CENTER FOR INTERNATIONAL TRADE EXPOSITIONS AND MISSIONS
NEW EMPLOYEE ORIENTATION (NEO) REPORT 2024

MEETING o mployee TIME 9:00 am to 12:00 nn
METHOD/APPROACH | One-on-one Orientation | LOCATION HRMD Office
ATTENDEES

1. Florence Pearl M. Buensalido - Division Chief, HRMD

2. Fel Andrue Pardo - HRMO IV, HRMD Secretariat

3. Sarah Diaz - HRMO 1I, HRMD Secretariat

4. Joana Mae Lopez - HR Specialist, HRMD Secretariat
New employees:

5. Katherine Anne Villanueva - Human Resource Management Assistant

6. Mary Ann Baldemoro - Trade Industry Development Analyst

7. Danamae Anaya - Trade Industry Development Specialist

8. Marius Nortez - Planning Officer I

9. Genidel Talaue - Accountant |11

10. Joseph Arellano - Chief Trade-Industry Specialist

11. Joseph Bemat - Department Manager 1l

TOPICS OF DISCUSSION

About CITEM

The New Employee Orientation commenced with an overview of CITEM's background, highlighting
its legal mandate, the vision, mission and core values. The organizational chart of CITEM was
discussed and the current set up under the interim functional structure.

CITEM, as a government owned and controlled corporation, emphasized to its new employees
that “public office is a public trust”. They were reminded that they are accountable to the public and
are expected to perform their duties with the highest standards of responsibility, integrity,

competence, and loyalty, act with patriotism and justice, lead modest lives, and uphold public

interest over personal interest, as outlined in RA 6713.

In summary, the discussion on Norms of Conduct for Public Officials and Employees outlines
expectations for personal conduct in official capacities, stressing professionalism, intelligence, and

faimess while discouraging discrimination and promoting political neutrality and responsiveness to
the public. The discussion further delved into the Prohibited Acts and Transactions, which prohibit

involvement in regulated private enterprises, unauthorized professional practice, nepotism,

disclosure of confidential information, and acceptance of gifts, while also mandating prompt

divestment in case of conflicts of interest. Lastly, specific guidelines on office decorum, including
attire and work arrangements, were addressed.

Timekeeping and Payroll

For the timekeeping and payroll section of the orientation, it started by discussing timekeeping
policies firstly by introducing the CITEM's electronic daily time record (eDTR) which is the system
that the employees use for timing in and out. Following this, an overview of leave policies outlined
in accordance with Rules XVI of the Omnibus Rules Implementing Book V of EO 292 was provided.

Employees were then briefed on the payroll processing procedures and the deadlines for
submitting payroll requirements. Additionally, the session covered government-mandated benefits
including GSIS, Pag-IBIG, and PhilHealth, with a representative from GSIS invited to discuss their
offered benefits. The section concluded with a discussion on Statement of Assets, Liabilities, and

Net Worth (SALN) guidelines, along with pertinent reminders for proper SALN completion.




V.

Performance Evaluation & Other Recruitment Procedures
The performance evaluation and recruitment procedures outlined include several key components:

1. Probationary Period: under Rule V of the 2017 CSC ORAOHRA, newly appointed
employees undergo a probationary period of six months. During this time, they undergo
two performance assessments, each lasting three months, to evaluate their capability and
character. Attaining a "Very Satisfactory" rating on both assessments results in automatic
permanency. A performance evaluation calendar guides employees on submission
deadlines.

2. Performance Evaluation (IPCR/DIPCR/DePCR): Employee output should align with
performance metrics outlined in the Annual Operating Plan. Ratings are based on Quality,
Efficiency, Timeliness, and an average of these factors. The rating scale ranges from
"QOutstanding" to "Poor".

3. Promotion: To be eligible for promotion, employees must meet specific criteria:

» They must hold a permanent appointment and have served in their current position for
at least one year.

o They must have received a "Very Satisfactory" rating in the year prior to the
assessment, equivalent to two performance ratings.

These procedures ensure that employees are evaluated fairly and that promotions are based on
merit and demonstrated performance.

Learning & Development

The discussion revolved around the objectives, interventions, and procedures of the Leaming &
Development (L&D) program. It was emphasized that CITEM's L&D initiatives aim to implement
efficient human resource management and development through progressive systems and
targeted competency training. The focus will be on intensifying efforts to strengthen capacities
within specific job families, addressing competency gaps, and promoting optimal performance.
Moreover, programs will prioritize employee well-being, nurturing a commitment to public service
values. These efforts encompass a range of capacity-building initiatives such as scholarships,
intemational participation, competency-based training, wellness programs, industry exposure, and
diverse forms of on-the-job training. Access to these interventions is facilitated through HR
initiatives, employee requests via the HR Training Request Form on the Intranet, or supervisor
interventions, ensuring a comprehensive approach to professional development.

V. Tour of the Workplace

Provide a tour of the workplace, including key areas like meeting rooms, break rooms, and other
important locations.

JOA G. LOPEZ

HR S

Noted By: l

FLOREN RL M. BUENSALIDO

Chief, HRIYID
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By 2023, CITEM is a globally
recognized export promotion
agency that brings Philippine
products and services in priority
markets.

We enable Philippine companies
to become global champions
through sustainable export
promotion programs and
activities.
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CENTER To market and promote the Philippines as a
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T y AR and services in the GLOBAL market
INDUSTRY, ITS ATTACHED AGENCIES, AND FOR OTHER PURPOSES
] through TRADE FAIRS and MISSIONS and
EQ 242 July 1987 AMENDING EXECUTIVE ORDER No. 133, SERIES OF 1667 other EXPORT PROMOTIONS PROGRAMS.
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Transparency Seal > Citizen's Charter
Unk: htips;//citem gov.ph/

CENTEN Fou mitERwAT,
EXPOTITIONS AND

REVISED CITIZEN'S CHARTER
s of 28 February 2022

An Act Establishing a Code of Conduct and
Ethical Standards for Public Officials and
ok

10

Promote high standards of ethicsin

Public officials and employees shall at all times be
accountable to the people, and shall discharge
their duties with utmost responsibility, integrity,
competence, and loyalty, act with patriotism and
justice, lead modest lives, and uphold public
interest over perscnal interest.

Y ——
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2. Commitment to Public Interest

always uphold the public interest over

sy @)

3. Protessionalism > -
perform and discharge their duties with
the highest degree of excellence, sﬂ_,_'

profassionalism, intelligence and skills.

13
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and shall not discriminate against

Public officials and employees shall
remain true to the people at all times.
They must act with justness and sincerity

‘anyona, espacially the poor and the
undarprivileged.

5, Political Neutrality

Mﬁmmurprgfmm
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7. Commitment to Democracy

Public officials and employees shall
commit themselves to the democratic
way of life and values, maintain the
principle of public accountability, and
manifest by deeds the supremacy of
civillan authority over the military.
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8. Simple Living

Public officials and employees and their
families shall lead modest lives appropriate

expeditiously.

« Act immediately on the public's personal
transactions.

+ Make documents accessible to the public.

snsanrrenic )
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Prohibited Acts and
| mancalssdmatetaliterest | Transactions ©

(\]

'Omwanmwmmmlnoﬂw employee,
consultant, counsel, broker, agent, trustes or nomines in any
private enterprise reguiated, supervised or licensed by thelr office 'g\.

unless expressly allowed by law.
a -
Engaga In the private practice of thelr profession unless authorized

(3}
mwmbwmhwﬂvnm

[4)
Disclosure and/or misuse of confidential information.

5) ‘
by the Constitution or law, provided, that such practice will not Salicitation ot acceptance of gifts: M.
contlict or tend to conflict with thelr officlal functions; or . ;
PROMSED ACTE | M0 o FROMBITID ACTS | RO .
21 22

A public official or employee shall avoid conflicts of Interast at all times. When
a conflict of Interest arises, he shall resign from his position In any private
business enterprise within thirty {30} days from his assumplion of office and/or -
divest himself of his shareholdings or Interest within sixty (80) days from such
assumption.

+ CASUAL ATTIRE is ALLOWED but should maintain
PROFESSIONAL LOOK as public servant

. OBSERVE mininum public HEALTH STANDARDS such as
wearing of face masks, if necessary.

+ For SWF attending Official Business {e.g facfory wisit,
photoshoot efc), wear APPROPRIATE ATTIRE as agencys
representative.
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+ Must be on "ON-CALL DUTY" during office hours

 Must maintain o PROFESSIONAL POSTURE and APPEARANGE
during online mestings, webinacs o training (must be n PROPER
GROOMING)

- MOONLIGHTING or SIDELNE JOBS cuing office hours i
STRICTLY PROKIBITED

s (@)

* All employees must observe PUNCTUALITY at all times whether
= i

+ Observe *ON-CALL DUTY" from 7-8 AM up to 4-6 PM

« For any online meeting, employses must be VIRTUALLY
-CONSCIOUS and MINDFUL for his appearance or engagement

CEFICE DEDOMAY | MR ‘
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CENTER FOR INTERNATIONAL TRADE
EXPOSITIONS AND MISSIONS (CITEM) Program

Objectives

Learning
and
Development

Capacity Building Ways to Avail

Programs L&D
Interventions

1. HR Initiative

2. Employee Request
(HR Training Request
Form via Intranet)

3. Supervisor

Intervention
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Cantar for international Trade Expositions
and Missions (CITEM)
Performance Evaluation
and other
Recruitment Procedures

Flow of
Discussion

Q

PR MALNGE E¥LATION AND PECTUITNENT | MO D2

« it is understood that the first six (6) months
of service following an original appoi

will be probationary in nature under Rule V of
the 2017 CSC ORAOHRA.

+ it should be emphasized that during the
probati period the appoi shall

dergo two (2) perf -
three (3) months each - to appraise the
appointee’s capability and character. Both
performance assessments shall be Very

isf; (VS) for the probationer to be
automatically permanent.

FERFORSANCE TUALLATION M0 IETRUTVNT |10 O

Probationary Period

* Upon appoi a perf luati
calendar shall be sent to the employee for

guidance on the submission of his/her
performance evaluation.

= & months probationary period

PERFOSMANCE TVALUATION Sh0 ETEUTIENT [0 D%

Probationary Period
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PEREOMMANCE EVALUATION A PECRUTMENT |0 08

PREFQUMANCE EVALUATION 40 SECTUETUENT |1eai 08

Conductand implement of Training Programs o 90% of CITEM
2021.
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oRe PERFORMANCE £VRLUA TION a0 AESEUITMENT | oo o Ratiﬂg mie: PEAFOPMAANCE EVILUATION 400 FECTATUENT | WD "
= 4.651-5.000 - Outstanding
— 7 3.751 - 4.650 — Very Satisfactory
@ 2.351-3.750 - Satisfactory
- 1.451-2.350 - Unsatisfactory
T e— 1.000 - 1.450 - Poor
mwmmmm. IPCR/DiPCR/ IPCR/DiPCR/
DePCR DePCR
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PEREGAMANCE EVALUATION AND PECRUTHINT [WIMD . 08

I l TS ORAANCE £V UATION END RECTUTMENT | R0 "
S . = * Transfer
* Reassignment
- == + Detail
: hllly s
= Job Rotation
i » Designation
IPCR/DiPCR/ Recruitment Activities/
DePCR Movement
9 10
Promotion POF ST BTN AR (00 11 Promotion RS AL N AR A . 11
For appointment by promotion, For appointment by promotion,

employee must meet the following
requirements prior to the application:

- Applicant must be appointed on
permanent category and is currently on
present position for a minimum of one

employee must meet the following
requirements prior to the application:

- Applicant must be appointed on
permanent category and is currently on
present position for a minimum of one

(1) year. (1) year.
- Musthave Very Satisfactory (VS) rating - Must have Very Satisfactory (VS) rating
one (1) year prior to the date of one (1) year prior to the date of ;
assessment or screening (equivalentto  Recruitment Activities/ assessment or screening (equivalentto  Recruitment Activities/
two (2) performance ratings). Movement two (2) performance ratings). Movement

11 12
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Thank you!
Contact us:
i@citem.com.ph
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My PhilHealth

easy. fast. hassie free




SWORN STATEMENT OF ASSETS, LABILITIER AND NET SORTK
A o4 Qi i 2018
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Appointment P.cl m Sheet
Papers SALN

; NOSA, NosI Service Training Certificates
 (Notioe of Salary Adjustment -~ 9
i Pre-Employment

and Step Increment)
Memorandum Requirements

201 FILE

CONTACT DETALS:
Sorah Mhios M. Diar
HEMO N

smdios@oitern.com.ph

THANK YOU!




