
Recruitment Process and Checklist 

Based on the need of the government, Department shall initiate Recruitment Action to 

attract qualified applicant.  

Pursuant to Public Service System Rules and Regulations Part 3.1. No person shall be 

appointed to any position not exempt from the Public Service System until and unless that 

position has been properly established, classified, and authorized for recruitment. All new 

positions which are created and all established positions which are covered by the 

National Public Service System Act shall be filled only after careful examination and/or 

evaluation has been conducted on the qualifications of candidates and candidates 

have been interviewed for the position. 

 

Use the Procedure checklist to ensure that you provide documents and information 

required for the Recruitment process.    

  

 Request Letter to justify for new or replacement hiring 

  Personnel Action – Type of Action is RECRUITMENT (see sample below) 

 

RECRUITMENT CHECK LIST 



Attach Position Description for the position being recruited; Template 

available on the Bureau of Human Resources Website 

“Position Description” means a formal, official written statement by 

management documenting the assignment or reassignment of the duties and 

responsibilities of a position. (PSS R&R Part 15.2(j) 

Management Officials and Supervisors are responsible for planning, 

organizing, developing and assigning duties and responsibilities to positions; 

ensuring duties and responsibilities do not duplicate or overlap with other 

positions and that they are complete and accurate, full and sufficient for 

position classification and related purposes (PSS R&R Part 15.4) 

Attach Department Organizational Chart – this ORG Chart should show that 

the position being recruited exist within the Bureau/Division/Unit and is 

indeed vacant. 

Management Officials and Supervisors are responsible for assuring the 

development, preparation, maintenance, and submission of factual and up to-

date functions statements and organizational position charts which clearly 

depict such information as assigned and/or supervisory responsibility, 

organizational segment identification, employee names with official class titles 

and pay levels for the positions to which assigned, the title and pay levels of 

vacant positions which are funded and approved, and other similar essential 

details (PSS R&R Part 15.4(e)) 

  

 


