Personnel for the PhilSys Registry Office
Terms of Reference

I. Background

The Philippine Statistics Authority (PSA) as the primary implementing agency of the Philippine Identification System (PhilSys) will conduct a project on the development of the National Identification System for 2018.
The PhilSys is envisioned to introduce a National ID to all citizens and resident aliens in the Philippines that will also serve as a social and economic platform of the public and private entities in the country in providing:(a) seamless service delivery, (b) enhancing administrative governance, (c) reducing corruption, (d) strengthening financial inclusion, and (e) promoting ease of doing business.

The implementation of the PhilSys has two (2) phases: 1) Proof of Concept (POC) Phase to register the System has two (2) phases: 1) Proof of concept Phase to register UCT beneficiaries; 2) Phase 2 covers the whole population of the country.

Prior to the implementation of the POC phase, the PhilSys Project Team (PPT) expects to have the following key outputs and activities:

· Undertake information campaign to promote PhilSys;

· Coordinate with PhilSys consultants with regards to the Technical Specifications of PhilSys;

· Provide assistance with respect to its technical requirements (e.g. system, architecture, registration, conformance of hardware and software, de-duplication, authentication, and monitoring)

· Conduct bidding and procurement activities for the PhilSys;

· Carry out pilot testing on registration and ID production; and

· Develop central and frontline capacity for steady state.
Hence, there is a need for experienced and technically capable personnel to man and monitor the development of the national identification system for Twelve (12) months starting in December 2018 to December 2019.

II. PhilSys Registry Office (PRO)needs the following:
PhilSys Registration Service (PRS) 

A. Three (3) Information Technology Officer II (P65,319.00/month) – SG 22
1. Assists the Chief in the discharge of the functions relative to the application and enforcement of the Philippine Identification System Act (RA. No. 11055); 

2. Exercises administrative control and supervision over the Registration Center Management Division;

3. Prepares general plan and program for the improvement of the Philippine Identification system of the country and the improvement of quality and quantity of statistics;

4. Directs and coordinates the functions, activities, and work program of the different sections and unit of the division;

5. Takes appropriate actions on behalf of the Chief and/or against the violation of the PhilSys Law and/or against irregularities committed by the PhilSys personnel;

6. Examines and signs all certifications and communications pertaining to PhilSys registration;

7. Represents the Chief in meetings, conferences, and other seminar gatherings as may be designated by the Chief;

8. Reviews monthly and Annual Accomplishment Reports of each Section/Unit;

9. Coordinates with PhilSys field staff in matters pertaining to PhilSys registration.

10. Supervises the processing of PhilSys registry documents; and

11. Performs other tasks that may be assigned by supervisor/s.
B. Three (3) Information Technology Officer I (P45,269.00/month) – SG 19

1. Supervises and coordinates the work of all personnel assigned to each unit within the division;

2. Make assessments and analyze the development of PhilSys infrastructure in all its phases;

3. Identify and evaluate the software and hardware infrastructure in compliance with PhilSys requirements;

4. Assists in the preparation of technical specifications as maybe required by PhilSys in accordance with existing laws, rules and regulations.

5. Assess and evaluate technical proposals of solution providers in the establishment of the PhilSys.

6. Provide technical assistance to the PhilSys in all context of systems development including appropriate support systems;

7. Reviews, coordinates and communicates the daily progress and other relevant information to management and recommends corrective measures when necessary;

8. Evaluates individual performance within respective units in the implementation of work programs considering the wellness of personnel;

9. Echoes or cascades acquired knowledge from trainings/workshops/study visits/seminars; and

10. Performs other related work that may be assigned by the supervisor.

C. Four (4) Information Systems Analyst II (P33,584.00/month) – SG 16
1. Collaborates with PhilSys counterpart(s) and with his/her respective Registration team(s) in the preparation of User Specification Documents and System Design and Specification document;

2. Develops the programs/modules assigned, in collaboration with PhilSys counterpart(s) and with his/her respective Registration team(s);

3. Prepares the detailed documentation of the programs/modules assigned;

4. Performs unit testing of modules/programs developed and/or those developed by ISA I;

5. Assists ITO I in the development of their assigned modules/programs;


Assists ITO I System has two (2) phases: 1) Proof of concept Phase to register UCT beneficiaries; 2) Phase 2 covers the whole population of the country.

6.  I in the preparation of the detailed documentation of the assigned programs/modules; and

7. Performs other tasks that may be assigned by supervisor/s.
D. One (1) Administrative Assistant III (P17,975.00/month) – SG 9
1. Acts as the secretary of the Assistant National Statistician;

2. Keeps and maintains all files (memoranda, correspondence, reports);

3. Receives and keeps log of all incoming/outgoing (phone, mail, fax, etc) and transmits messages to concerned staff;

4. Screens all incoming routine papers requiring signature of the Director (for proper endorsement, certification and attachments);

5. Types correspondence, reports and others;

6. Keeps calendar of appointments of the Assistant National Statistician

7. Answers emails; and

8. Performs other tasks that may be assigned by supervisor/s.
E. Ninety Three (93) Records Officer II (P27,755.00/month)  – SG 14 
1. Engaged in the Biometric Capture of demographic and biometric (facial image, fingerprints and Iris) information.
2. Assists and monitors the day to day Registration center operation.

3. Does the screening, editing and evaluation of PhilSys registry documents submitted by the office of the PhilSys field offices;

4. Coordinates with other PhilSys Division in connection with the processing of PhilSys registry documents;

5. Prepares Reports and Performance Ratings of employees;

6. Receives, screens and evaluates Birth Certificates and other documents from the public as part of the documentary requirements before registration;
7. Verifies and processes problem documents referred by outlets;

8. Monitors the timely processing and transmittal of processed documents to the concerned units;

9. Receives, controls and answers queries/e-mails and communication letters;

10. Entertains public queries, problems endorsed by care officer and from different outlets; and

11. Performs other tasks that may be assigned by supervisor/s.
F. One (1) Administrative Assistant V (P20,754.00/month) – SG 11
1. Receives and keeps log of all incoming/outgoing messages (phone, mail, fax, etc) and transmits messages to concerned staff;

2. Keeps and maintain all files (memoranda, correspondence, reports);

3. Screens all incoming routine papers requiring signature of the PhilSys Registry office - PRO (for proper endorsement, certification and attachments);

4. Keeps calendar of appointments of the PhilSys Board;

5. Answers telephone calls and entertains follow-ups official documents;

6. Prepares documents for international and domestic travels of the PhilSys Board;

7. Prepares vouchers for the department claims/cash advances; and

8. Performs other tasks that may be assigned by supervisor/s.

G. Ninety Three (93) Records Officer I (P 19,233.00/month) – SG 10 
1. Screens, evaluates, encodes PhilSys registry documents;

2. Signs certification on the status of person requested by the general public;

3. Evaluates Birth Certificates and other documents for processing as part of the documentary requirements before registration;

4. Responsible for the procurement and safe keeping of PhilSys registry forms;

5. Coordinates with other divisions within PRO and Local PhilSys Registration offices;

6. Roll out updates to all registration centers;

7. Address issues and concern from registration centers.
8. Prepares narrative reports to the PhilSys registration activities conducted; and

9. Performs other tasks that may be assigned by supervisor/s.
H. One (1) Driver/Administrative Aide IV (P13,214.00/month) – SG 4
1. Sees to it that the vehicle assigned is in top condition;

2. Drives office vehicle whenever requested by officials and employees of the Office when attending meeting and official business;

3. Maintains the cleanliness of the office vehicle; and

4. Performs other tasks that may be assigned by supervisor/s.

PhilSys Central Processing Service (PCPS)

A. One (1) Information Technology Officer III (P83,406.00/month)  – SG 24
1. Supervises the overall activities of Identity Validation and Operation and Maintenance;

2. Leads the development of processes of Identity Validation; and Operation and Maintenance;

3. Provides guidance in the preparation of work plan and budget forecast of the division; assigns and submits workplan and estimated budget;

4. Leads the development of the technical and functional specifications of hardware and software in the following requirements of PhilSys; (a)system, (b)architecture, (c) registration, (d) de-duplication and (e) authentication;

5. Assess and evaluate technical proposals of solution providers in the establishment of the PhilSys.

6. Monitor the progress of activities of the division and adopt strategic solutions to ensure effective implementation of work programs and efficient utilization of resources;

7. Provide guidance in the preparation of draft policy on systems interoperability, security, access rights in coordination with other PSA internal units as well as external organization with expertise on database, network and security;

8. Monitors the daily performance of PhilSys and ensure uninterruptible backend operations 

9. Cascade acquired knowledge from trainings/workshops/study visits/seminars;

10. Reports to the IANS of CPS on the performance of the division; and

11. Perform other related tasks as may be assigned by ANS and DNS.
B. Two (2) Information Technology Officer I (P45,269.00/month) – SG 19

1. Supervises and coordinates the work of all personnel assigned to each unit within the division;

2. Make assessments and analyze the development of PhilSys infrastructure in all its phases;

3. Identify and evaluate the software and hardware infrastructure in compliance with PhilSys requirements;

4. Assist the preparation of technical specifications as maybe required by PhilSys in accordance with existing laws, rules and regulations.

5. Assess and evaluate technical proposals of solution providers in the establishment of the PhilSys.

6. Provide technical assistance to the PhilSys in all context of systems development including appropriate support systems;

7. Reviews, coordinates and communicates the daily progress and other relevant information to management and recommends corrective measures when necessary;

8. Evaluates individual performance within respective units in the implementation of work programs considering the wellness of personnel;

9. Echoes or cascades acquired knowledge from trainings/workshops/study visits/seminars; and

10. Performs other related work that may be assigned by the supervisor.

C. Ten (10) Investigator II (P27,755.00/month) – SG 14

1. Performs deduplication procedures to ensure the PhilSys register has no duplication of enrolled citizens based on biometric validation standards

2. Validates submitted demographic information with CRS database

3. Investigate and resolve potential duplicate identities 

4. Recommend approval of new registrants for enrollment that passed demographic and biometric validation

5. Recommend disapproval of registrants with existing demographic and/or biometric information in the PhilSys register

6. Prepares accomplishment reports as required by supervisor.

7. Participates in capacity building activities as required by division.

8. Performs other related work that may be assigned by supervisor, ANS and DNS.
D. One (1) Administrative Assistant V (P20,754.00/month)  – SG 11

1. Receives and keeps log of all incoming/outgoing messages (phone, mail, fax, etc) and
     transmits messages to concerned staff;
2. Keeps and maintain all files (memoranda, correspondence, reports);
3. Screens all incoming routine papers requiring signature of the PhilSys Registry office – PRO
     for proper endorsement, certification and attachments);
4. Keeps calendar of appointments of the PhilSys Board;
1. Answers telephone calls and entertains follow-ups official documents;
2. Prepares documents for international and domestic travels of the PhilSys Board;
3. Prepares vouchers for the department claims/cash advances; and
4. Performs other tasks that may be assigned by supervisor/s.
E. One (1) Administrative Assistant III (P17,975.00/month)  – SG  9

1. Acts as the secretary of the Assistant National Statistician;

2. Keeps and maintains all files (memoranda, correspondence, reports);

3. Receives and keeps log of all incoming/outgoing (phone, mail, fax, etc.) and transmits messages to concerned staff; 

4. Screens all incoming routine papers requiring signature of the Director (for proper endorsement, certification and attachments); 

5. Transcribes all documents such as correspondence, reports, etc., into electronic form; 

6. Keeps calendar of appointments of the Assistant National Statistician;

7. Performs other related tasks as may be assigned by supervisor/s.

F. One (1) Administrative Assistant II (P16,758.00/month)  – SG  8

1. Receives and controls documents and communications;

2. Assists the immediate supervisor in the discharge of functions, related to personnel matters, record-keeping, mailing/shipping operations, procurement and maintenance of office/equipment and general services;

3. Assists the immediate supervisor in the preparation of administrative reports and communication;

4. Assists the immediate supervisor in monitoring personnel compliance with existing policies and rules;

5. Attends to external queries made thru telephone and emails; and;

6. Performs other related tasks as maybe assigned by supervisor.
G. One (1) Driver/Administrative Aide IV (P13,214.00/month)  – SG 4

1. Sees to it that the vehicle assigned is in top condition;

2. Drives office vehicle whenever requested by officials and employees of the Office when attending meeting and official business;

3. Maintains the cleanliness of the office vehicle; and

4. Performs other tasks that may be assigned by supervisor/s.
PhilSys Policy Coordination and Monitoring Service (PPCMS)

A. Two (2) Development Management Officer IV (P65,319.00/month) – SG 22

1. Conducts methodological and analytical studies for improvement of functions of the division;

2. Reviews plans, reports and other outputs prepared by lower level staff;

3. Prepares draft policies as required in the Implementing Rules and Regulations of Republic Act Number 11055 and other related policies.

4. Formulates dissemination plans and develops training/workshop plans for the transfer of knowledge on new methodologies/procedures for implementation;

5. Serves as research person during dissemination of PhilSys and during training/workshop for the transfer of knowledge on new methodologies/procedures;

6. Assists in monitoring periodic accomplishments of the division and recommends strategies to achieve targets;

7. Supervises the works performed by lower level  personnel in the division;

8. Performs other tasks that may be assigned by supervisor/s.
B. One (1) Board Secretary III (P 51,155.00/month) – SG 20

1. Evaluates draft copies of the resolutions, motions and other documents reflecting official  action/s of the Council

2. Ensures that Minutes of the Meeting of the Council including updates are complete 

3. Ensures that all members of the Council are properly informed whenever there is a meeting of the Council.

4. Prepares the schedule of the Council Meetings

5. Prepares the proposed Agenda of the Council Meetings

6. Provides necessary information to the PSA Head/ANS  during  meeting/s of the Council

7. Conducts research to address concerns of the Council, if necessary

8. Prepares preliminary drafts of resolutions, motions and other documents reflecting official action of the Board, and supervises the dissemination of decisions of the Board to officials concerned;

9. Assists in the monitoring of the implementation of resolutions passed and other decisions reached by the Board to address statistical issues and problems raised to its attention;

10. Coordinates with various staff offices/units of the PSA and other agencies and assists in the preparation of briefs and other papers and comments for action by and/or information of the Board;

11. Examines requests for reconsideration of actions taken; obtains the comments and recommendations thereon of staff offices/units concerned and prepares briefs of position papers thereon;

12. Gathers, compiles and analyzes data and other information as may be required by the Assistant National Statistician;

13. Maintains data bank of PSPCC Resolutions and PSPCC Memo Circulars; and

14. Performs other tasks that may be assigned by supervisor/s.
C. Four (4) Development Management Officer III (P40,637.00/month)  – SG 18
1. Participates in the formulation, monitoring and assessment of annual and long term plans of the office, initiates improvements in the office procedures and policies;

2. Assists in the preparation of procedures for the planning workshops, instruments to be used for planning, and prepares budget estimates for various planning activities;

3. Prepares annual, quarterly, monthly and other related reports on the status of the PhilSys implementation and accomplishments of the Service ;

4. Assists in the preparation of the work program of the office and coordinates the implementation of projects in the field offices; and

5. Performs other tasks that may be assigned by supervisor/s.

D. Two (2) Development Management Officer II (P30,531.00/month)  – SG 15
1. Assists in the formulation of technical and operational plans, programs and policies for the implementation of the PhilSys;

2. Assists in the preparation of  annual, quarterly, monthly and other related reports on the status of the PhilSys Implementation and accomplishments of the Service; and

3. Performs other tasks that may be assigned by supervisor/s.
E. One (1) Board Secretary II (P36,942.00/month)  – SG 17
1. Prepares preliminary drafts of resolutions, motions and other documents reflecting official action/s of the Council; 

2. Assists in the monitoring of the implementation of resolutions passed and other decisions reached by the Council to address PhilSys issues and problems raised to its attention;

3. Assists in coordinating with staff of various offices/units of the PhilSys Registry Office and other agencies and assists in the preparation of briefs and other papers and comments for action by and/or information of the Board;

4. Gathers, compiles and analyzes data and other information as may be required by the  Council ;

5. Maintains data bank of PhilSys Board Resolutions and PhilSys Board Memo Circulars; and

6. Performs other tasks that may be assigned by supervisor/s.
F. One (1) Board Secretary I (P27,755.00/month) – SG 14
1. Acts as the secretary of the Council;

2. Keeps and maintains all files (memoranda, correspondence, reports);

3. Receives and keeps log of all incoming/outgoing (phone, mail, fax, etc) and transmits messages to concerned staff;

4. Screens all incoming routine papers requiring signature/countersign  of the ANS (for proper endorsement, certification and attachments);

5. Types correspondence, reports and others;

6. Keeps calendar of appointments of the Assistant National Statistician

7. Answers emails; and

8. Performs other tasks that may be assigned by supervisor/s.
G. Two (2) Administrative Assistant V (P20,754.00/month) – SG 11
1. Receives and keeps log of all incoming/outgoing messages (phone, mail, fax, etc) and    transmits messages to concerned staff;

2. Keeps and maintain all files (memoranda, correspondence, reports);

3. Screens all incoming routine papers requiring signature/countersign  of the PPCMS ANS  (for proper endorsement, certification and attachments);

4. Keeps calendar of appointments of the PhilSys Board;

5. Answers telephone calls and entertains follow-ups of official documents;

6. Prepares documents for international and domestic travels of the PhilSys Board;

7. Prepares vouchers for the PPCMS claims/cash advances; and

8. Performs other tasks that may be assigned by supervisor/s.

H. One (1) Administrative Assistant II (-P16,758.00/month)  – SG 08  
1. Receives and controls documents and communications ;

2. Assists the immediate supervisor in the discharge of functions, related to personnel matters,  record-keeping, mailing/shipping operations, procurement and maintenance of office  supplies/equipment and general services;

3. Assists the immediate supervisor in the preparation of administrative reports and communication;

4. Assists the immediate supervisor in monitoring personnel compliance with existing policies and rules;

5. Attends to public queries thru telephone and e-mails; and

6. Performs other tasks that may be assigned by supervisors/s.

