Republic of the Philippines
CITY OF BACOOR

Province of Cavite

OFFICE OF THE SANGGUNIANG PANLUNGSOD

CITY ORDINANCE NO. CO 14-2014
Series of 2014

AN ORDINANCE APPROVING THE NEW ORGANIZATIONAL STRUCTURE OF
HE BACOOR CITY SOCIAL WELFARE AND DEVELOPMENT QFFICE WITH
HEIR CORRESPONDING PLANTILLA POSITIONS.

Sponsored by: Hon, Miguel N. Bautista, Hon. Rowena Bautista-
Mendicla, Hon. Venus D. De Castro, Hon. Bayani M. De Leon,
Hon. Leandro A. De Lean, Hon. Reynaldo M. Fabian, Hon. Edwin
G. Gawaran, Hon. Victorio L. Guerrero Jr., Hon. Hernando C.
Gutierez, Hon. Roberto R. Javier. Hon. Gaudencio P. Nolasco,
Hon. Reynaldo D. Palabrica and Hon. Avelino B. Solis.

WHEREAS, the Cily Social Welfare and Development Office
CSWD) requested the Sangguniang Panlungsed through City Mayer,
on. Strike B. Revilla, for the approval of its new organizational structure
ncluding its plantiila positions.

WHEREAS. the proposed recrganization will enable the CSWD fo
berform its mandate of delivering program and services, covering and
atering fo all types of clientele categones from children, youth,
omen, family, elderly, persons with disabilities, the community, as wasll
ns the operation of the city government's Halfway House/Shelier for
hildren, youth and other members of the community needing special
rotection.

MOW THEREFORE, be it ordained by the Sangguniang
Panlungsod of the City of Bacoor, Cavite THAT:

Seclion 1. The following plantila positions under the Cily
hocial Welfare and Development Office are hereby reorganized:

POSITION # OF SALARY JOB DESCRIPTION

—]

(ITEMS = GRADE |
Heads the CSWDO in the owver-all
City Gov't. 1 25 operation of the office and the
ept. Head | implemantation of ifs major programs I
ity Social of CEWDO.
alfare & Provides technical support to the
e 1. Oificer) LCE s on areas of sockal walifare,
Provides assistance fo the City Social
City Gov't. | | 23 Welfare and Dev't. Officer in the
sst. Dept. | | over-all operation of the office and in
ead | | . the implementation of the major
| | programs of CSWDO. |
| | Heads the Program and Planning
social 2 22 | Division and Administration and
alfare Officer Support Services Division.
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Majar Pr::-gf-::tm“[re. . Wamen Welfare,
Community Wellare, Child Weltare,
Youth Welfare, Perons with Disability
Wellare, Eldery Welfare, Instifutional-
Based for CICL, Instifutional- Based for

Sireel Children).

Handles Adoplion

Eeferral Seclion,

Special

Resource &K

Cases

Section, Courl-Relaled Cases Section
for Dislrict 1 and Distric! 2.

—t

) Social 14
alfare Officer

Responsible in the implementation of -
the CSWDO Programs and Services in
five (5) assigned barangays.

| Social | 14

To provid & sU m:ic':-[-r'ﬁésis.:-:: nce fo the
social workers in the implementation
of programs, projects, activities.

alfare Alde

Ald or assistant to professional or
associate staff in the implementation
of social services project, day to day
tasks, routinary work and clerical jobs
(i.e., houwseparenis ol Halfway House,
shelter, Susiainable Livelihood Worker,

Mutrition Aide).

Conducts early childhood core and
development activities o pre-school
|children in every barangay as per
Eepublic Act 8980 (ECCD Low) and
Fepublic Act 4972 [Barangay Level
Total Development and Profection of

Children Act].

|} Records |
Hi:_:_Er |

D) Project || &
aluation
bfficer 1

| In-charge of the Record Section.

14

Ensures records

aclivilias are

aocordance with

proceduras, ol

management

performed in
stondards and

records

of  the

department mainfained, fronsfered

and disposed of

| policies.

10

[3] Nutritionist- |
ietician 1l '

Responsible for

the

accorcding fo

records

classification and storage scheme of

the deparfmeant.

Provides technical

coaching and menforing
implementation of livelhood projects
in preparation for the furn-over fo the
city government of more than 7,000
FPantawid beneficiaries and the
I Sustainable Livelihood Program fwo

years from now,

| In-charge [g]

18

impiemeantation
Frogram of fthe

~ the

of the

LGLU.

supervision/monitoring  fo

Program

Unit

assslance,
in thea

owver-all
Mutrifion
Frovides
MNutrition |

staff. |
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| Develops/prepares manual for
Mutrition Education. Maintains
| records/ profile of nuirtion program
and beneficianes. Provides
| recommendation and technical
_i support to CSWDO. |
Assesses nutilional needs, status of
4) Mutritionist- l 14 the chidren in the community.
iefician Il Provides  nulitional  counseling.
Monitors program implementation in
| the barangays fo ensure complionce
to prescribed standards. Assists in the
development/preparation of manual
| for Nutrition Education.
Implerments  programs, projects,
} Mutritionist- ] 10 activities for nutrition in the barangay.
ietician | ' Conducts Nufriion Educalion and
counseling. Refers of clients to other |
| agencies for assistance.
Coordinoles, ossists  in building
5) | 7 stronger and efleclive relolionships
ammunity among the communities.
evelopmen!
ssistant |

Coordinates with all stakeholders all |
7) 1| 11 communily programs, projects and
ommunify activities of the depariment. Keeps
fiairs Officer 1 | all schedules of community activities
| and sending of appropriate nofices. |

g8) Youth | 10 Responsible in identifying ond
eyl Oificer | organimng youth and youlh groups.
Maintains list of youth aged 12-25.
| Facilifates meeting. Underakes data

collection/profile of yvoulh. |
|

P} Youlh I 14 Implerments youth focused
ev't Officer 2 community development projects.
Coordinates youth development
program (o other stokeholders.
Submifs reporfs, recommendation.
Initiates activities that will improve the
delivery of youth program.

In-charge of the plonning and
[} Youlh i 18 development of aclivities for voulh.
ev'l Officer 3 Provides assistance to Youth Wellare
Unit in-charge in the implementation

| of program, projects and activities of
| youth. . :
Performs inventory conlrolds and keep

|} Warehousa | & quality standards.
ar | Receives and processes warehouse
stock products [pick; unlood, lobel,
| store).

= = _ |Keeps a clean and sale working |

— e —
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and ur;;’r.i.r'niz-es spuEE |

Completes -:I'l::lm logs iniu inventory.

SUDETVISHON

'wr:nrk areq.

contral.

| Cantar,

project.
Ensures
machines

Maintains
reconds,

7] Admin. 7 | various machines including sorters,

sst. | interpreters, reproducing machines

cmiputer and compulers.

perm-:::nr 1] Performs related clencal dutes.
Initialize ferminalks for each problem
and operale terminals in
| accordance with operafing
instructions.
Maintgins net, orderdy equipment

ared,

—— e

I chﬂrge of the meal preparafion af
3} Cook 2 | 5 Halbway House and Shelter, Assists in

- Assists in the prep-::ruhc:n.-"cc:oking of |
} Cook 1 | 3 compiete and nufritious meals.

Assists in the cleaning of kitchen area

and general

equipment and inveniory conirol.

maintenance of

and instruction of

| Productivity Center.
Collects, reviews um:l |nfrc:.|duces data
&) Admin. 1 & Into a compuler.
ide V| [Dala Operales all office equipments,
onftroller ) Responsible for reviewing the existing
data and o comect of updalie when
it is necessary.
accurate

and ofther

subordinate cooks. Assisls In menu
ptanning and recipe development.
Responsible in checking supplies at
Assists in the 5EW|ng and production
4] Yeamsiress I 2 of garments,
[ | products at the Productivity Cenlear.
Monitors the sewers as to quality

finished

[ | |F.:e5pz::.nf.i.b'|e in  producing theren’r
5) Tailor - 3 patterns for sewing at Productivity

[ Frovides work and cosl estimofe on
finishing/complefing a garment

or
maintenance of fhe |
and equipmenti of

database

Compiles stalistical report.

Assists with venfication and editing of
input and output aata.

Performis guality control analysis.

Performs routine prm:edl_-refs uhhzmg :

| Assists wi;h_u::-:;-ph'-:'_:l and retneval of |
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tapes and disks.
Required to key punch data in bulk
, | and indiviaual job lofs.

| | Cleans and maintains floor surfaces,
2] Admin I 1 | cailings and windows.
icle | (Uility Ensures appropriate disposal of frash.
orker ) Cleans restrooms and replenish

[ | SURpties,

i | — = —— — —
| Assists office staff in custodial services
9] Admin | 9 3 | and grounds keeping aclivities,
iche I [Utilify | Assists slock personnel in handling
Norker (I _ inventory duties along with providing

support in recewving, verfying and
storing  office  supplies. Moves
equipment and furniture around the
| building.

| Receives mails, communicalions.

[} Clesk | ] 3 Operates office machine,

Assists visitors. clienfs. and enferiain
QuUeries.

Opens and routes incoming mail.
) Clerk 2 | 4 CNSWErS comespondence and

prepares outgoing mails.

Performs other clerical dufies.

Compiles and maintains records It:::TI

[2) Clerk 3 1 & office tronsactions and office
ctiviies. Performs varely or similar
clefical duties and utilizing
| knowledge of systems or procedures. |
Conftrols admission of unauthorized
) Watchman i 2 persons and/or vehicles on shift when
| performing dufies, perform guard |
cdulies, day and night, o ensure

security of personnel and property.
Acts (s 13 recaptionist and/or
information office during weekends
| and official holidays. |
Paftrols grounds fo ensure the security
4] Walchman | | | 4 of personnel and property. Includes
questioning suspicious PErsons,
checking their personal belongings.
Direcls clients, wvisitors 1o their

bar 1 1 | location. _
In-charge with the over-all provision
5l Watchman | ] 7 of sofety to the penonnel and

| | profeciion of properiies.

[ Monitorssupervises subordinates.
| ' Reports sofety hazords and other
| - _| anomalies o supervisors.
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Seclion2.  Date of Effectivity. --This Ordinance shall ifoke
effect immediately after it has been published once in a newspaper of
general circulation in the Cilty of Bacoor and afler it has been
approved by the Sangguniang Panlalowigan of Cavite,

Section3. Separability. -- Any provision of this Ordinance
declared void by any court of law shall nolt affect the other provisions
hereof not affected by such declaration.

Section 4. Dissemination. -- The Sangguniang
Panlungsod Secretariat is hereby direcled to fumish the following with
certified true copies of this Ordinance:

a) the City Social Welfare and Development Office;

B} the Human Eesources Development and Manogemend
Department; ond

c) all other government offices and agencies concemed.

APPROVED this 7™ day of March 2014 at the Cily of Bacoor.
Prawince of Coavite,

| hereby cerfify that the foregoing Ordinance is frue and cormrect
and that if was duly approved in accordance with law.

Cerlified by:

E 5. EVARISTO
Vice Mayor/Fresiding Officer

Attested by:

SHIELAB. LAIO
S sing Admin. Officer

Approved by:

HGH.;%E. REVILLA, PhD

City Mayor

[Date of Approval)
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