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REPUBLIC OF THE FHIAETINES
DEPARTAMENT OF FINANCE
HUIEAL OF CUSTOMS
MAMILA

May 29, 2003
CUSTOMS MEMORANDLUM ORDER

NO. =200

To: Al Officials and Employees of the Bureau ol Customs
And Oihers Concernsl

Sulyject Policics, Rules, Reeulstions and_Procedurcs i the Selection and

Appointment of Personnel 1o the Post Futry Audit Groug
! b il B ARG 2 D uy 1. i

L OBRIFECTIVES

1 To (acilitate the stalling ol PEAG with gpealified candilales selecled based on
merit and Giness to the job using objective and multiple evaluation methuods;

* To set up a hiring and selection process that is transparent and consislient with
the vision, mission amd values of the Post Fntry Audit Groop (PEAGH) anl

1. T help ensure the delivery ol pralessienal services by the PEAG

1. SCOPrE

The policies, guidelines and procedures prescribed he ein shall povern the
processing of all applications of external anid internal candidates to all positions n the
PEAG plantilla, whether promotional, original, transler, reemployiment, or relnstatement

i1 all levels ol PEAG.

-

1L GENERAL PROVISIONS

| As [ as practicable, all positions mn the PLEAG plantilla shall be considered entry-

levvc] posilions JW



provecds o the next stapes.

CRITE LA

AL Fiocation:
i Dectoralmasteral/post - praduat e dewree

Ir Bocheln™s deprec

I, Appropriie Elivibility
a CESOMCSEL -
b BoardMar

| ¢. Carecr 'rofessional

d. Career Sub-Frolessional -

C. Relevant Worli Experience
a0 vears or nwre

Ioyears Lo -1 yoars

3o R years
Sl =3 years

B

D Relevant Training

Chiee (1) poind for every relevant traioie allended bul
nol tor exceesd T8 potnts

E. Relevant Honors & Awarids

Chie pomt Ton every redevant awand secenved Lul not
Lo exceeil 5

F. Examination Resulis
Seore points as aay be determined by the BOE Tu
el o eseeed O s

ALLOCATED
SCORE

[4-200
[h-15
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2 A cehibines shall conderso the following staees of selection processes
i Presscrecmmg ol qualilicatimns
be Workten examingtiony: psveheolooical & leclinical
¢ Tmpeeted selechon mlerview
o Backopound chicel
e Calibration mul vankine
I hledical cxamuution
3o Pre-sorecmng mud wrillen examnnsitoons aee ol iy steps beloee ane application

4 The Lilliwing sclection crteria shall be used mrankang qualilied candidates:

T TOTAL
SCORE
20

15

10




oo Bty cew Boesolis !

| Seore puinks s oua beodetenmimal byomadiidual

U yetsler s sevessment of iesviesw eeadis bl sl o i
| eceed 20 pings . |
L TFEA L SCORE | o [t

A Desmad ol Famminers ™ Scernmy Crooppnn s O DR S0 ) slusll D constiiated b}f
e Conmuissioner of Costoms wiich shall be tashed with the Tllowmg:

i Construet the technical Lest questions

o Underiake the so L?l!IIEIJI:'_.'. el apssessIne il getevitics [rome a-d ul 1L [qj

v Blonitor sl coondinate all activiiies Lo cnsure unplementation of the
Lz phan sccording o schodulbe

g Dndorse to e Personnel Scelection Board (P51 qualilicd candidates to
lill-up the PEAG positions

e, Biing o the Jevel of the PSE ssues and conces resulting [rom e
pnplementation of the hing HATE

¢ The compesition of the BOESC shall e as (ol

F  Pancl A 1 B _l':lilt'.l i3

Assistant Conunissione, PEAU Dncetor, Adommstralion

_ Over-all Clinnman AT = Co-Chiairmn ot O

PEAG (boterme o Permanent) | PEAG {laterionn on Permancntp Stall
Stall i 43 NMembers

| - (30 Members _ - o

| Chicl, HRAD - Scerela il Cluct, THRMID - Sectebanal

1. The tests shall consist of the following,

IYPEOFTEST | TECHNICALS MANAGERIAL | NON-TECUNICAL POSITIONS |
| ] Sf POSITIONS L
. Psyclwlogical Lests Alnility Tests Abality Tests
Supervisory lides Personality Lests

Lile Oeicntation

[ 2 Functonasl! Custons tuies & ropulatoons Clerical proficiency
koo ledue tests [ WTO  Costoms valuation
principhes

Risk manaeenwnt principles
Auchil principles
, Writing  aml  commmiscainm

. | shills
== ey . = 62[——
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The decision of the Conmessioner ol Costones in the selection of persoinel utiler
Elaiss Chalen skall Do Tinal.

PROCEDRURAL GUIDELINES

I

(1

The Hunun Besources Manaeement Division ¢ THEREX), as tlie Sceretanat of the
B, shall publish vacun posilions stating, therein the desaipton of the
puesition, prescribed gqualifications e teoms ol aducation, civil service eligibility,
et icice il lrmnm, as w chb e the pegemed compotcienes!'skally

The THRRD shiall mahe o preliminary evabuation teouzh paper scicening of
applications vis-a-vis presceobed Quaolilcation Stamdanl (0Q5)  All appheants who
meet the 1% shall be given the caanmation schedole winle those who will ol
el the O35 shall be mbommed accordoz]y

BSC shall administer the corresproshing exammations. The Board shall also
b vespuonsitile Tor scoving ad evaling the test vesults

Applicants whoe pass e tests shall e schoeduled e Tiopeled  Seleclion
herviews by the BOLSC members

Buckerommd cliceks shall be comdoeied Ty THRREY 1o validare the doaments and
otler inlinnedipn oltained through the interviews The results of the ackground
chivehs shandl Do included i the deliberation docimmnents o b eodorsed (o the PSIE,

The PSI shall convene to deliberats on the mital Tne-up ol candidales prepared
by BOLSSC. They may schedule Runther interviews with some of the candidates,
as needed.

The PSE shall e up the  Gd caskang of qualihed candidates wd recommend
the soome b e Conmenssioaser Do Tinal selecton.

The TIRWMIDY shall prepare and proecess appointocits in accordance with civil
service rules and regulations.  Peor To e submission of the appointment to CSC
ol the Department of Fiooes, the applicant shall be reguired Lo submit
Mledlical Lxammation Resulis ( plecae ol newo-peycludogical and drog-test).

Thuse who are nol selected shall e tencd accomdimaly and shall be included in
e Lalent pool for linure refeicnee

EFFECTIVITY

Tleis Oeeler shall take ellect ety and Shall kst sl revoked.
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