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In the interest of the service and in view of the need to standardize the qualifications and daily wage rates of all
Job Order Personnel in the DOST-Central Office, the following guidelines are hereby adopted:

- Civil Service Commission (CSC) Memorandum Circular (MC) No. 24, s. 2002 provides the following:

“Job Order refers to the hiring of a worker for piece of work or intermittent job of short duration not exceeding
six months and pay is on a daily or hourly basis. It is to be understood that the piece of work or job to be
performed requires special or technical skills not available in the agency and the same is to be accomplished
under the worker’s own responsibility and with minimum supervision by this hiring agency.”

“A contract of service or job order which does not cover special or technical skills or where the functions to be
performed are clerical or technical skills or where the functions to be performed are clerical or administrative
in nature or where the work is also performed by the regular personnel of the agency may be entered only
when done in the exigency of the service and it is not feasible for the agency to hire said services under a
casual or contractual appointment.”

“Further, for contracts of services and job orders, there exists no employer-employee relationship between the
hiring agency and the persons hired and it should be made clear in the contracts that services rendered
thereunder can never be accredited as government service.”

- The qualifications and daily wage rates of Job Order personnel in the DOST Central Office shall be standardized
by the Committee for Non-Permanent Personnel in the DOST-Central Office which has been created under
Special Order No. 17, January 17, 2012.

- Jon Order titles and daily wage rates shall be based on actual duties and responsibilities with due consideration
to educational qualifications, relevant work experience and daily wage rates as approved by the DOST Secretary
and as shown in Appendix. Said Jon Border position titles shall not duplicate the position titles covered under the
plantilla. The Jon Order position titles corresponding qualifications and daily wage rates shall be subject to
periodic review by the Committee.

- Written request for Jon Order shall be submitted to the Committee by the End-User citing the specific need,
scope of work and required qualifications. End-user shall be any concerned Undersecretary, Assistant Secretary,
Service Director, or Head Executive Assistant.

- All request for Job Order shall be reviewed and endorsed by the Committee for appropriate action by the DOST
Secretary.

- Regular contact period for Job Order personnel shall be for a maximum of 6 months. For administrative and
budgeting purposes, contract period shall be within January to June or July to December.

- Job Order personnel shall not be automatically rehired. However, rehiring of Job Order personnel may be
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allowed subject to submission to the Committee of End User’s written requests, justification and the proposed
effectivity of the contract.

- Start of contracts of rehired personnel shall be at least one week for office personnel and one day for non-office
personnel after the termination of the previous contract.

- Job Order personnel shall report for work from 8:00 am to 5:00 pm, Monday to Friday only and shall be paid on
a daily wage basis. However due to the nature of their work or as necessity dictates, drivers and maintenance
personnel may be entitled to overtime pay based on the number of hours of work rendered in excess of the regular
daily 8-hour service and during Saturdays, Sundays and Holidays. Reporting during Saturdays, Sundays and
Holidays shall be subject to written authority from their respective end-User.

This Order shall take effect on April 2, 2012. All issuances inconsistent herewith are hereby revoked.

Adopted: 09 March 2012

(SGD.) MARIO G. MONTEJO
Secretary
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