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PHILIPPINE CIVIL SERVICE BOARD

MANUAL OF INFORMATION

REIATIVE T} THE

PHILIPPINE CIVIL SERVICE

SHOWING THE FOSITIONS, CLASSIFIED AND UNCLASSIFIED, THE METHODS
GOVERNING EXAMINATIONS AND CERTIFICATIONS FOR APPOINTMENT,
THE REGULATIONS FOR RATING EXAMINATION PAPERS,
SPECIMEN EXAMINATION QUESTIONS, AND CONDI-

TIONS OF APPOINTMENT AND SERVICE.

THE ReroRTS OF THE HOARD, SHOWING THE RESULTS OF TS WORK AND CONTAINING THE CiviL
SRERVICE ACT. RULES, AND RECGUIATIONS, MAY RL ORTAINFD Upox RFQUEST THEREFOR,
0Of CAN BE CONSULTED AT THE WEFICH OF THE BOARD IN MANILA AND AT
THE OFFICES OF THE PROVINCIAL BOARDS: ALSD AT THE Livka-
RIES 00F THE PRINCIPAL PUBLIC INSTITUTIONS 1N THE
LIMITED STATES.

MANILA:

BEHEAL OF PURLIC PRINTING,
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SCHEDULE OF EXAMINATIONS FOR 1g03.

Exsminstions in Manila are held aceording to the following schedule, provided
that examinations namwed under paragraphs 1 and 4, except flrst grade, may be

given on any Monday.

1. Ou the third Monday of every month, in either English or Spanish, sa com-
petitors may desire: First grade, bookkeeper, stenographer, typewriter, translator,
interpreter, and clerk of court.

2. On the fourth Monday of Januvary, March, May, July, September, and
November: Second grade, in English only. )

3%, On the fourth Monday of February, April, June, August, October, and Decem-
ber; Second grade, in Bpanish only.

4. Om the fourth Monday of every month: All cxaminations of which the second
grade forms & part, ineluding ranger, junior typewriter, letter carrier, junior trans-
later, and junior interpreter.

5. Exmminations for professional. technicnl, and scientifie positions, and for
positions indicated in section 30 of the Manual, will be held whenever the needs
of the service require. Applicants who file applications for these posilions will be
notifled when they may be examined. An exumination for assistant will ba heid on
April 16 and 18, and for teacher on May 20 and 21.

#. On the second Monday of every menih: Examinations for first and third elass
patrolmen for the Police Department, prison guards for Bilibid Prison, drivers and
firemen under the Fire Depariment, and for trades positions jn the Bureau of
Public Printing.

7. Hxsminations of the third grade will be held quarterly, in Spanish only,
on the first Monday of January, April, July, and October.
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MANUAL OF INFORMATION.

Szeriors 1. This Manual containg information relative to the conditions uader
which appeintments are made to the Philippire civil service. The scope nod
character of the prinecipal examinations for entrabee to ihe scrvice are outlined
and information is given upon oiher maiters which are usually the subject of
corrcapondencs.  Persons secking information in regard to the service should
therefore carcfully read this Manual before meking inguiries of the Board in re-
gard to questions which may be fully answered herein. If information iz desired
which i3 not given in the Magual, letters of ingquiry may be addressed to the Phil-
ippine Civil Service Hoanrd, Manila. In this commection. however, attention is
called to the fact that the Philippine Civil Sarvics Act provides for the holding of
examinations for this service in the United Btates under the auspiess of the
United States Civil Service Commission, Washington, D. C., to which Commission
all eorrespondence from applicants resident in the Tnited Sitates should be
addressed.

Civil positions in the Military Division of ihe Philippines are not in the Phil-
ippine civil service, but are in the eivil service of the United Btales, and vacancies
therein are, thercfore, not subject to be filled by examination or certifieation by
this Board. The positions referred to inelude those under the Adjutant-General,
Inapector-General, Chief Quartermaster, Chief Commissary, Chief Surgeom, Chief
FPaymaster, Chief Engineer Officer, Chief Ordnance Officer and Chief Bignal Officer.

. The Board doea not receive applications for admission to the civil service of the
United Btates. All soch applications should be addrassed to the United Btates
Clivil Bervice Commission, Wushington, D C.

On Beptember 18, 1000, the Tnited Statea Fhilippine Commission emacted o
law known as the “Civil Service Act,” providing for the orgamization of the
Philippine Civil Service Board, which is authorized by the Act to prepare rules
and to formulate examinations for enfrance to and promotion in the aservice
covered by the Act, the purpose of which is deelared to be “the establishment and
maintenance of an efficient and honesi civil serviee in the Philippine Islands.?

The term “Unclassified Service" indieates that portion of the Philippine eivil
acTvice, positions in which may be filied without reference to the provisions of the
Civil Berviee Act and rulea.

The term “Clamsified Bervice” indicates that portion of the service which is
subjeet to the provisions of the Act and the Rules, and in which vacancies must
be filled according to the methods therein preseribed. A vacancy in s position
in the classified service may be fllled: First, by original appointment through
examination and certification by the Boerd; second, by promotion of a person in
the classified service to the vacant position; third, by the reinstatement of a person
formerly in the serviee; fourth, by the transfer of a person from a position in the
cleerified serviee of the Philippine Islunds or from the Federal classified civil serv-
ice of the United Statea to the vacant position. These various methods of flling
vagancies are explained in this Manual.

Certain positions, as shown In the schedules below, when not filled by promo-
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ijon, tramsfer, or reinstatement, must be fliled by competitive examination while
others may be filled by non-compelitive examination if in the opinion of the Board
& rompetitive examination is not practicable.

Clasgified and unclassified positions.

Sec. 2. The following schedules show the metodé of vntrance to the various
positions in the different branches of the servise:

Echedule 4.—All positions, prineipally clerical, not included in the following
schednles, filled by employees of whatever designation, who are compeneated by a
fixed salary or otberwise, in all offices and departments of the ¢emiral government
of the Pbilippine Islands, in the provincial government service, amd in the
munieipal serviee of Manila, The positions and employments incloded i this
transfer, or reinstatement shall be filled by competitive examination.

Bohedule B—Professional, technical, and scientific positions, inclnding all such
employees of whatever designation, whether compensated by a fired salary or
otherwise. The offices and positions in this scheduls are classified and vacancies
therein if not filled by promotion, reduction, transfer, or reinstatement shall b
filled by eeleciions from certifientions of eligibles secured by eompetitive or pon-
compelitive examination, us the Board may determine to mest the necds of the
service. This schedule includes pesitions for which registers of eligibles are not
ordinarily maintsined abd in which vaeancies coeur less frequerily than in those
of the preveding schedule. Examinations for these positions are held only when
eligibles are needed. I1 i& the practice of the Board to anmounce such eramina-
tions through the mewspapers us ftems of news, No complele list of such powi-
tions can be furpished. as it is fmpossible to predict in what positions vacancies
may gorur.  Below there follows a partisl lisl:

Chemist; assigtant chemist; chemist and food analyist; chemist apd investi-
gator; agricnltoral chemist; physical chemist; analytical chemist; physiolog-
ieal chemist; pharmaecologiet; laboratory assislant; pbarmacist; assistant
barteriologist; paihologist; assistant pathologist; assistant bivlogist; geclogist;
mineralogist; entomologist; municipa]l phyeician; house phyasician; anatomical -
artist; director of serum  instifuie; director of vaccine insiitute; medieal
inspector ; director of experiment station, Burean of Public Health; foresiry
inspector; assistant forestry inspector; torester; assistant forester; manager
timber-testing laboratory; instrument maker; superintendent of experiment sti-
tion, Bureau of Agriculture; agricultural explorer; fiber expert; horticultuwrist;
botanist; sugar eulturist; mamager of stock farm; expert in nnimal busbandry;
viderinary ingpector; veterinary surgeon; additional deputy customs eollector;
customs appraiser ; depuly customs surveyor; appraiser of textiles; admeasorer;
specin]  agent; cashier; civil engioeer; mmechanical engineer; architectural
drafesman; mechanical draftsman; topographicsl draftsman; jonior draftsman;
samitary engineer; provincial supervisor; copyist or tracer of drawings; electri-
cian; observer, Coast and Geodetic Survey; computer; photograpber; law
dlerk; wlitorial clerk; librurian; engraver; boiler inspector; harbgr master;
provineial tremsurer; superintendents; inspectors.

Hehedgle C—Positions of skilled workmen, mechanies or artisang. These posi-
tione are classified under Clause (&), Section 6 of the Civil Serviee Act. Examina-
tions given for these positions are generally non-educational and non-competitive
in eharaeter, Easch applicant is required to complete and submit on Form No. 35
evidence of his age. character as workman, experience, and physical conditiom,
these elementy composing the examination. No educatiomal test or practical
inestions are given except for certain trades and technieal or skilled occupations,
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such as printer, mechanical engineer, electrician, ete., the examinations for which
are generslly competitive, Watchmen in Class O, or below, and tesmsters in
Class B, or below, are treated ss skilled workmen, in thet the examination for
these positions is non-educstional and nom-competitive. Following is s partial
list. of positions, vaeancies in which are filled by non-educational examination,
as provided in Form No. 36:

Buker; blackamith; blackamith-heiper; cabinet maker; canvas worker; car-
penter; cranesman; assistant crapesman; dredge engineer; dredge imspector;
dynamo tender; engineer helper; engineman; firemnan; foreman snd assistant
foreman, except in the Bureaun of Publie Printing; gardener; gaa fitter; hard-
wood finisher; harnessa maker; horseshoer; assistant inspector; light-house
keeeper; lineman; lock expert; machinisi; assistant machinist; market col-
lector; mason; master and pilot; master of launch; mester of lorcha; master
mechanie; master workman; mate of laanch; matron; mechanie; monsy
counter; moulder; oiler; overseer; assistant overscer; packer; painter;
pilot; pipe fitter; plumber; prison keeper; rodman; sailmaker; sheet irom
worker; asteam eangineer; oAseistant steam engineer; steam engineer and
machinisi; ateam fAtter; asmiztant storekeeper; asuperintendent of corral;
teamster; tinsmith; watchman; wireman; wood worker; wheelwright.

Hehedule D—The Executive Secretary; the members of the Civil Bervice
Doard; the Inmsular Purchasing Agent; the Chief of the Forestry Bureau; the
Chief of the Mining Burean; the Chief of the Bureau of Agriculture; the Chief
of the Bureasu of Tublic Landa; the Chief of Cosst Guard and Transportation;
the Director of Posla; the Assiatant Director of Posts; the Postmaster at Manila;
the Chief of Philippines Constabulary; the Collector of Customs for the Philippine
Archipelogo; the Deputy Collector of Customs for the Philippine Archipelsgo;
the Burveyor of Custems for the Philippine Archipelago; the Caabder of the
Collector of Customs for the Philippine Archipelago; the Collector of Cus-
toms at floilo; the Coliector of Customs at Cebu; the Collector of Iotermal
Revenue for the Islands; the Gensral Superintendent of Edocation; the Chief
of the Boreau of Publie Printing; the Chief Statistielan; the Chief of the
Bureau of Archives; the Chicf of the Burean of Architectare; the Chicf of the
Fire Department of Manila; the City Assessor and Collector of Manila; the Chief
of Police of Manila; the chief or head of any bureauw hereafter orgemized, unlcss
otherwise expresaly provided by law. Vacancies occurring in said oifices shall be
filled without examination, as provided in the Civil Service Act, from & class to be
composed of all the firet, second, and third assistants in euch offices, the intention
of this provision being that the appointing power may, by virtue hereof, transfer
from one office to another & person deemed competent to Gl & vacuney.

Sohedule B.—O0na private sceretary to the Civil Governor and io cachk member
of the Philippine Commission, cxeept the President; persons appointed by the
Civil Governor, by and with the advieo and consent of the Philippine Commis-
sion, unless otherwise specifically provided by law; any persom in the military
or naval sarvice of the United Biates who may be detailed for the performance
of civil duties; all persons employed merely as lnborers and all employees whose
rate of compensation is $120 or less per annum; the members of the Board
of Healith for the Philippine lsianda; the presidents of provineia]l bosrde
of health; the Director of the Agrigultural College and Experiment Station;
tha Director, the three Assistants, and the SBeeretary of the Weather Bureaun;
the Chief of the Bureau of Non-Christisn Tribes; the Superintendent and
Directors of Government Laboratories; the Attending Physician and Surgeon
of the Philippine Civil Hospital; postmasters compensated on a percentage
basis as provided by law; postmasters and customs inspectors in the provinees
whosa rates of compensation do not exceed $300 and $180 per annum, respec-



