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Any misrepresentation made in the PDS and the
Work Experience Sheet shall cause filing of
administrative/ criminal case/s against the
person concerned

e The PDS may be accomplished using the MS
Word format or MS Excel format

e In the MS Excel format, all the tick boxes
will automatically be marked once clicked




e The PDS must bear the signature of the
employee and date of accomplishment at the
bottom of every page.

e A1l dates should be in numeric format:
mm/dd/yyyy

e Entries in the PDS may be filled out
through handwriting or via
typewriter/computer.

e If handwritten, entries should be in block
capital (e.g. PRINT) format using a pen.




e All information should be provided
accurately

e Put N/A if not applicable.

e For purposes of application to a vacant
position, the additional sheet for work
experience should be accomplished.
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Don't forget to indicate N/A

N

For holders of foreign/dual
citizenship, please select
from the dropdown list the
foreign country where you
were born/naturalized or
type/write the same in the
space provided therein.

List full names (fist name
and surname) of ALL your
children.

Period of attendance
are stated in school
years (e.g. 1992-
1996).

If graduated,
indicate N/A

Indicate in FULL all
courses taken in college
(e.g. ASSOCIATE IN ARTS,
AB ECONOMICS, BS
PSYCHOLOGY) .

For ELEMENTARY, indicate
ELEMENTARY.
For SECONDARY, indicate

HIGH SCHOOL.



Indicate all civil service
eligibilities earned with

corresponding rating, date
and place of examination/

conferment.

If earned eligibility entails
a license (RA 1080), indicate
the license number and its
date of validity.
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If not applicable, indicate
N/A

Indicate all civil service
eligibilities earned with

corresponding rating, date
and place of examination/

conferment.

Indicate monthly salary in
figures (e.g. P21,877).

Additional sheet for
work experience
should be
accomplished and
submitted together
with the PDS in case
of application to a
vacant position. This
should be
accomplished only for
work experience
relevant to the
position being
applied to.
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Indicate FULL titles of
learning and development
(L&D) interventions attended
during employment. Indicate
list from the most recent Trwalt
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Indicate the FULL name of
institution/agency that
conducted or sponsored the
program. DO NOT ABBREVIATE.
(e.g. CSC should be Civil
Service Commission).

Trainings such as: Induction,
Orientations or Value
Development Programs are
type: Foundational
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Indicate the FULL name of
references with the format
FIRST NAME, MI, SURNAME,
their addresses and
respective telephone numbers.

The PDS should be subscribed
and sworn to before the
highest-ranking Human
Resource Management Officer
(HRMO) of the agency, any
authorized official/officer
in the agency, any officer
authorized to administer oath
ot a notary public. Heads of
agenccies may delegate such
authority through an Office
Order.

. Are you related by consanguinity or affinity fo the appointing or recommending authonty, or to the
«chief of bureau or office or io the person who has immediate supenision over you in the Offica,
Bureau of Departmént whers you will be appociniid,

a. within the thind degree?

I, within the fourth degree (for Local Govemmend Unit - Career Employees)?

0 ¥Es 0O wNo
0 YEs 0 No
H YES, give datals

35. @ Have you ever been found guiltly of any administratve offense?

O vEs 0O wo
I YES, give details:
|b. Have you bean criminally charged before any court? O Yes 0 Ko
I YES, give detals:
Date Filed:
Slatus of Casels
36, Have you ever been comviciad of any crime or vislalion of any law, decres, ordinance or regulaton O ves O o
by any courl or tibunal? F YES. give *ml
37, Have you ever been separated from the service in any of the following modes: ressgnation, 0 YES £ KO
retirement, dropped from the rolls, dismissal, termination, end of teem, fisished contract or phaged ¥ YES. groe: detals
wout {abolition) in fhe pubdic or private sector?
38, a Have you ever been a candidaie in a national or bacal slection held within the last year (except o ves 0 ko
Barangay election)? If YES, give details:
I, Have you resigned from fhe government senice duning the theee (3)-month period before the last] O YES 0O wo
alecion to promoledacively campaign for a national or local candidate? WYES. give detals
39, Have you acquired the status of an immigrant or permanent resident of another country? O wes 0 no

 YES, give detals (country):

#0. Pursuant bo: {3) Indigencus People's Act (RA B371); (b) Magna Carta for Disabled Persons (RA
T277); and (¢) Solo Parents Welfare Act of 2000 (RA 8372), please answer the following items:

A Are you a member of any indigenous group?

b Are you a person with disability?

£ Are you a solo parent?

O ves
M YES, please specify

O no

0O ves O mo

i YES, please specify 1D No:

O wes O mo

if YES, please specify ID Ho:

41, REFERENCES [Person nl reiated try coRRanguiniy (e afinity 3 3ppicant (appontes)

ADDRESS

| agree thal any misepresenlabon made i this document and #5 altachments shall cause
administrative/criminal case/s againzt me.

42. | declare under cat that | have personally accompiished this Personal Data Sheet which is a tnue, comect and
complete siabement pursuant fo the provisions of pertinent laws. rules and regulations of the Republic of the
Philippines. | authorize the agency headisuthorized representative i verifyvalidate the contents staled harein.
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g hiher valdly issued goverrment D as indicated above.
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Indicate response to
questions 34 to 40 on the
right side of the sheet.
Provide details or
specifications for any yes
response.

Make sure to attach passport
size ID taken within the last
6 months.

Please do not attach computer
generated picture.



Attachment fo CS Form No. 212

WORK EXPERIENCE SHEET

. Instructions: 1. Include only the work expeniences relevant to the position being applied fo.

2. The durafion should include start and finish dates, if known, month in abbreviated form,

o

Indicate work experience from
most recent.

@ & & & @

Make sure that the indicated
dates in your Work Experience
Sheet are the same as the
dates in your Personal Data
Sheet.

if kmown, and year in full. For the current position, use the word Present, e.g., 1998-
Present. Work experience should be listed from most recent first. \

Sample: If applying to Supervising Administrative Officer

Duration: February 11, 2011 - present

Position: Human Resource Management Officer [1|

Name of Office/Unit: Finance and Administrative Service

Immediate Supervisor, Maria Estrada

Name of Agency/Organization and Location: Depariment of Human Resources, Metro Manila

« List of Accomplishments and Contributions (if any)

o Developed recruitment plan
» Designed training program for retirees under EO 366

s Summary of Actual Duties

- Responsible for the management of the recruitment and selection process and the
coordination of training activities of the Department; provides assistance in the
management of the Division's programs and activities and performs other related
functions.

Duration: January 2, 2002 = February 10, 2011

Position: Administrative Officer Ill

Name of Office/Unit: Finance and Administrative Division

Immediate Supervisor: Celia Romano

Name of Agency/Organization and Location: Department of Finance

+ List of Accomplishments and Contributions (if any)
«  Summary of Actual Duties

o Responsible in performing administrative and technical tasks e.g., pre-screening of
applicants, , preparation of monthly report on accession and separation, report of
appeintments issued, preparation of minutes of meetings of various HR committees
and monitoring of trainings conducted, responds to queries and performs other
related functions.

(Signature over Printed Name

Indicate the date of
accomplishment in mm/dd/yyyy.

of Employee/Applicant)
Date: J



