


PROPOSED TERMS OF REFERENCE FOR

COMPETENCY-BASED ASSESSMENT CENTERS 

A. Background 

The human resource unit of the Institute under the Administrative and Finance 
Department, tasked to lead personnel management which includes recruitment, selection 
and placement, is in need of a Competency-Based Assessment Center which shall assess 
(whether electronic or written) the degree to which the potential candidate/s possess the 
following competencies required for a specific position:  

a. Core Competencies  

1. Deliverability/Results-Oriented  

2. Professionalism  

3. Adaptability  

4. Communication Skills  

b. Leadership and Management Competencies  

1. Building collaborative and inclusive working relationships  

2. Managing performance and coaching for results  

3. Leading change  

4. Thinking strategically and creatively  

5. Creating and Nurturing a High Performing Organization  

c. Functional Competencies  

(may vary on the position level of the candidate [may it be technical, professional or 

administrative in nature])  

B. Other Tasks of the Assessment Center 

1. Conduct an interview, if necessary, to further evaluate the competencies of a potential 
candidate;  

2. Submit a report indicating the result of the competency-based assessment of potential 
candidate/s within seven (7) days from the date the assessment was conducted. It shall 
indicate the descriptive rating and remarks, if any. It shall also be signed and noted by the 
head of the office that conducted the assessment;  

3. The test materials with answers from the candidates shall be made available to the 
Institute upon its request; 

4. Forward the Statement of Account/billing to the Institute a day after the assessment 
was done so that the payment will be facilitated;  

5. Discuss with candidate the result of his/her assessment.  
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