assistance to
partners/stakeholders when
needed

Level 3 Advanced

Influences cthers and potential
partners to DV’GVIUS assistance to
the client

Willing tc assist partners along
social work, adoption and fester
care, in time of need

Extends extra fime and assis-
tance to partners when needsd
as a rescurce person

Level4 Expert

Sharss automalic exchange of
protessional s.pport/assistance
with partners along social pro-
tection for their organization

Develops harmonious working
relationships with partners and
networks by regularly sctting and
atterding meetings/consultations
with them

Instal's mechanisms on aftective
networking and partnerships
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FUNCTIONAL

Building and maintaining effective and heneficial working relationships and partnerships with ecucational institutions, potantial
business partners, government, media, professional asscciations, client groups, stakeholders, anc intermediaries and leverages.

lhese conlacls.

Level 1 Basic

Knows where to sesk support far
planned intervantions for clients

Communicates effectively to
pariners and ditferent individuals
within anc outside DSWD

Exglains clearly legal acoption
and fosler care to others and to
potentizl partners

Level 2 Intermediate

Refers clients o services or
rasolirces they need whish ars
not available in DSWD

Establishes linkages with hospi-
tels, police, LGUs, agercies,
media, schools, nusiness
partners to respond to client's
needs throLgh censtant working
relationships

Level 3 Advanced

Influences cthers and potential
partners to DV’GVIUS assistance to
the client

Willing tc assist partners along
social work, adoption and fester
care, in time of need

Fxtends tme and =ssistance to
partners/stakenolders when
neeced

Shares/ exchanges help/ assis-
tance with partners for ths
client's wclfarc

Level4 Expert

Sharss automalic exchange of
protessional s.pport/assistance
with partners along social pro-
tection for their organization

Develops harmonious working
relationship: with partners and
nectworks by regularly sctting and
atterding meetings/consultations
with them

Extends extra time and assis-
tance to partners when needed
as a resource person

Installs mechanisms on slfective
networking and partnership
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FUNCTIONAL

Abilty to present tha case of the client in a systematic documentation and technical writing skill based on the data gathered in
the interview of client anc collateral informants

Level 1 Basic

Knows and uses the required
format and cortent for writing
social case study report of a
cnild and tne home study report
of PAP

Seeks, identifies and is able to
distinguish re‘erence materials
that will be used as basis for
one’s written document

Has good technical writing skil's
for simple orc-forma communica-
tion

Prezents clearly in writing the
data gathered about the client,
thg analysis and recommendation
for the client

Level 2 Intermediate

Knows anc uses zppropriate
vocabulary, correct order in
gentence formulaticn to achieve
cohesion in the composition of a
report

Writes with fliency and clarity
the sacial case study report or
heme study report with com-
pleteness of information and
substance inclucing recormmen-
dations/ interventions in the case

Edits, reviews, and ensures that
right inputs and recommenda-
tions are captured in the case
study report and hame study
raport

Solicits feedback from these
able to judge the aporopriate-
ness of the case study report
and home study report

Level 3 Advanced

Coaches/teaches others and
partners on how to write tne
case study report and home
study report

Justifies case findings with the
corresponding recommenda-
tions/ interventions identified,
citing relevant laws, policies and
social theorles/approaches

Level 4 Expert

Designs (and sels standards on
the) form/template and content
of the case study and home
study repart

Can compose written studies of
cases adhering fo relavant
rescarch standards

Undertakes in-depth study to
develop policy guicelines for
social case study report and
home s1udy report

Keeos pecple informed about
the developrments in crgariza-
fional goals, strategies and par-
formance throuch written
documentation
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FUNCTIONAL

Enrclling and engaging community memibers who stand tc benefit from the programs and services of the agency to vclunteer
and/or lo aclively parlicipale in aclivilies & processes (hal respond Lo their nesds lowards lasling and suslainable development.

Level 1 Basic

Takes steps tc gain the buy-in of
cccmmunity officials and the commu
nity members on the prograrms heing
implemerted in their commurities

Identifies the community memoers
who can ulfill the various roles
requirec to implement programs/ser-
vicos and oorsuades them to
parform voluntear work

Drums up attencance of beneficia-
ries and other community stakehold-
ers tc prescribec meetings or
activities

Integrates self positively with the
cemmunity/ies and with barangay
lecal government units to creats a
heloful climate. Dernonstrates

jender and c_ltura sensitivity in
relaling with community mermbers.
and offcials

Establishes links with representatives
of on-the-ground partnar institutions
and enists their support and partici-
pation. Informs them en *heir roles,
their contrbution to the success of
the programe/actvities, and the stan-
deards that have to be met

Level 2 Intermediate

Tags the influence of formal and/or
infermal leaders in the community
when compliance, commitment
and/or support among volunteers
znd other stakeholdzrs slows down
or is withhelc

Initiates activities that am to
enhance caoperation and collbora-
tion among community members,
volunteers and local government offi-
cials

Resalves conflicts on roles and
responsibilities that threatens com-
munity engagsment

Is prompt ang alort in evaluating tho
quality of participation and in./o\\ra-
ment of voluntgers & local gov:

ment officials, dentifies barriers as
well as issues/problerms and lekes
&ction to address these within scope
of authority proviced

Apprisss the velunters on their
rcles, duties and responsibilities, and
conducts or arranges capacity
ouilding sessicns to develop their
leedership and role-specitic skils

Level 3 Advanced

Gauges the readiness of community
and municipel officials n emtracing
the CEAC platform, and develaps
strategies to gain their supoort anc
buy-in

Actively engages tha munic pal local
governmen: unit, CSOs, and other
stakeholders to bridge access of
communities to institutions ar those
who are either entrusted with the
responsibllity for hasic services
delivery or wha have the caoacity to
assist communities realize treir plans

Fagilitates resoluticn cf conflicts of
interest between the cornmunity
groups and the municipal oficials

Mentors volunteers and builds
capacities ta organize and to articu
late and exercise their rignts to par-
ticipate in making dacisions that
affect their welfars

Promotes and mentors the commu-
nity groups in obsarving the Use of
consitative and facilitative tech
nicuss in conducting prescrioed
activites and decision making

Level 4 Expert

Engages wih LGUs, nler-agency
partners, C30s ancl other stacehold-

rs =t the provincial and regional levels
for purposes of technical assistance:
resource augmentasion and conflict
resolution for nerds o issuss along
“socal processes” that require provin-
cial or regicnal inte~venton

Guides the implementation teams in
adopting national strategies in CC ta
the contexts, resds, cpportunities and
challanges of the target municipaliies.

Designs mplementalion rmodalites (o
adapt CDD werk to varicus contexts.
Prepares and disseminales gudance
notes to operat onalize policies
Profiles the power dynamics in the
community/ies anc enlists the

pport of key infliencers who are in
forml roles as well as those looked
up to as informal leacers

Consclidates learnings on community
orgarizing and makes knowledge
praducts zvailabls tc other DSWD
units znd other relevant stakenolders

Provides training, cozching and other
learning experisnces to the municipal
fiedd implemen‘at on tears to bl
their compefendies to carry out GO
work
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FUNCTIONAL

Listens and knows the problems of clients, and provices them psychosoacial support that is appropriafe to thelr needs.

Level 1

Assesses client's situation oassd
on his/her documents and data
gathering

Basic

Supports clients oy empathizing,
showing genuine concern and
always respecting the dignity of
the individual

Kesps the confidzntiality of the
client’s case

Uscs sclf-hclp methods to
ercourage Liie person for his/her
own development and empower-
ment

Level 2 Intermediate

Dogs not imposz his/her views
on clients when they are not
ready for the action/recommen-
dation concerning an issue

AFirms/motivates clients on their
strengths 2nd encourages them
to be batter in handling their sit-
uation

Assesses without judging his/her
cliants 1sing analytical
approaches/ theories in
counseling

Motivales, capacitates anc
anables clients to identity solu-
tions to problems with his/her
guidance

Level 3 Advanced

Facilizates discussian/counssling
tc PAPs regarding client issues
and now te handlc certain
behzviers

Coaches partners on now tc
counsel clients/PAPs

Elicits suggestions from the
client on how s/he wants to
progress witf his/her situztion

Level4 Expert

Sets policies and standards
regarding counseling of clients or
PAPs

Designs mechanism/procedures
on hew Lo counsel clients
according fo the study and
anzlysis of various cascs and
patterns of behavicrs among
clients

Intars patterns of behaviors
amaong clients and datermines
the most effective interventions
and counseling technigues 1o
use in different cases
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FUNCTIONAL

Enrcliing and engaging community members who stand tc benefit from the programs and services of the agency 1o valunteer
and/or to actively participate in activities & processes that respond to their nesds towards lasting and sustainable development.

Level 1 Basic

Takes steps tc gain the buy-in of
community officials and the commu-
nity mambers on the programs being
implementec in their communities

Drums uo attendance of beneficiaries
and cther commurily staksholders
to presoribed meetings or activities

Integrates selif positively with the
community/ies and with barzngay
local gove ~ment units to creats a
helpfii climae. Demonstrates
gender and cultural sensitivity in
relating with community members
and cif cials

Identifies the community members
wha can fulfill the various roles

Level 2 Intermediate
Proflles he power

-ommunity/ies and enlists -he.
auppon of key intluencers who ars in
formal roles as well as those locked
Up tc as nformal leaders

Initiates activities that aim to enhance
cooperation ard collaboration amorg
community members, volunteers and
local govarnment officials.

Resolves conflicrs an roles and
responsibilities that threatens com-
munity engagement
Analyzes lhe readiness of communily
leadlers in undertaking

Is prompt and clert in evaluating the
quality of oarticipztion anc involve-

requirec to Pro
vices ad persuzdes them Lo
perform voluntesr work

Apprises the voluntesrs on their
roles, duties and responsibilities, anc
conducts or arranges caoacity
building sessions o cevelop their
leacershp and role-specific skills

ihent of volunleers & local govern-
ment officials, identifies barriers as
well as issugs/proclems and tases
action to address these within scope
of authority provided

Taps the influence of formal and/or
informal leaders in the community
when compliance, commitment
and/or support among volunteers

E:.tabl\s"es lins with reor tai
-ground parlner institutions
and enham their support and partici-
paticn. Informs thom cn their ralos,
their contribution to the success of
the programs/zctvities, and lhe
standards that have to be met

and olher s slows down
or is withheld

Appsals 10 the higher ideals of the
community grougs, oficials and other
stakeholdlers to maintain morale in
the tace of cbstacles or citticulties

Level 3 Advanced

Gauges the readiness of community
anc municipal officials In embracing
the CEAC olatform, and devclops
strategies fo gain toerr support and
buy-in.

Mentors volunteers and builds
capacities to organize and to articu-
late and exercise their rigrts to par-
ticipate in making decisions that
affect their welfars

Prorrotes anc mentors the commu-
nity groups in oosarving the usc of
consultative and faciltative tech-
nigues in conducting prescrived
activites and decision making

Actvely engages the municipal local
government unit, CSOs, and other
stzkeholders to bridge access of
communiies 1o instifutions or those
who are either entrusted with the
responsibllity for basic services
deivery or who have the capacity to
assist communities realize treir
Flans.

Facilitates resalution of conflicts of
interest between the commurity
groupe and the municipal officizle

Level4 Expert

Provides lraining, coaching and cther
learning exgeriences to the municipal
fielc implementzticn teams to build
their competencies to carry out CO
wor

Engages with LCUs. inter-agency
parlners, CSOs and cther stakshold-
ers at the provincial and regional
levels for purposes of technical assis-
tarics, resource augmentation and
confiict resolution for needs ar issues
along “soviel processes” thal require
provincigl or regional intervention

Designs implementation modalities 10
arlapt COD work to vario.s contexts.

Prepares and disserrinates guidance
notes to ooeraticnal ze policies

Consolidates learnings on community
organizing and makes knowlerige
products avzilable to other DSWD
units and ofher relevant stakeholders

Guides the implementation teams in
adopling national straleges in CO to
the contexts, needs. ooportunites

and challenges of the target munici-
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FUNCTIONAL

Sharing and teaching of knowledge, expertise, lessons learned, new approaches and trends in the project M&F implementaticn by
effectively providing technical assistance, proposing trainings, sharing of materials and act as resource person in trainings to
enharice the capakbilties of the team n the organization and imorove overall performance of external and internal implementation
partners including field and partner agency counterparts.

Level 1 Basic

Talks with co-warkere and field
counterparts to relay information
and kncwledgc to better under-
stand, gain new learning to refine
thair jobs

Recognizes the value in sharing
relevant information that would
benefit co-workers

Accepts instructicns and encour-

agemant from supervisors to
provide informat on/ knowledge
on a topic thal would be of
interest to tha broader tunctional
aroup

Collccts valuakle informatian/-
knowledge materizls (i.e., books,
documents, lecture notes, efe.)
files them wnere others will can
have access to tham

Compiles and shares lessons.
Izarned, best practices and
experiences n ths field for adap-
tation of other fielc offices

Level 2 Intermediate

Shares knowledgs with co-work-
ars who need heln when askad
or when the nesd to share was
raquested

Provides feedback to lower-level
team members on tasks he/she
can do well 10 improve perfor-
manze

Sweks oul upporturiitiss Lo learn
and share new in‘armation/
knowlecge on topics that woulc
be of interest to the team and
project partners that contributes
Lo the improvernent of processes
and pragram implementation

Reviews reports of subordinates,
field counterpar:s anc provides
inputs and recommendations in
the torm of memoranda

Answers queries from subord -

nates, field counterparts, volun-

Leers and slakeholuers regarding
&F

Level 3 Advanced

Takes every available opportunity
tc transfer his/her know edge to
co-werkers even wit'iout baing
requested

Prevides feedback to team
members, even psers and more
sernior co-workers, on tasks
he/she can do well to improve
coverall team performance

Coaches others in a constructive
and ousilive way so thal they
can absorh information and learn
cuickly

Conducts traning sessions with
co-werkers and field pariners
when he/she has gained new
informaticn/ knowledge on a
topic that would be of interest to
the broader functional group

Pravides teedback to all team
members, cven pgers and more
senior co-workers, cn areas they
neec to improve upan

Level4 Expert

Cunceptualizes and proposes
fraining agenda that would
ennance the capabilities of 1zam
members and other stakeholders
to improve perfermance and
overal M&E implementation

Formulatcs/dovelops training
packages that would capacitate
internal and external oartners
along MRE

Reviews and enhances M&E
training materials to ensure they
are up-to-date and user-friendly

Faciltates conduct of FGD with
voluntsers, fielc counterparts
and stakeholders to discuss
issues and concerns relative to
M&E and come up with zgres-
ments.
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FUNCTIONAL

Demonstrating knowledge of. adhering to, and improving DSWD's internal practices and government-wide palicies (e.g.. CSC)
related 1o disciplinary cases and the grievance machinery to address this

Level 1 Basic

Maintzing a record of administra-
tive cases and cocrdinates
requests with lina managers to
assure that feedback among
aggrieved parties ars addressed

Establishes proper communica-
tion with cc-employees and
supericrs (2.9. to interact, inform
and uprate)

Monitors and reports disciplinary
and administrative action cases,
and refers tham to the corre-
spanding authority

Level 2 Intermediate

Conducts regular svaluation of
disciplinary and administrative
cases to identify appropriate
action

Bridges commurnication between
line managers anc employees,
ansuring transparency and
fairness are maintained in
nandling administrative cases,
and that issues are raised and
seftled to maintain good relation
and trust of memoers

Invastigates and recommends
appropriate disciplinary action
tor reported cases and infrac-
tions.

Level 3 Advanced

Formulatss policy guidelines for
the institutional zation of disci-
Flinary policics and coachas line
managers on ke proper imple-
mentation of these policias

Reviews and recommends
enhanccments to cxisting disci-
plinary policy guidelines based
€N previous experience in deliv-
ering disciplinary action

Level4 Expert

Acts and Sets direction in the
implementation of systems and
procedures in Grievance
Machinery

Approves proposals and
approves anc implements appro-
priatc disciplinary zction, while
also acting and setting direction
in tne implementation of systems
and procedures in Employee
Discipline
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FUNCTIONAL

Demanstrating knowledge of, adhering to, and improving DSWD's internal practices and gevernment-wide policies (e.g.. CSC)

related 10 health management and employee weliness and the varicus programs that address this

Level 1

Implements current wellness
programs (medical and dental
services, employee counscling,
among cthers), and dissemina-
tion ot information on sucn
programs

Basic

Demcnstrates undsrstanding of
current and poss ble health and
weliness programs of DSWD

Level 2 Intermediate

Monitcrs implementation of
current employee wellness
programs

Implements employee wellness
activities (such as but not limited
ta sports activiies, health activi-
tics, cte), soliciting issucs and
suggesticns and 'denifies sclu-
tions to identified issues.

Level 3 Advanced

Reviews and Reccmmends
policies, proposals and enhance-
ments on the DSWD's health
management and wellnsss
programs

Revisits current policies as well
as Designs oroposals on the
DSWD's employee wellness
programs

Level4 Expert

Approves policigs, proposzls and
ennancemeants on the
Department's employes
wellness programs

Sets cirections in the mplemen-
tation ot approved systems and
programs



Level 1 Basic

Knows basic angineering
concepts, principles and prac-
tices involved in the cesign,
development, revisw, permitting
construction, maintenanze, oper-
atons, or repair of, projects/sites
and their potential envirormental
and safety impact

Maintzins records on list of quali-
fied suppliers, construct.on
materizls pricelists, survey of
Izbor costs in the assigned arca

Knows where fo source materials
required at tha quality and cost
specified

Has a record of avallable equip-
ment from existing intra projects
in the area and has sstablished
contacts with tnese whe can
authorize use

Knows the relevant codes and
regulations required in infra or
environmental projects

Level 2 Intermediate

A licensed civil engineger or a
licansad enginser in other tielos
who has the general knowledce
to ovarse= the design, develop-
ment and censiruction of simple
infra orcjects

Evaluates technical feasibility of
proposed sub-project and czn
adequately psrform environmen-
Lal screening

Icentifies the potential as well as
svident geo-hazards in the
assigned area anc renders a
decision on feasibility of a
sub-project

Ersures work being done is
complaint to coces and regula-
Lions

Monitcrs implcmentation of tne
community procurement plan
and envircnmental management
olan of all on-going sub-projects
in the assigned area

Level 3 Advanced

Possesses an expsrt level of
undgrstanding of engincering
concepts, practices, and
theories usec in the engineering
specialty area and thus can
provide tschnical advice anc
assistance to the community vol-
unteers, community hired
engincar in the preparaticn of
the engineering plans, detailsd
cost cstmaics and program of
work for proposed community
sub-projects

Ensures that the Projsct techni-
cal guidelines, c parameters,
and environmental and social
safeguaras guidelines are being
Tollewed

Provides technical acvice and
assistance to the commurity vol-
unteers in the preparation of the
environmental management plan,
procuremsnt plan, planned com-
munity orccurcment packaging
in preparation far the communi-
ty’s request for func relcasc and
sub-projest imalementation
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Possessing up-to-date professional knowledge and skills in a field of engineering relevant to the competent evaluation, design
and implementation of communily-based projects, which involve civil, eleclrical or mechanical works.

Level 4 Expert

Can engage experts in other
arcas o engincering, in a discus-
sicn aocut the feasibility of 2
project and/or in developing
project dasign, or technical
problem solving on sub-projects

Deftly integrates principles from
other eng nearing disciplines to
address complex technical
issues

Approves complex or novel engi-
nesring/tachnical designs and/or
program / project specifications
of other engineers tc meet
desired compliznce with engi-
nesring principles, standards,
codes, designs and statutes

Renders a dec sicn on conflicting
design constraints

Looked p 1o by othar protes-
sicna's in the same filed, for hig.
expert opinion




Level 1 Basic

Abices by internal human
resource policies of DSWD

Demanstrates sorre familiarizy
with auman resource policies
from external govemment
agencies (e.g.. C3C, DBM)

Dernonstrales awareness of
general human resol.rce man-
agemsnt anc development
concepts

Level 2 Intermediate

Implements internzl humar
rasource policies within one's
own unit, with some supervision

Abides by human resource
olicies from external govern-
ment agencies (e.g., CSC. DBM)

Szeks out information on best
practices in human rescurce
managerent and developrment
from the private and public
sectars, and reccmmends inter-
ventlons to improve ths delivary
of human resource services
within DSWD

Level 3 Advanced

Ensures the efficient and ccrrect
implementation of intsrnal and
oxternal human resource policics
within one's own unit and other
DSWD nits

Encouragss other units to
actively support the programs
and nitiatives of DSWD's human
resource cluster

Uses intormation on best prac-
tices in human rasource man-
agement and devezloprent to
implement interventions that will
contribute to mors efficignt and
effective delivery of human
resource serviccs
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Demonstrates knowledge of and acheres to DSWD's internal practices and government-wide pclicies (e.g.. CSC, DBM, related
to employment and personnal services.

Level4 Expert

Acts as & subjject matter expert
in Auman resource management
and cevelopment

Suggests ways to improve the.
implernentation of DSWD's
human rasource policies and
programs, in accordance with
external human rssource policies

Faciltates the develovment cf
human resolirce strategies that
complement the overall organi-
zational goals of DSWD




FUNCTIONAL
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Exercising thorough investigative skills and good judgment to provide an apprepriate resolution or objective decision to com-
fes and olher slakeholders aboul the programs or services of the agency.

plaints/issues raised by benefici

Level 1 Basic

Acknowledges the ccmplaining
party and listens attentively to the

cnmpla int. Puts forward an open,

non-defensive, helpful stance and

g\vae space for the other person to

express hmeelf

Maintains calmness when con-

frontec with complainants whe ae
ugsct or ‘xr‘}?ry Doces not take eriti
cisms about the agency personally

Uses knowledge on orogram rilles,

lincs and procedurcs in difer
entiating batween an inquiry, com-
plaint of grievance

Provices immeadiate recourse to
cancerns such as those which
recuire correct information, clarifi-
cation of procedures/instrctions,
inadequate documentary require-
ments, etc.

Reviews decuments presemed
and/or asks routing gue:

c/omp oyCe 10
whom it s?ou Id be d\reued
Escalates complaints folowing
prope” endorsement procediires

Verifies with the complaining party if
his/her concerns have beer
addressed

Level 2 Intermediate

Asks questicns to clariy and/or
to gather relevant data ‘¢ uncer-
stanc the issus at hand. Reviews
document/report presented and
checks reacily available sources
of in‘a to veri‘y the issties

Estadlishes ths remedy that corn-
plainant/s wish to achieve

Assesses the complants and
determings the next step tc be
undertakan. Weighs data
gathered and identifics approori
te level to resalve the case

Acts on complaints that ae
rzadily verifiable or which reguirs
simgle routine soltions, following
established policies & procedures

If the issue/complaint will nged ta
go through cue procsss, clearly
axpains to involved partics the
procedures that will be under-
taken, the documents neaded, as
well as the estimated time to
previde a resolution

Observes faimess & objectivity
and exercices confidantizlity
whzn handling concerns and
related documents

Level 3 Advanced

Establishes the facts about a griev-
ance using nifferent data gathering
methods such as inferview, observa-
tion, dosuments/recoras review from
party/ies invoved and others who
have significant knowledge and are
allowed 10 provide comments.
Keaps writton record of evidanco that
is provided crally

Gives the complainant/s an cpportu-
rily o corment on cenirary informa-
tion or claims rorm another source

Prepaces detalled anc accurate
report supparted by evidences from
partyfies invoved covering al aspects
of the issue (whels story).” Frs.res
that evidence/s are relevart and logi-
cally capasle of supportng the
findings, not on guesswerk. precon
ceptions, suspicion or questionabie
assumptions

Makes a recommendatonyrenders a
decision based on comprehensive
feviaw Of facts, rules, practices, &
contentons. Abidss by agercy
and/or program policies and proce-
dlures in grievance management

Presents the remedy/recommended
action tc the paty/es involved,
explaining how these can address the
grievancg/issue raisod

Level 4 Expert

Draws out optians or points of nego-
tiztion when the remedy/ies the
parties seek can ~ot be grantec

Considers tre impact of the decision
or propased remedy on the position

of the agency or wide-range impact

10 the programs, and ensires that

these are not compromsed

Seeks a win-win resoluticn to lssuss.
when party/ies involved stick to their
positions

Engages other institutions in the
process, when cesmed recessary to
resoive issues/grievan:

Monitors actions tzken until com-
pletely addressed or resolved. Kecps
all those involved abreast of the
latest updzstes on tne actions taken

Draws learning from the issues/corn-
plaints and sitner addresses
iss.es/gaps or recommands palcy
‘enhancement that perpstuate griev-
ances and implements pro-active
course of action




Level 1 Basic

Communicates the course pian,
onjectives, processes 2nd roles
basad on specified guidelines 1o
clarify expectations from tha group
interaction (e.g. training, mesting,
cc.)

Cpens sessions positively and
introduces self cheerfLlly tc estab-
lish rapport

Gives simple and clear instructions
o encourage participation and build
on participants’ individual conti-
dernce

Uses agenda, training /activity time
tablo to kecp process on track and
meving forward within agreed time

Careful in dsolaying personal biases
and refrains from providing strong
©0oinions to encourage oarticipat on
and smooth flow cf discussions

Uses guidelines i handing dissent-
g opirions and resoving issues
when faced with common concern
areas and seeks acvicz for unfamil-
iar ccncerns

Level 2 Intermediate
Presents agenda, objectives clearly
to attain agreemems on roles,
group processes and ground rules

Uses different techn ques in intro-
ducing membszrs cf the group to
2ach other and establishing rappart

Listens attentively. uscs , para-
phrasing, questicns and prabing n
clarifying points and simplifying
complex concents, ideas and
Issues with the participants and in
ansuring sffective traffic of ciscus-
sions.

Consciously paces activities, dis-
cussions in such a way that partici-
pants are given equitable furns fo
participate whie ensuring that
proccss goals are attained at pre-
scribed time

Use facts and avoids personal bias
In dealing witn conflict situations.
and handles cisruptions discreetly

Listens, questions and summarizes
group outputs to ensure clarfica-
tions

Level 3 Advanced

Uses creative ways in presenting
agenda, objectives to generate buy-in
on roles, processes and ground rules,
and o effectivaly manage the tasks
and process goals of the interactior

Fvaluates conduciveness of environ-
ment and suits it {o the objectives of
the interaction, needs and character-
istics of parficipants

Listene to and observes participants
and adopts aopropriate feclitation
"mode’, depth, timng when inzerven-
ing on contert or procssses

Interprets and confirms participants’
verbal anc nen-verbal communication
to (denty those who necd clarifica
tion 2nd feedback and Lses appropri-
ate techniques to probe/expand the
discussion or limit/segue to succeed
ing tapics/issiies

Usgs tact, numor and acts firm but
understanding when managing dis-
1uptive Lehavior

Directs questiors aprropriately and
create opportunities for leamers to
contribute 1o tne discussion
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Using knowledge of group dynamics and processes to effectively pvov;dn appropriate structure and environment for achieving
over-all goal of interaclions like lraining sclving problems or accomp

1g lasks or reaching consensus.

Level 4 Expert

Evaluales Uhe qualily of group

dynamic and its impact on the
attzinment of over-all learning

ohjective

Demicnslrates the ability to make
mid-program adjustmants when
oxtraordinary circumstances occur
and still deliver the learning session
effectively

Demenstrates sensitivity to emo-
tional dynamics cf grcup and
adjusts communication and
actions 1¢ ensure smooth interac-
lion

Coaches/mentars others on how
to communicate cbservations/con-
clusions/pzrceptions to fac litate
assimilation of feedback

Evaluates now faciitators arc able
1o pick up cues and group moods
to enhance greup facilitation skills

Develops standards, guidsiines
and evauation of group facilitation




FUNCTIONAL
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Using knowledge of group dynamics anc processes tc effectively provide appropriate structure and environment for achieving
over-all goal of interactions like training sclving problems or accomplishing tasks or reaching consensus.

Level 1 Basic

Communicates the ccurse plan,
onjectives, processes and roles
bzsed on specified guidelines 10

clarify expectations from the group
interaction (e.g. training, meeting,

Opens szssions positively and intro-
diices self cheerfully to establish
rapport

Gives simple and clear instructions.
to encourage participation and build
on participants’ individ_al confi-
dence

Uses agenca, training /activity time
tale to keep progess cn track and
moving forward within agreed time

Careful in displayng personal biases
and refrains from provicing strong
ooinions to encourage participation
and smeoth flew of discussions

Uscs guidglines in hanaling dissent
ing opinions and resoling issues
when faced with common cencern
areas and seeks zdvice for unfamil-
iar concerns

Level 2 Intermediate

Presents agenda, objectives clearly
to attain ﬂgreemenls on roles,
group processes ad grourd rules

Uses different technigues in intro-
ducing members of the group to
sach olher and establs ing rapport

Listens attertively, uses, paraphras-
ing. questions and probing in clari-
fying points and simplfying comolex
coneepts, idcas and issucs with the
participants and in ensuring effec-
tive treffic of dscussions

Consciously paces 2ctvities, dis-
cussions in such a way that partici-
pants are given cguitabe turns to
participate while ensuring that
process goals arc attained at ore-
scribed time

Uses facts and avoids perscnal oias
In dealing with conflict situatons
and hardles disruptions discreetly

Listens, questions and summarizes
group outputs to ensure clarifica-
fions.

Level 3 Advanced

Uses creative ways in presenting
agenda, objeciives to generate
Euy-in on roles, proccsses and
ground nules, and ‘o effectivaly
manage the tasks and process
goels of the interaction

EvalLates conduciveness of environ-
ment znd suits it to the objectives of
the interacton, nceds and charac
feristes of participants

Listens to and observes particpants
and adopts apprepriate facilization
*mode", cepth, timing when inter-
vening cn content or processes

Interprats and confimms particpant’s’
verbal and non-verbal communica-
tion to identify these who need clari-
fication and feedback and use
apnropriate tachniquss to probe/ex-
pand tre ciscussion or lmit/segue
to succeeding topics/issucs

Uses tact, humor and acts frm but
understanding wren manzging dis-
ruptive behavior

Directs questions appropriately and
create opportunities or earners i

contribute to the discussion

Level4 Expert

Evaluates the quality of group
dynamic and its impac: on the
attainment of cver-all learning objec-
tive

Bemonstrates the ability to make
mid-pregram adustmens when
extracrd nary circumstances occur
and stil celiver the lzarning session
cffectively

Demongtrates sensitivity to cmo
tional dynarics of group and adusts
communication and actions to
ensure smooth interaction

Coaches/mentors cthers on how to
communicate observaticns/conclu-
sons/perceptions to facilitate assimi-
lation of feedback allowing client
interoretaticn o be

expressed — “reflector role”

Fvaluates how facilitators are able to
pick up cues a~d group moocs to
enhance group facilitat on skills

Develops standzrds, guicelines and
evauation of group facilitaton
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FUNCTIONAL

Setting and abiding by administrative processes internal to one's unit. Providing administrative support to one's unit by coordi-
nating meeting logistics, cocumenting meetings, archiving and organizing files, and arranging for certain transactions.

Level 1 Basic

Knows and fcllows administrative
protocols within one's own unit

Takes note of important details of
a meering to create simple doou-
ments such as minutes or sum-
maries of agreements

Follows up meeling attendess on
agreed-upon next steps, as per
tha minutes or summary of
agreements

Maintzins orderly and complete
documentary requirements of
DSW/D related information in a
file

Demcnstrates awareness of doc-
uments needed *ar spacitic
reocrts or transactions

Level 2 Intermediate

Ericourages other emoloyees
within one's own unit to tollow
internal administrative protocols

Maintains the archive of all docu-
ments pertinent (¢ ong's own
unit

Processes administrative trans-
actions (e.g., travel processing]
involving nterface wilh stake-
haldars outside DSWID

Maintains an updzated databank
system of DSWD-related infor-
nation which includes mater als
ralatad to the work of the unit

Easily monitors the status and
orogress of information through
the database system

Level 3 Advanced

Establishes and enforces admin-
istrative protocols within one's
cwn unit

Organizes and ensures orderly
and sasy-to-use archive of all
documents pertinent to one's
own unit

Ensures that all acministrative
transacticns cf one's own unit
are accomplished in a timely
manner

Suggests ways cn how the
catagass can be further
improved

Generates raports and simple
analysis cf requested information
through the catabase systern

Level 4 Expert

Creales policies and orocedures
in order to improve 2dministra-
tive protocols within onzs's own
unit

Charmpions the imolernentation
of systems 1o ensura excellent
documentation

Suggests ways to improve
administrative protoculs within
one's own unit, sucn that trey
beceme more efficient

Develops a systematic and orga-
nized filing system for records
managament for all information
related to work of own unit

Ghampions improvemznts in tha
way dala and records are
managed




Level 1

Demenstrates complets and
accurate understanding of
DSWD's performance
managemsnt process

Basic

Collates performance manage-
ment forms and c-sates simple
summary rsports

Level 2 Intermediate

Implemerts the performarice
management process of DSWD

Parforms simple analysis on oer-
farmance management results
and works with cunczrned
HROEB incumoents on the dis-
semination of the rasuits

Level 3 Advanced

Ensures the efficiency and timeli-
ness of the psrformance man-
agement process of DSWD

Analyzes performance manage-
ment results and works with
concerned stakeholders for
appropriate rewarding schemes
and improvement nitiatives
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Demonstrates knowledge of. adhering to, and improving DSWD's internal practices and government-wide policies (e.g.. CSC,
DBM) related to perfermance management.

Level 4 Expert

Constantly reviews Lhe perfor-
mance management oracess of
DSWD and ensures it is bench-
marked with best practices in
private / other government
agencies

Champions the conduct and
implementation of the stratsgic
performance management
syslem and performance gover-
nance system




Level 1 Basic

Demenstrates familiarity with the
different componants of a com-
petency-based jeb dosceription

Dernonstrates knowledge of gov-
‘ernment recruitment forms,
systems and palicies prescribed
by GSC

Sources applicants hrough tradi-
tional recruitment channsls -
e.q., bulletin boards, website
advertisements

Goordinates the implementation
of onboarding activities based on
a pre-set program

Level 2 Intermediate

Creales compelericy-based job
descriptions aligned witn the
tasks, outputs and required
sompetencies by consulting with
stakeholders and the corre-
sponding supervisor

Processes applications in com-
pliance with prescrived CSC
protocols

Sources applicants through
nen-traditional recruitment
channels, as desmed fit. Uses
information such as age bracket
or experierice level to iderlify the
most suitabla recruitment
channel ie.g., JobStreet,
Linkedin, social networks)

Creales cnboarding materials
that ars aligned with ths pre-
scriocd program design

Level 3 Advanced

Conducts compstency-based
intervisws to determine an apoli-
cant's fit with the rcquired com-
petencies of a position

Coaches other members of
cne's team on C3C recruitment
protocels

Forecasts the manpower nzeds
of one's bureau/unit based on
anticipated activitiss and budget
constraints

Designs onboarding program
and activities for DSWD new
hires that is consistent with
DSWD's strategic thrust, core
values, core competencies and
leacership brand
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Demanstrates knowledge of and acheres to DSWD's internal practices and government-wide pelicies (e.g., CSC, DBM) related
to recruitment, placement, and selection.

Level 4 Expert

Cuacties clhers on fiow to
conduct & competency-basad
intarview, and how to assess an
applicant's competencies

Suggests and implements ways
to streamline DSWD's recruit-
ment process within the ocunds
of CSC policies and standards

Estlablishes a consistent recruit-
ment brand that s suitec to
one's target talent pool, in
accordance with DSWD's core
values, core competencies and
lezdership brand

Seeks out feedback on the
existing onboarding program,
and uses that feecback to
suggest possible improvernents




Level 1 Basic

Demenstrates awareness of the
simple terms and concepts in
one's ficld of rescarch /
advocacy

Level 2 Intermediate

Researches regularly and keeps
up o date information with the
devslopments and new advance-
ments on research in one's fiela
of research/ advocacy

Level 3 Advanced

Researches to undarstand and
anticipate whers emerging
rescareh trends can adcquatcly
support business needs

and nracesses
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Searching for trends, news. and best practices within one’s field; Keeping up to date on the trends in one’s area of research and
applies it to ona's work.

Level4 Expert

Acls as & subject maller expert
in one's field of research /
advocacy

Ensures best practices are
implernented in DSWD vassd on
emerging research trencs

Creates position papers, official
documents, and research
studies based v a sound under-
standing and analysis of
research trends




FUNCTIONAL

Uses various social media platforms 10 engage and obtain feedback from stakeholders. and cisseminate information about the
events, pelicies, and programs of DSWD

Level 1

Knows how to post and share
content through popLlar sacial
mcdia platfcrms (c.g. Twitter,
Facebook, stc)

Basic

Kesps U to date with trends in
social media

Responds to simple cliznt
terdback made through social
media

Level 2 Intermediate

Conslarlly updates social media
pages with relevant links and
content

Maintains cons stently branded
content acruss popular social
media plattorms (e.g. Twittar,
Facckook, ctc)

Escalates complicated client
feedback Lo concerned parties
within DSWD or to its affiliatad
partners

Level 3 Advanced

Develops short term social
media campaigns for specific
DSWD progrars

Actively salicits fecdoack from
clients folliwing DSWD's social
media pages

Collahorates with DSWD's com-
munications cluster ¢ develop a
unified branding strategy for the
agency

Level 4 Expert

Develops sustained, consistenly
branded sacial media campa gns
for interconnected DSWD
programs

Suggests ways Lo inprove
existing sacial media campa gns

Cellzborates with involved units
to improve the services of DSWD
in response Lo client feedback

Uses social madia analytics to
increase the reach of DSWD's
socia media oages thtrough
various ssarch engine oplimizz-
tion techniquies




Level 1 Basic

Speaks clearly and uses
lznguage and tone that is undar-
stood by the target audicnec

Presents and concucts selfin a
decent and credible manner
observing gensrally acceptable
standards of grooming

Addrasses queries and asks
questicns tc check if objectives
of pressntaticn are achieved

Surmmarizes key puints of the
presentation and answars quie:
tions and concarns raissd by the
audience 1o clarify and empha-
sizo points

Level 2 Intermediate

Pronourices words correctly and
lises stiitable grammar and
syntax whan speaking tc targst
audience

Prasents and conducts self in a
aredible 2nd approachanle
manner anc cstabl shos rapport
with participants sasily

Ercourages queslions and uses
ditterent questioning teshnicues
to determins if objectives of pre-
sentation are achieved

Makes rmeaningful transitions
from one topc or activity 1o the,
next and uses verbal and link-
age/synthes's techn ques to
smphasize salient points of pre-
sentation

Level 3 Advanced

Uses aporepriate words, adjusts
volume, pace, tone, and inflection
cf veice and language te suit the
target audience’s number, needs,
charactaristics, ane capabilities

Uses a variety of media and pre-
scrtation aids like cxamplzs,
illustrations to creative phrasing,
analogies, quotations, rhetorical
ueslions, and comparing and
conrrast ng concepts to enhance
learning anc understanding

Purposely uses varbal and
non-verbal communication that is
free of bias je.g. sexual, racial,
religious, cultural, and agg) to
promate audience engagement

Organizes key concepls and
covers key points clearly and
conciscly, simplifics complex
concepts, ideas and infarmation
using verbal enhancers that mare
fully communicare and explain
essential concepts and informa-
tion
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Demonstrating the ability to verbally convey a message, information and ideas clearly and concisely to a targst audience using a
varlety of media and language that suits their needs ana characteri

Level4 Expert

Evaluales use of language, tone,
grammar znd general message
delivery during presentat.ons to
provide guidelines in ensuring
that language and tone used
are suitable to taryel audience

Adjusts prescntation mothods
and use of language to achieve
the optimal level of preductive
intzraction considering the caoa-
bilities of target audienca

Guides the direction of the dis-
cussicn, and enhances trainees'
understanding of the cortent
and concepts based on the
feecback of trainees

Develops procedures, guidelines
and Lraining malerials 1o
ennance anc evaluate presenta-
tion skills of others




Level 1 Basic

Writes routine and simple corre-
spondznce/communications (i.e
minutes, simolc memos) using a
template

Cathars, consolidates and sum-
marizes data/info that will sup-
plement the report. Valicates
data/information

consistency

Self-edits words, numbers,
Iaotters, sentences, ncluding cap-
itzlization, lower case, punctua-
tion, phonetic notation

Level 2 Intermediate

Writes formzl correspunderices
and reparts tor higher lavel man-
agement and similar external
audience, corractly conveying
the intendsd message and
2nsuring proper gramrnar anc
structure

Anticipates the cata/informatior
needed by the rzcipient and
caplure these on the report

Documents and articulates
oolicies, processes and proce-
dures accurately, and in a tcne
and language that the intendec
us san follow

Level 3 Advanced

Preparss grammatically and
structurally proper and articulate
complex written comocsitions
such as project updates involv-
ing *he analysis of various infer-
related data/ activities/ issues

Dirccts content and flow in the
generation of reports

Develops wr lten compunicaticn
matarials which meet ths infor-
mation requircments of the
DSWD, its parlner institutions,
benaficiariss of its pregrams/ser-
vices and other staksholcers
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Communicating ideas, facts and quantitative data in written form, with intent to inform, persuade or cause to take action, using
appropriate grammar and following correct syntax, sentence and documeant structure.

Level4 Expert

Prepares technical documents.
stich as concept papars and
project proposals in a style that
captures the interest of and per-
suades its intended audience to
cormimit sizeaole resources

Articulates tho central argument
or purpase of the papst/orcposal
and provides strongly related
supgorling points and appropri-
afe evidence. Apoeals to bath
the intellect and emotions

Performs final evaluztion cf
writlen rsport/document Lo aligr
content to the agency policies &
quicelines and thrust and direc-
tion of the program




Level 1 Basic

Speaks clearly and uses
lznguage and tone that is undar-
stood by the target audicnec

Presents and concucts selfin a
decent and credible manner
observing gensrally acceptable
standards of grooming

Usas prascribed media and
methods of conveying the
message. presenting information
and idoas to target audience,
and avoiding unnecessary body
movemen®s ana adlibs

Addrasses queries and ask ques-
tions to chock if objectives of
presentation are achieved

Level 2 Intermediate

Pronourices words correctly and
lises stiitable grammar and
syntax whan speaking tc targst
audience

Prasents and conducts self in a
aredible 2nd approachanle
manner anc cstabl shos rapport
with participants sasily

Gererally atlempts to use differ-
ant meadia and pressntaticn tech-
niquss to sustain the interest
and maintain participation of
target audience

Ercolirages quastions and uses
different questicning technicues
to determing if objectives of pre-
sentation are achieved

Summarizes key points of the
opresentation and answers ques-
ticns and concerns raised by the
audience to carify anc empha-
size points

Level 3 Advanced

Uses appropriate words, adjuss volume,
pece, tone, end inflectian of voics
language to suit t1e target aLdences
number, nseds, characteristics, and
capabiltes

Preserts ans conduts seff cradily nd
drasses es approcriale Lo the Large!
aLdence. type of trainirg or activity and
coaches cifiers on benaving apprapriately
Uses 2 varisty of techniques flcebreakers,
SLE', Name Games) to cstablish rapport
ard elicit target audience participation
Usce a varisty of media and presentation
aids lie examp es, il_strations to creative
phrasing, aralogies, quotations, rhelorical
questons, and comparing and cantras:
ing cancepts -0 enhance leaming and
urdzretenging

Furposely uses verbal and non-verbal
commurication that is free of bias (e.g.
sexual, recial, religios, cultural, and age)
1o premote audience engagemen:
Organizes key corcepts and covers key
points clearly and concisely, simpiiies
complex concepts, ideas and informaticn
using ve-bal enhancers that more fuly
commuricate a1d explein essential
cancepts and information

Makes maaningful transiticns from one
tocic or activity to the naxt and Jses
verbal and lirkage/synthesis '

to emphasize salent points of precenta-
tion
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Demonslrales the ability lo convey a message, information and ideas clearly and concisely 1o a largel audience using a variely of
media and language that suits their needs and characteristics.

Level4 Expert

Evaluates use of language, tens,
grammar and genaral messa
delivery durng presentaticns to
provide quidslines in ensuring that
language and tone used are suitable
1o target audience

Uszs sumrmarzation, bridging, and
segue techniques approgriztely and
mzintains continuity between
sections of the presentation and
mentars others to do the same

Adjusts presentation methods and
use of language to achieve the
opiimal level of productive nterac-
tion considering the capabilitiss of
{arget audiznce

Guicee the dirccton of the discus
son, and ennances rainees' under-
standing of the content and
concepts based on the feedback of
trainses

Enharices, substitutes or creates
media as aporopriate te the necds of
the trainees

Develops procedures, guidelines and
trainng materils to en-ance a~d
evaluale presentation sklis of others
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Developing, formulating & reviewing for enhancement processes, policies and procedures which govern the execution of tasks,
activities, or projects, in order to ensure work is accomplished and required results are celivered effectively and efficiently.

Adopting measures to drive compliance, and being proactive in responding t
experience, feedback, emerging technologies anc new direction.

Level 1 Basic

Follows established pelicies and pre-
scribed processas and procedires in
owrn area of work

Studies the manual of the projects
involved in to familarize seif on
existing policies/ g idelines to he able
to respend to questions from cenefi-
ciaries, collaagues and partners in the
fiold

Assists and/or gives guidance tc ban-
eficiaries on how to comply with
requirements

Explains the mmediate and long-term
consequances of non-corrpliance

Roviows documants suomitted to
check completeness and compliance
to policies and standard procedurss,
icentifies errors or inadequacies and
advises the ather party on how to
comply

Demonstrates the proper way of fil-
ing-up the forms

Gives feedbacx to supgrvisor on diffi-
culties encountered in following
eslablished processes and proce-
dures

Level 2 Intermediate
Educales and provides lechnical
assistance to field colleagues,
partners and other stzkeholdérs on
the program procedures and the
importancs of compying

Explains ths rationale for poh:tss
&nd procedures vis-a-vis progr
Dblcc( _U:[:)\. ang the overall manda(o

Thinks of practical ways 1o improve
the process n eccomplishing the
task at hand or suggests how
forms/procedures can be simplified

Goaches on-the-grownd partners
an how to chack correctness of
data and completeness of dacu-
merts against reqmmments Pom s
aut choke points and provide:
guinance on how to mefrorrﬁ them

Reminds co-workers about the
propsr accomplishrment and
retrieval of forms

Spots difficutties, corfusion and
Issues smanating from the absence
of clear procedues or pelicies and
slevates this to the supervisor

Audits reports and documents and
performs fielc spot checking to
assess compliance rate and to
identify problems

Level 3 Advanced

Establishes clear, well-cefinsd pro-
cesses and procecurss in own area
of responsibility consistent with
broad project policies and orocesses

Suggests innovations to the existng
project processes and procedures in
order to address gaps in the imple-
mentzliun and delivery of resulls

Valicates teedback about limitaticns
in the existing processes, proce-
dures, for recommsnds
measurcs 1o Correct or Improve

Proposes documentaticn cf unwillen
policies cr development of proce-
dures where none exists, as bes's for
addressing problems in the field or to
alleviate issues/difficuities

Develops training and communica-
tion materials and methodologies
aimed at ecucatng colleagues, field
pariners anc beneficiaries on project
processes, proced.res and policies

Identfis developmental and cormpe-
tency needs of the staft to ensurs
effectiveress in delivering the
required process of work

opportunities for improving/streamlining based on

Level4 Expert

Formulates project policies and
implementation processcs and
procedures consistert with
project oojectivas and relevant
government rules

Devclops a Project Opcrations
Manual whicn serves as a refer-
ence for others

Benchmarks locally and interra-
tionally with similar projocts to
identify best practices and to
learn trom experiences, and in‘a-
grates thase in the formulation of
processes and procedures

Apples procsss analysis tech-
nigues and similar scentific tools
when designing processes and
formulating procedures

Integrates use of zpplicavle
technolagias (cemmunications,
computing, web, stc.) and other
technology-supported processes
whengver practical




Moniloring and coordinating the implementation of plans, policies, tasks and aclivilies of programs & pre

by the agency, and taking action to meet quality and performance geals

Level 1 Basic

QOvsrsees implementation of
on-the-ground activities and is on
hand <o address issues/ccncerns

Analyzes Accomplishment
/Progress Reports to idertify gaps
and discrepancies vis-a-vis the
Wark end Financia' Plen

Corrplies with esteblshed oroce-
dures in addressing gaps and/or
escalates these to the next level
authority when prescribed
remedies are inadaquate

Meets with on-the-ground employ-
ees (¢ secure feedback on issues
and concerns in the imglementa-
ticn o activities

Securss/organizes resources
and/or disseminates information
needed by on-the-ground employ-
oes and partriers following estag
Iishied procedures

Arranges for technical ass stance
to en-the-ground employees on
how to deliver cuality services

Level 2 Intermediate

Sels up a visible monitoring system
to track the area/cluster progress
zgainst specific prograrm/project
performzance rmetrics and other
measures

Conducts regular meetings with
an-the-ground employees end
partner institutions to discuss pro-
gram/project status, and fo surface
issues ‘hat have fo he managed

Acopts ways to cope with inade-
quacizs on resources to ensure
qualily services are slill delivered on
time. Recomrmends to the rext
level authority ways 0 augmerit
rescurces

Checks complignce of
on-the-ground partner- insttutons
to agroed del veraoles or counter
part work/other commitments es
per MCA, and cialogues with them
to agres how this can be addressed

Explorss alternztive solutions ta
issues and concerns, which hinder
progress of plans/aclivities, culside
of prescrioed remedies. Taps the
help/intercession of higher authori-
ties and/or external parties, includ-
ing LGUs

Level 3 Advanced

Manitors compliance o the pro-
gram/gro.ect Reg onal Werk and
Financial Plan by requiring fleld teams
to arovide regular upsate on the status
of resources and activites conductad
Regularly mzets area supervisors 10
discuss accomalishments against pro-
gram/croect performarnce mietrics and
1o facilitate action planning for keepng
performance cn track

Evaluates tre impact of the activities in
the arearegion Ly conducting spot
check with beneficiary grouss

Checks furictionality of uther councils
that plays significart role in program
implerrentation. Nialogues with them
to clari’y expected deliverables, 35255
performance anc agree cn action
plans for roving forwar

Develogs a case for securing addi-
tional resources beyond the approved
hudgat/allacation to highar leve
bosses, and/or taps atent sources
outside the zgancy, in order correct
lagging performance or to fast-track
delivery of outputs as neeced

Liaises with LGUS to promote the
program and gain their support

Acts as the program/project champlon
in the region of arsa assignment, rep-
resenting tha inferests of the pro-
gram/groect in all local venues (local
canteronces, local couneis, local
inedia, etc)
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ecls being underlaken

Level4 Expert

ans the overall policy framswork and
the implementation sirotogy for pro
aram/project, Integrating fts mplementa-

i Tha i o b b
o

Stands ready 1o update plans and iimple-
menation mechanisms to align with new
govemment poicy direction, ponsor
requrements, and with leszons leamest
Ses uo nationl evel orogranmyproject
monitoring systern that comy

Srogress agalnst baselne performance
targets

Adupls a regulr review mechinisim (o
assess the overal perormancs of the pro-
oram/project against senvice delvery
fargels, and deniries mechanismesirete-
gies to keep peromance on track.
Addresses programy/profect concerns at
the national level

Assusses if emerging conicerns or under-
yirg reason on gaps/discrepancies in tre
implementation are by reascn of policy
gaps, and consequently reviews/revises.
golcy to keeg in sieo with current reslties

s o tho progrmiproject chempion
within the organization and with ]
takeho\dsr ilng the |nte(als of
the progrm/project in natione venues:
Ihiopne (mg'ess naticnal and interna-
tional fora, national media, etc)
Dialogues with the zpEropriate authorities
n partner insttutions to press for compli-
ance to VIOA undertaxings




The exlent lo which one s able 1o effec

Level 1 Basic

Effectively provides pre, curng and
pes: event admin and logistics
support to projerts such as coordi-
nating venue arrangements with sug
pliers, dsseminzting invitee, following
up attendznce, preparing docurnents.
and mzlerials, elc.

Coordinates/liaises with oro,ec
agement/ mglementing unns 1o acili-
tale subrmiissio’ of required project
reports

Able to submit monitoring reports cn
the status of simple oro|

prescr bed lorms, on lime and wih
the cletail specified

Manages projoct data/in’
nized manner by maintzining a project
dala bese

Knows the project deliverables and
dssign/pian as contained in basic
project documants. sven though ger-
forming a support

Uses a calendar and ta-do lists es a
self-management and monitoring aid

When given assignments that have a
defined output and deadinz, can
work unsuoervised tc complete these
on time, with the resources provided
and al lhe qualily exoecled. Perforis
own coordinarion with nvolved partiss.

Level 2 Intermediate
Able to deliver reqguired outpuls of rel-
atively simple projects or special
assignments whose success relies
mostly on own input and initiative
&lthough input from a few entites are
reqire
Carrectly identifies tne project's/as-
signment’s resource requirements
{m=nnower, fime, equipment, materi-
23, etc) and individuals/units involvec
or whese inputs are required and
secures these from the superior or
officz from whom the special assign-
ment came from {orginating office)
Ceearly explains the participation/con-
tribution of ather paties, including
standards that have to be me
3s deadlines 2nd quality sp:
Uses tools such as a Gantt
chart/Project Schedule to manage
tivites

While performng own work, checks
on the progress and coordinates with
Inve partizs to ensure that dcac
lines are met

Regularly updates, in wntlng, the org-
inzling office on the stalus of the
project and alerts them o sues and
their imaact on deliverables

Takes action to address set-
backs/problems to ensure comoletion
of project/assignment and expscted
oulouls are deliverec within standards

Ively manage he various ¢

FUNCTIONAL

spects of a project in order Lo achieve ils objeclives or L
preduce its intended outcomes within a specified period, while ensuring optimum use of rescurces.

Level 3 Advanced

Prepares a Work Pap using appraprite
Ep:m o S o R RETE
e
roject over

ce olan, firancial plan.
aﬂ qua\ ty p!an fcr rojact componant
Identiies metics, standerds of peror:
marce, orfical stcess fectors an

indeators oritor and s resi ts
@ wd pul: n p\due - sy5Lem 12 lrack perfor-
Communicatss.

e s e e

Puts in place foe) contra, resource men-

agemert and qualty cont'ol m

Kéeosal i Waieh oiperi anga:

azainst cogt, quality and time, and ace
Pty G G0y 5 o o e

siarx

Assists with removing barers ancjor
v=s issues thal are imceding e
Progress o projedt team memoets
Coyoioss proged.res cnd oetabistios o
VBi sum as € proﬁct datacase and

proed S, for mestng
mninm‘a ion and rnmmmrah ion needs
Pt

Identifies thz ricks and Dfeﬁf€3 a Risk

i aaton Plan P Sonizes gl hos

action when s’: 2 F Is to be
i TG O Ui i~

ect

Proparos cericdic ovaluation assoson:
o
per

DQF’ER n the parformance of pre

Coaches clbers on Pw;u:.l Menagemer L
Tor sal scale project

Level4 Expert

Scends time up trort ocfining tho imolo:
mrentat on strategy in ine with the project
scops and TOR
Develops the roadmap for the project
guided by conoepts in Proect Lifecycle

2gemen, Logical Framework and
similer crojeci management epproactes
Devologs tho allowing pla: projeot gl

an, finncla plan, : ety par,

coaptarcs plar &nd o0 e pan
Defines project L)rgamzahund‘ :qume
malomontation arfangomento, cnd cpora
fional systems/proceriu

Lalgss wih uncing agencies, projest con-
ing
om’c’gﬁlun e

Prepares the necessary orders/cir:
remorande 9 formaize and dcaominats
project implerentat on aangements.
Mekieina on avereness of cofertel
itk proices andsualions, &n
approprately idcr spands =
SRt
develop

Evalugtes parformance cy reviewing
proaress toward goas endi opsretioral
plans and i 5 s needed

P-ovides on-gong project updales 1o key

stakoho dor

Igentifes lesecns leamsd/gcod orectices

from project tnat can be disseminated.

Formulates/rscommends policles,
approaches and strazegies for improvng

tHe management

Mentors Stbers o7 Pr

ject Management for
large scale/major projecte.




Organizing and maintaining of records and case folcers for proper documentation and reference.

Level 1

Maintzing orderly and complete
documentary requirerents of
clionts in a casc folder

Basic

Flles hard copy and e-cony in the
database system of records,
whish ars easy to retrieve

Level 2 Intermediate

Mairitains arn updated databank
system of case folders which
include the clients’ profils, dats.
raceived, status of the case, rec-
ommsndations and acticns taken

Fasily monitor the status and
progress of cases through the
database system

Level 3 Advanced

Generates report and simple
analysis of all the cases through
the database systom

Marxes systematis and arganized
filing system for recorcs manage-
ment of all case falders
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Level4 Expert

Develops a databank system to
systematically monitor all cases
handled by the Office




Level 1

Usas correct grammar, sentance
structure, and style in writing
reports

Basic

Follows the standard tormat in
repcrt writing

Validates accuracy and consis-
tericy of data gathered prior to
inclusion in the report

Level 2 Intermediate

Praserits appropriate and
complete information in a clear
and concise manner

Organizes subject matter and
datain a legical and progressive
manner to enstire that reports
arc complcte, comprohensive
and easy to understand

Caplures both qualitative and
quant tative data in the raport

Lcoks for essentizl details on the
activity conducted and as
required

Consolidales and sumrmarizes
data that will supplement the
roport

Level 3 Advanced

Presants analysis of infcrmation
presented and ablz to identify
appropriatc follow thru actions

Capiures the efiorts exarted and
strategies adopted to achieve
cesired turnout/results

Indicates all information that will

fac/litate better understanding of
the gaps / ssues / recommznda-
fions presented in the report

Anticipates the data/information
neeced by the managemen/-a-

cipient and capturs thege on the
report

Aligns centent of the report to

the agency policies / guicelnes
and thrust and direction of the

program
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Ability to have & handle on the intricacies of ideas and infermation, and translate it into simple and comprehensible werds;
Effectively communicating updates and issues capturing all essential details of the project.

Level4 Expert

Reviews content of report and
determine nscessary changes or
improvement

Gives inputs prior to the finaliza-
tion of report

Performes final evaluation on cem-
prenensiveness of the report, by
proof reading to cnsure modifica-
tion or enhancement or content
was made

Gives a sense of mutual account-
abllity in reviewing the centent of
report

Calls the attertion cf thuse
involved in reviswing documents
when discrepancy is spottcd




Communicating ideas, facts and quantitative data in writtan form,

Level 1 Basic

Writes routine and simpla corre-
spondznce/communications (i.e
minutzs, simple memos) using a
template

Writes an expanced range of
goodwill messages (i.e., thanks,
aoclogies, congratulations,
gel-we | wishes, goodwill, and
sympathy), following standard
formats

Qbscrves correct grammar and
siructure

Presents aporcpriate, complete,
and correct information/data,

sccurcd from reliable sources (ic.

directories, schedules, notices.
instructions)

Level 2 Intermediate
Wites forml L,urrespondbn[,% for
higher level managemient an

similar external atidience, correctly
conveying the intendad message

Writes repor's following a standard

fermet, to describe situations

and/or to report information that is

routine, but may occasionally

involve unique dala and/or creum-
] pm|ev,|/d<,llv|“/

Gathers, consolidates and summa-

rzes data/info that will supplement
tre report. Valinates data/in‘orma-
tion accuracy and consistency

Captures both qualitative and
quarlitzlive calz in the reoorl;
performs correct analysis on infer-
raton preseqted

Acctirately quotes, paraphrases
and summarizes resources

Documents and articulatcs policies,

proccsqos and proccdurcs accu-
ztely, and in a tone and language
Jve intended users can Tollow

Self-adits words, numbers, letters,
ces, including capitalzztion,
6, punchuation, phonetic

notation
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with intent to inform, persuada or cause fo taka action, using
appropriate grammar and following correct syntax, sentence and document structure.

Level 3 Advanced

Prepares grammaticaly and structur-
ally preper and articulate comolex
written compasitions such as project
updates invaling the analysis of
various inlerrela.ed dala/ aclivities/
issues

Organizes content to ensure logical
flaw of information 2nd/or idzas.
Uses appropriate transitions Lelween
major paints.

Anticipetes the data/intcrmation
needed by the rc pient and capture
thesz on the report

Provides strong and logical evicerce
&

to hack up observaticns, concusions
and/or recommendations

Develops wrritten communication
materials which meet the infcrmation
requirernents of the DSWE, its partner
institutions, bensficiaries of its pro-
grams/services and otner stakeholo-

ors

Revisws and edits written work of
lower-level personnel. Guides and
coaches others o hew to improve
their werk to conform with establisheo
standards

Level 4 Expert

Prepares technical documents
such as concept papers and
project proposals in = style Lhat
captures the interest of and per-
suados its intcnded audience to
commit sizeable resources

Articulates the central argument
or purposs of ths paper/proposal
and provides strongly related
supporting points and appropri-
ate evidence. Aopea’s to both
the intellect and emotions

Chooscs a communication
vehicle znd acjusts centerit &
style tc strategically influence
andfor gain supporl of target
audience

Performs final evaluation of
written report/documsnt to align
content to the agency palicies &
gudelines anc thrust and direc-
tion of thc program
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