
 

 

 

 

 

 

 

 

 

City Investment Promotions and Public 

Employment Services Office 

 

External Services 

  



1. Applying for an Investment Incentive   

The City Investment Promotions and Public Employment Services Office ensures 

the granting of the Investment Incentive under City Ordinance No. 2023-014; 2023 

Local Investment Incentives Code of the City of San Fernando, Pampanga 

Office or Division: City Investment Promotions and Public Employment Services Office 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: Single Proprietorship, Corporation and Cooperative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

1. Three (3) copies of CIPO FORM 2023-
001 

City Investment Promotions and Public 
Employment Services Office, City Town Center, 
Calulut, CSFP 

2. Two (2) copies of project feasibility 
study/report of the proposed 
investment indicating the financial 
viability and socio-economic impact of 
the project 

Client 

3. Certified True Copy of Business Name 
Registration Certificate (for Single 
Proprietorship) 

Department of Trade and Industry 

Certified True Copy of the Certificate of 
Registration and Copy of the 
company's Articles of 
Partnership/Incorporation and By-Laws 
(for Cooperative) 

Cooperative Development Authority 

Certified True Copy of the Certificate of 
Registration and Copy of the 
company's Articles of 
Partnership/Incorporation and By-Laws 
(for Partnership or Corporation) 

Security and Exchange Commission 

4. Mayor's Permit and Barangay 
Clearance 

Heroes’ Hall, BLPD 

5. Company profile Client 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Receiving of duly 
accomplished 
forms with 
requirements 

1. Received 
application 
form None 10 minutes 

Patrick Neil 
Paningbatan 

Project 
Development 

Assistant 



City Tourism and 
Investment 
Promotions 

Office 

2. Payment of non-
refundable filing 
fees  

2. Release of 
the Official 
Receipt  

Based on 
the 

Capitalizat
ion/ 

Classificat
ion of the 
Project 

15 minutes 
City Treasurer’s 

Office 

3. Evaluation and 
validation of 
submitted 
requirements by 
the IPO for 
acceptance 

3. Evaluation 
of the 
submitted 
requirements 

None 1 Week 

Ina Isabel P. 
Ponio 

Project 
Development 

Officer 
 

City Tourism and 
Investment 
Promotions 

Office 

4. Issuance of Letter 
of Acceptance for 
the applicant and 
endorsement to 
the Board for 
evaluation and 
approval 

4. Release 
Letter of 
Acceptance 
for the 
applicant and 
endorsement 
to the Board 
for evaluation 
and approval 

None 

3 days 
(issuance of 

letter) 
1 week  

(endorsement to 
the Board) 

Ina Isabel P. 
Ponio 

Project 
Development 

Officer 
 

City Tourism and 
Investment 
Promotions 

Office 

5. Consultation with 
and evaluation by 
the Board for the 
granting of 
incentive 
(including 
preparation of 
Notice of 
Approval, position 
paper and Board 
Resol’n) 

5. Conduct 
Investment 
Incentive 
Board 
Meetings and 
Inspections None 

3 months (in 
Maximum) 

LIIB Secretariat 
and Investment 
Incentive Board 



6. Issuance of 
Notice of Approval 
from the 
Secretariat 

6. Release of 
Notice of 
Approval from 
the Secretariat 

None 10 minutes 

Ina Isabel P. 
Ponio 

Project 
Development 

Officer 
 

City Tourism and 
Investment 
Promotions 

Office 

7. Payment of 
Registration fee 

7. Release of 
the Official 
Receipt 

1/20 of 
the 1% 
of the 
total 

capitali
zation 

15 minutes 
City Treasurer’s 

Office 

8. Issuance of 
Certificate of 
Registration 

8. Release of 
Certificate of 
Registration 

None 5 minutes 

Ina Isabel P. 
Ponio 

Project 
Development 

Officer 
 

City Tourism and 
Investment 
Promotions 

Office 

TOTAL:  Not Applicable  

Note: City Ordinance No. 2023-014; 2023 Local Investment Incentives 
Code of the City of San Fernando, Pampanga 

  



2. Community-Based Skills Training 

Community Based Training strengthens individuals, especially those who are in 
marginalized communities, that seek to improve their livelihoods and contribute to their 
communities through self-employment and productive endeavors. Hence, to 
familiarize the core competencies of each training program in partnership with 
Technical Education and Skills Development Authority (TESDA).  

 

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail:  High School Graduate or Alternative Learning System (ALS) 
Graduate, out of school youth, unemployed, underemployed 
and/or disadvantaged workers 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay clearance  From their respective Barangay 

2. Photocopy of valid ID (Voter’s ID or 
Police Clearance and others) 

 

From their respective issuing agency 
(private or government) 

B.2 For Community 
Based Training 
 

    

1. Received the letter of      
    Intent addressed to  
    the Barangay 
Captain 
 

1. Submit a letter to 
Barangay Captain 
regarding our 
proposed training  
 

 
 

None 

 
 

5 minutes 

Dolor F. Aquino 

Supervising 
Administrative 

Officer 
Mary Ann C. 

Biliwang 

PESO Manager 
City Public 

Employment 
Services Office 

2. The barangay will 
inform their 
constituents regarding 
the training offered  
 

2. Post in the social 
media 
platform/Facebook 
Livelihood Skills 
Training Section  
 

 
None 

 
5 minutes 

 Anthony M. Canlas 

Manpower 
Development 

Assistant 
City Public 

Employment 
Services Office 

3. Call/inform training 
applicants for 
orientation 

3. Training 
Orientation 

 
None 

 
1 hour 

Dolor F. Aquino  
Manpower 

Development Officer 
II 

 



Anthony M. Canlas 

Manpower 
Development  

Assistant 
City Public 

Employment 
Services Office 

4. Attend training 
proper 

4. Monitoring of 
Training 

 
None 

 
1 hour 

Dolor F. Aquino 

Manpower 
Development Officer 

II  
 

 Anthony M. Canlas 

Manpower 
Development 

Assistant 
City Public 

Employment 
Services Office 

5. Attend Assessment  5.1 Coordinate with 
the Assessment 
Center 

 
None 

 
30 minutes 

Dolor F. Aquino 

Manpower 
Development Officer 

II  
 

Anthony M. Canlas 

Manpower 
Development 

Assistant  
City Public 

Employment 
Services Office 

 5.2 Training 
allowance or starter 
kit is provided 

 
None 

 
4 hours 

(Program) 

Dolor F. Aquino 

Supervising 
Administrative 

Officer 
 

Mary Ann C. 
Biliwang 

 PESO Manager 

 5.3 After 2 months 
employment 
monitoring 

 
None 

 
3 minutes 

(per 
graduates) 

Anthony M. Canlas 

Manpower 
Development 

Assistant  



 

City Public 
Employment 

Services Office 

6. Coordinate with 
TESDA regarding 
training report  

6. Submit the 
Training 
Management 
Information System  

 
None 

 
10 minutes 

Dolor F. Aquino 

Manpower 
Development Officer 

II  
 

Anthony M. Canlas 

Manpower 
Development 

Assistant  
City Public 

Employment 
Services Office 

TOTAL: None 
6 hours 
and 53 
minutes 

 

 

  



3. Employers’ Engagement 

Employers' engagement is the active collaboration between employers and the  
City, to improve workforce development and career readiness. This involves 
partnerships, work-based learning opportunities, and input on curricula to ensure that 
programs align with industry needs, creating a skilled talent pool that benefits both 
employers and job seekers. 

 

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Jobseekers and Employers 

CHECKLIST OF REQUIRMENTS WHERE TO SECURE 

For Employers 

1. Letter of intent (1 original) From the Employer 

2. BIR 2303 (1 photocopy) BIR 

3. DOLE Certification for Local Agency (1 
photocopy) 

DOLE 

4. POEA License for Overseas Agency (1 
photocopy) 

POEA 

5. SEC / DTI Registration (1 photocopy) SEC / DTI 

6. Business Permit (1 photocopy) BLPD 

7. Job Vacancies/Orders (1 photocopy) From the Employer 

1. Submit a letter of 

intent via email 

addressed to the City 

Mayor thru the CPESO 

Manager 

1. Receive letter of 

intent via email 

 

 

None 

 

 

5 minutes 

Ma. Mina U. 
Sabado/Kim 

Lenmuel P. Palisoc 

Administrative 
Officer IV/Labor 

Employment Officer 
I  

(City Public 

Employment 

Services Office) 

2. Proceed to Referral 

and Placement Section 

of City Public 

Employment Services 

2. Interview with the 

employer 

None 10 minutes Ma. Mina U. 
Sabado/Kim 

Lenmuel P. Palisoc 



Office if letter of intent is 

approved 

Administrative 

Officer IV/Labor and 

Employment Officer 

I (City Public 

Employment 

Services Office) 

3. Fill out an Employer’s 

Record Card (ERC) 

form 

3. Review the filled-

out ERC Form 

None 5 minutes Ma. Mina U. 
Sabado/Kim 

Lenmuel P. Palisoc 

Administrative 

Officer IV/Labor 

Employment Officer 

I (City Public 

Employment 

Services Office) 

4. Submit Company 

profile, Latest Business 

Permit, DOLE 

certification/POEA 

License, BIR 2303, 

SEC/DTI registration, 

and Job 

Vacancies/Orders with 

the ERC 

4.1 Review all 

submitted 

documents (if it is 

an overseas agency 

– verify license & 

Job Order through 

POEA website) 

 

 

 

4.2 Post submitted 

Job 

Vacancies/Orders 

at the CPESO 

bulletin board, 

social media 

account and SRS 

online 

 

4.3 Provide the 

employer with 

None 

 

 

 

 

 

 

 

 

 

 

None 

 

 

 

 

20 minutes 

 

 

 

 

 

 

 

 

 

 

15 minutes 

 

 

 

 

Ma. Mina U. 
Sabado/Kim 

Lenmuel P. Palisoc 

Administrative 
Officer IV/Labor and 
Employment Officer 

I (City Public 
Employment 

Services Office) 
 

Ma. Mina U. Sabado 

Administrative 
Officer IV (City 

Public Employment 
Services Office) 

 
 
 

Ma. Mina U. 
Sabado/Kim 

Lenmuel P. Palisoc 

Administrative 

Officer IV/Labor and 

Employment Officer 

I (City Public 



referred applicants 

profile on the 

Microsoft Excel 

 

 

 

 

None 

 

 

 

 

5 minutes 

Employment 

Services Office) 

5. Secure a letter of no 

objection/approval of 

Special Recruitment 

Activity or Local 

Recruitment Activity 

5. If the Employer is 

qualified for Special 

Recruitment Activity 

or Local 

Recruitment 

Activity, prepare a 

letter of No 

objection for SRA or 

inform employer of 

the approval of the 

requested LRA 

 

None 10 minutes Ma. Mina U. 
Sabado/Kim 

Lenmuel P. Palisoc 

Administrative 
Officer IV/Labor and 

Employment I  
(City Public 

Employment 

Services Office) 

6. Wait for the release of 

Letter of No Objection 

6. Recommendation 

and Approval of 

letter of no objection 

 

None 15 minutes Mary Ann C. 
Biliwang 

CPESO Manager 

(City Public 

Employment 

Services Office) 

7. Present the Special 

Recruitment 

Authorization (issued by 

POEA) to the PESO 

before the activity 

7. File the SRA and 

arrange with 

employer the start 

of recruitment 

activity 

 

None 5 minutes Ma. Mina U. 
Sabado/Kim 

Lenmuel P. Palisoc 

Administrative 
Officer IV/Labor and 

Employment 
Assistant  

(City Public 

Employment 

Services Office) 

TOTAL: None 1 hour and 

30 minutes 

 

 



4. Issuance of Mayor’s Clearance 

Mayor’s Clearance is a provision from the 2017 Revised Revenue Code and 
Market Code of the City of San Fernando, Pampanga under Article 52, Section  
205-207. It is a document issued to individuals who are residing in the city for local 
employment purposes. 

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Residents of City of San Fernando (P) who secure 

certification/clearance for purpose of employment 

 

Residents of City of San Fernando (P) who secure 

certification/clearance for purpose of entering military or police 

service 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. For employment  

1. Police Clearance / NBI Clearance (1 original) Local Police Station / NBI Office 

2. Barangay Clearance (1 original) Barangay Hall 

3. Community Tax Certificate (Cedula) (1 original) City Treasurer’s Office 

B. For military or police service  

1. Police Clearance / NBI Clearance (1 original) Local Police Station / NBI Office 

2. Barangay Clearance (1 original) Barangay Hall 

3. Community Tax Certificate (Cedula) (1 original) City Treasurer’s Office 

4. Municipal Trial Court Clearance (1 original) MTC 

5. Regional Trial Court Clearance (1 original) RTC 

6. Prosecutor’s Clearance (1 original) Prosecutor’s Office 

7. Voter’s Certification (1 original) COMELEC 

8. Birth Certificate (1 original) PSA 



 CLIENT STEPS AGENCY 

ACTIONS 

FEES TO BE PAID PROCES

SING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 

complete 

documents at 

Heroes Hall 

Lobby, 1st Floor 

1. Receive and 

check the 

requirements if 

complete and 

valid; issue 

employment 

details stub 

 

None 2 minutes Ma. Jesusa M. 
Sicat/Joshua F. 

Atlo 

Labor and 

Employment 

Assistant/Admin

istrative Aide 

(City Public 

Employment 

Services Office) 

2. Fill-out 

registration form 

and submit 

employment 

details stub 

2.1 Review 

employment 

details stub 

 

 

 

 

2.2 Register 

applicant to PESO 

Employment 

Information 

System (PEIS) 

None 

 

 

 

 

 

 

None 

3 minutes 

 

 

 

 

 

 

6 minutes 

Ma. Jesusa M. 
Sicat/Joshua F. 

Atlo 

Labor and 
Employment 

Assistant/Admin
istrative Aide 
(City Public 
Employment 

Services Office) 
 

Ma. Jesusa M. 
Sicat/Joshua F. 

Atlo 

Labor and 
Employment 

Assistant, 
Administrative 

Aide  
(City Public 
Employment 

Services Office) 
 

3. Proceed to 

referral and 

placement section 

room at 2nd floor 

3. Issue official 

receipt of Mayor’s 

Clearance 

 

PHP 150 (for 

purpose of 

employment) 

2 minutes Ma. Mina U. 
Sabado/Kim 
Lenmuel P. 
Palisoc/Ma. 

Jesusa M. Sicat 



Heroes Hall Bldg. 

for payment 

 

PHP 50 (for purpose 

of entering military or 

police service) 

Administrative 
Officer IV/Labor 

and 
Employment 

Officer I/Labor 
and 

Employment 
Assistant 

 (City Public 
Employment 

Services Office) 
 

4. Wait for the 

release of Mayor’s 

Clearance 

 

4.1 Prepare 

Mayor’s Clearance 

 

 

 

 

 

4.2 Recommend 

Approval 

 

 

 

 

 

 

 

 

 

 

 

None 

 

 

 

 

 

 

None 

 

 

 

 

 

 

 

 

 

 

 

3 minutes 

 

 

 

 

 

 

2 minutes 

 

 

 

 

 

 

 

 

 

 

 

Ma. Jesusa M. 
Sicat/Joshua F. 

Atlo 

Labor and 
Employment 

Assistant/Admin
istrative Aide 
(City Public 
Employment 

Services Office) 
 

Mary Ann C. 
Biliwang/Kim 
Lenmuel P. 
Palisoc/Ma. 

Mina U. Sabado 

CPESO 
Manager/Labor 

and 
Employment 

Officer 
I/Administrative 

Officer IV  
(City Public 
Employment 

Services Office) 
 

 

 

 



 

4.3 Approve 

Mayor’s Clearance 

 

 

None 

 

45 

minutes 

(per 

batch) 

 

Hon. Vilma B. 
Caluag 

City Mayor  
(City Mayor’s 

Office) 

5. Sign the 

receiving form for 

the Mayor’s 

Clearance 

 

5. Release 

Mayor’s Clearance 

 

None 2 minutes Ma. Jesusa M. 
Sicat/Joshua F. 

Atlo 

Labor and 

Employment 

Assistant/Admin

istrative Aide 

(City Public 

Employment 

Services Office) 

             

 

 

 

 

 

TOTAL: 

PHP 150 (for 

purpose of 

employment) 

 

PHP 50 (for the 

purpose of entering 

military or police 

service) 

 

 

 

 

1 hour 

and 5 

minutes 

 

 
 

  



5. Issuance of Working Permit 

Mayor’s Working Permit is a provision from the 2017 Revised Revenue Code and 
Market Code of the City of San Fernando, Pampanga under Article 44, Section 
177-  
182. Under Section 179. An individual Mayor’s Permit is required for workers or 
employees, 
 whether temporary or permanent, working within the jurisdiction of the City. 

 

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All workers or employees, whether working on temporary or 

permanent basis, under companies or establishments in the City 

of San Fernando.  

 

Exemption: All government employees and all professionals 

who are subject to the Professional Tax imposition pursuant to 

Section 139 of the Local Government Code. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Police Clearance / NBI Clearance (1 
original) 

Local Police Station / NBI Office 

2. Barangay Clearance (1 original) Barangay Hall 

3. Community Tax Certificate (Cedula) (1 
original) 

City Treasurer’s Office 

 CLIENT STEPS AGENCY 

ACTIONS 

FEES 

TO 

BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 

complete 

documents at 

Heroes Hall 

Lobby, 1st Floor 

1. Receive and 

check the 

requirements if 

complete and 

valid, issue 

None 2 minutes Ma. Jesusa M. 
Sicat/Joshua F. Atlo 

Labor and Employment 
Assistant/Administrative 

Aide 



employment 

details stub 

 (City Public 

Employment Services 

Office) 

2. Fill-out 

registration form 

and submit 

employment 

details stub 

2.1 Review of 

employment 

details stub 

 

 

 

 

2.2 Register 

applicant to PESO 

Employment 

Information 

System (PEIS) 

 

None 

 

 

 

 

 

 

None 

3 minutes 

 

 

 

 

 

 

6 minutes 

Ma. Jesusa M. 
Sicat/Joshua F. Atlo 

Labor and Employment 
Assistant/Administrative 

Aide  
(City Public 

Employment Services 
Office) 

 

Ma. Jesusa M. 
Sicat/Joshua F. Atlo 

Labor and Employment 
Assistant, 

Administrative Aide 
(City Public 

Employment Services 
Office) 

 

3. Proceed to 

referral and 

placement section 

room at 2nd floor 

Heroes Hall Bldg. 

for payment 

 

3. Issue official 

receipt of Mayor’s 

Working Permit 

 

PHP 

150 

2 minutes Ma. Mina U. 
Sabado/Kim Lenmuel 
P. Palisoc/Ma. Jesusa 

M. Sicat 
Administrative Officer 

IV/Labor and 
Employment Officer 

I/Labor and 
Employment Assistant 

(City Public 
Employment Services 

Office) 
 

4. Wait for the 

releasing of Mayor 

Working Permit 

4.1 Prepare 

Mayor’s Working 

Permit 

 

 

 

None 

 

 

 

 

3 minutes 

 

 

 

 

Ma. Jesusa M. 
Sicat/Joshua F. Atlo 

Labor and Employment 
Assistant/Administrative 

Aide  
(City Public 

Employment Services 
Office) 



 

 

4.2 Recommend 

Approval 

 

 

 

 

 

 

 

 

4.3 Approved 

Mayor’s Working 

Permit 

 

 

 

None 

 

 

 

 

 

 

 

 

None 

 

 

 

2 minutes 

 

 

 

 

 

 

 

 

45 minutes 

(per batch) 

 

Mary Ann C. 
Biliwang/Kim Lenmuel 
P. Palisoc/Ma. Mina U. 

Sabado 

CPESO Manager/Labor 
and Employment 

Officer I/Administrative 
Officer IV 

 (City Public 
Employment Services 

Office) 
 

 

 

 

Hon. Vilma B. Caluag 

City Mayor  
(City Mayor’s Office) 

 

5. Sign the 

receiving form for 

the Mayor’s 

Working Permit 

5. Release 

Mayor’s Working 

Permit 

 

None 2 minutes Ma. Jesusa M. 
Sicat/Joshua F. Atlo 

Labor and Employment 
Assistant/Administrative 

Aide  
(City Public 

Employment Services 
Office) 

 

TOTAL: PHP 

150 

1 hour and 5 

minutes 

 

 
  



 

6. Job Referral (Online)  

With the advancement of technology, job referral techniques have become more efficient 
and accessible. By leveraging digital platforms, AI-driven algorithms, and online networks, 
job referrals have become quicker and more targeted, allowing both employers and job 
seekers to connect more effectively. Technology has streamlined the process, making it 
easier to match candidates with the right opportunities and ensuring a broader reach for 
job openings. 

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Jobseekers and Employers 

CHECKLIST OF REQUIRMENTS WHERE TO SECURE 

For Job Seekers (Online) 

1. Resume/CV/PDS (1 original)  From the Job Seeker 

1. Submit resume/CV/PDS to 

job seeker email address: 

pesojobs.csf@gmail.com 

1.1 Review the 

submitted 

resume/CV/PD

S 

 

 

 

 

1.2 Proceed to 

job matching 

and forward the 

resume/CV/PD

S to employer 

 

 

 

 

None 

 

 

 

 

 

 

None 

 

 

 

 

 

 

3 minutes 

 

 

 

 

 

 

4 minutes 

 

 

 

 

 

Kim Lenmuel P. 

Palisoc 

Labor and 

Employment Officer 

I  

(City Public 

Employment 

Services Office) 

 

Kim Lenmuel P. 

Palisoc 

Labor and 

Employment Officer 

I  

(City Public 

Employment 

Services Office) 

 



1.3 Encode the 

jobseekers’ 

profile to 

Microsoft Excel 

for records 

None 3 minutes Kim Lenmuel P. 

Palisoc 

Labor and 

Employment Officer 

I 

 (City Public 

Employment 

Services Office) 

2. Wait for the Employer’s 

update regarding the hiring 

process. 

2. Contact 

Employer 

regarding the 

status of the 

applicant. 

None continuous Kim Lenmuel P. 

Palisoc 

Labor and 

Employment Officer 

I  

(City Public 

Employment 

Services Office) 

 

TOTAL: 

 

None 

10 minutes 

(w/ 

continuous 

timeframe) 

 

 

  



 

7. Job Referral (Walk In)  

Job Referral is one of CPESO’s core services as stipulated by the Republic Act 8759 
(PESO Act of 1999) and as amended by Republic Act 10691. Job Referral is an 
employment facilitation process that includes registration, preliminary interview as well 
as job matching, referral and follow-up with employers regarding employment referrals. 
It provides employment information services to job seekers, both for local and overseas 
employment, and recruitment assistance to employers. 

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Jobseekers and Employers 

CHECKLIST OF REQUIRMENTS WHERE TO SECURE 

For Job Seekers (Walk-in) 

1. Resume/CV/PDS (1 original)  From the Job Seeker 

CLIENT STEPS AGENCY 

ACTIONS 

FEES 

TO 

BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Fill-out 

registration/attendance 

form  

1. Review and 

confirm 

registration/attend

ance form if 

properly filled out 

 

 

None 

 

3 minutes 

Kim Lenmuel P. 
Palisoc 

Labor and 
Employment 

Officer I 
(City Public 

Employment 

Services Office) 

2. Submit 

resume/CV/PDS 

2. Review and 

assess 

resume/CV/PDS 

 

None 3 minutes Kim Lenmuel P. 
Palisoc 

Labor and 
Employment 

Officer I 
(City Public 

Employment 

Services Office) 



3. Interview Proper 3. Interview the 

job seeker and 

proceed to job 

matching 

None 

 

 

 

5 minutes 

 

 

Kim Lenmuel P. 
Palisoc 

Labor and 
Employment 

Officer I 
(City Public 

Employment 

Services Office) 

4. Wait while the referral 

letter is being prepared 

4.1 If qualified, 

prepare a referral 

letter; if not, 

encode 

applicant’s 

information on 

database for 

future referral 

 

 

4.2 Approve 

referral letter 

None 

 

 

 

 

 

 

 

None 

5 minutes 

 

 

 

 

 

 

 

10 minutes 

Kim Lenmuel P. 
Palisoc 

Labor and 
Employment 

Officer I 
(City Public 
Employment 

Services Office) 
 

Mary Ann C. 
Biliwang 

CPESO 
Manager 

(City Public 

Employment 

Services Office) 

5. Sign receiving form 

upon receipt of the 

referral letter 

5.1 Release 

referral letter 

 

 

 

 

 

 

 

5.2 Encode profile 

of jobseeker at 

None 

 

 

 

 

 

 

 

 

None 

3 minutes 

 

 

 

 

 

 

 

 

3 minutes 

Kim Lenmuel P. 
Palisoc 

Labor and 
Employment 

Officer I 
(City Public 
Employment 

Services Office) 
 

Kim Lenmuel P. 
Palisoc 

Labor and 
Employment 

Officer I 
(City Public 

Employment 

Services Office) 



Microsoft Excel 

for records 

TOTAL: None 32 minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

8. Skills Training 

Skills Training and Starter Kits are PESO programs which provide/enhance the 
knowledge, skills and attitude of trainees/learners who wish to engage in their chosen 
kind of skills training emphasizing, familiarizing and applying the core competencies 
of each training program in partnership with Technical Education and Skills 
Development Authority (TESDA).  

  

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail:  High School Graduate or Alternative Learning System (ALS) 
Graduate, out of school youth, unemployed, underemployed 
and/or disadvantaged workers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay clearance  From their respective Barangay 

2. Photocopy of valid ID (Voter’s ID or 
Police Clearance and others) 

 

From their respective issuing agency (private 
or government) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO 
BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

A. For Applicants 
 
1. Secure PESO 
Employment 
Information System 
(PEIS) Registration 
Form) and fill-up 
accordingly 
 
 

 
 
1. Issue PEIS 
Form 

 
 

None 

 
 

5 minutes 

Dolor F. Quino 

Manpower 
Development 

Officer II 
 

Anthony M. Canlas 

 Manpower 
Development 

Assistant 
 

Darwin M. Torno 

Administrative Aide 

City Public 
Employment 

Services Office 



2. Submit fully 
accomplished PEIS    
and Fill-up registration 
form 

2. Review the 
PEIS if properly 
filled 
up/accomplished 
 
 
 
 
 
 
 
2.1 Interview/ 
Skills training 
applicants 
 
 
 
 
 
 
 
 
 
 
 
2.2. If qualified, 
Refer to 
community-
based or school-
based training  
 

None 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 

3 minutes 
 
 
 
 
 
 
 
 
 
 
 

3 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 minutes 

Dolor F. Aquino 

Manpower 
Development 

Officer II 
 

Anthony M. Canlas 

 Manpower 
Development 

Assistant  
Darwin M. Torno 

Administrative Aide  
City Public 

Employment 
Services Office 

 

Dolor F. Aquino 

Manpower 
Development 

Officer II 
 

Anthony M. Canlas 

 Manpower 
Development 

Assistant  
Darwin M. Torno 

Administrative Aide  
City Public 

Employment 
Services Office 

 

Dolor F. Aquino 

Manpower 
Development 

Officer II 
 

Anthony M. Canlas 

 Manpower 
Development 

Assistant  
Darwin M. Torno 

Administrative Aide  



City Public 
Employment 

Services Office 

3. Wait while referral 
slip is being prepared 
for school-based 
training 

3. Prepare 
referral slip of 
partner technical 
vocational 
institutions 
(TVI’s) 
 

None 2 minutes 
 
 
 
 
 
 
 

Dolor F. Aquino 

Manpower 
Development 

Officer II 
 

Anthony M. Canlas 

 Manpower 
Development 

Assistant  
 

Darwin M. Torno 

Administrative Aide  
City Public 

Employment 
Services Office 

4. Sign upon receipt of  
 the referral slip is for 
school-based training 

4. Releasing of     
    referral slip of 
partner technical 
vocational 
institutions 
(TVI’s) 
 
     
 

None 1 minute Dolor F. Aquino 

Supervising 
Administrative 

Officer/ Manpower 
Development 

Officer II 
 

Anthony M. Canlas 

 Manpower 
Development 

Assistant  
 

Darwin M. Torno 

Administrative Aide  
City Public 

Employment 
Services Office 

TOTAL: None 16 minutes  

 
 
 
 



 

9. Technical Vocational Institutions Accreditation 

Technical Vocational Institutions aim to provide education and training that equips 
individuals with practical skills and knowledge in a specific course that enhances the 
knowledge, skills and attitude of trainees/learners who wish to engage in their chosen 
skills training applying the core competencies of each training program. 
 

Office or Division: City Public Employment Services Office (CPESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail:  High School Graduate or Alternative Learning System (ALS) 
Graduate, out of school youth, unemployed, underemployed 
and/or disadvantaged workers 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

3. Barangay clearance  From their respective Barangay 

4. Photocopy of valid ID (Voter’s ID or 
Police Clearance and others) 

 

From their respective issuing agency (private 
or government) 

B.1 For Partner TVI’s 
 
1. Submit a Letter of      
Intent addressed to  
the City Mayor through 
PESO Manager 
 
 
 
 
 

 
 
1.1 Receive letter 
of     
Intent 
 
 
 
 
 
1.2 Validate Letter 

 
 
 
 
 

None 

 
 
 
 
 

3 minutes 

Dolor F. Aquino 
Supervising 

Administrative 
Officer/ Manpower 

Development Officer 
II 
 

Anthony M. Canlas 
 Manpower 

Development 
Assistant  

 
Darwin M. Torno 

Administrative Aide  
 

City Public 
Employment 

Services Office 

2. Proceed to 
Livelihood and Skills 
Training Section of City 
Public Employment 
Services Office if letter 
of intent was approved 

 
2. Coordinate with  
 Partner TVI’s 

 
None 

 
3 minutes 

Dolor F. Aquino 
Supervising 

Administrative 
Officer/ Manpower 

Development Officer 
II 
 



Anthony M. Canlas 
 Manpower 

Development 
Assistant  

 
City Public 

Employment 
Services Office 

3. Post in the social 
media 
platform/Facebook 
Livelihood Skills 
Training Section the 
training offered by 
partner TVI’s 

3. Post in the social 
media 
platform/Facebook 
Livelihood Skills 
Training Section 
the training offered 
by partner TVI’s 

 
None 

 
5 minutes 

Dolor F. Aquino 
Manpower 

Development 
Assistant  
City Public 

Employment 
Services Office 

4. Call/inform training 
applicants for 
orientation 
 

4.1 Refer interested 
training applicants 
to partner TVI’s 

 
None 

 
3 minutes 

Dolor F. Aquino 
Manpower 

Development Officer 
II  
 

Anthony M. Canlas 
Manpower 

Development 
Assistant 

 City Public 
Employment 

Services Office 

 4.2. Monitor 
ongoing training 
with partner TVI’s  
 

 
None 

 
30 minutes 

Dolor F. Aquino 
Manpower 

Development Officer 
II  
 

Anthony M. Canlas 
Manpower 

Development 
Assistant 

 City Public 
Employment 

Services Office 

 
5. Partner TVI’s will 
submit training report 

 
5.1 After training 
and assessment  

 
None 

 
5 minutes 

Dolor F. Aquino 
Manpower 

Development Officer 
II  
 

Anthony M. Canlas 



Manpower 
Development 

Assistant 
 City Public 

Employment 
Services Office 

 5.2 Training 
allowance or starter 
kit is provided 

None 4 hours 
(Program) 

Jehanne Angelica S. 
Tiamzon 

Supervising 
Administrative 

Officer 
 

Mary Ann C. 
Biliwang 

 PESO Manager  
City Public 

Employment 
Services Office 

 

 5.3 After 2 months 
employment 
monitoring  

None 3 minutes 
(per 

graduates) 

Dolor F. Aquino 
Manpower 

Development 
Assistant 

 City Public 
Employment 

Services Office 

 
TOTAL: None 

4 hrs and 52 
minutes 

 

 


