Republic of the Philippines
Province of Eastern Samar
Municipality of Salcedo

-000-

EXCERPTS FROM THE MINUTES OF THE REGULAR SESSION OF THE
SANGGUNIANG BAYAN OF SALCEDO, EASTERN SAMAR HELD ON MARCH 23, 2026,
AT THE SB SESSION HALL, LEGISLATIVE BUILDING, THIS MUNICIPALITY.

Present: Hon. Atty. Christian May L. Machica Mun. Vice Mayor/Presiding Officer
Hon. Cesario B, Cagascas, Jr. SB Member
Hon. Susan M. Sumook SB Member
Hon. Jean M. Sumook SB Member
Hon. Bruno L. Padullo SB Member
Hon. Jaime O. Miralles SB Member
Hon. Leo S. Gagante SB Member
Hon. Maricris D. Fabillar SB Member
Hon. Anthony J. Lagramada SK Fed. Pres./Ex-Officio Member
Absent: Hon. Michelle A. Sedanza SB Member
O.B. Palawan: Hon. Honorato A. Padullo LnB Pres./Ex-Officio Member

MUNICIPAL ORDINANCE NO. 2026-05
Series of 2026

Sponsored by: Committee on Appointment
Committee on Finance, Budget, & Appropriations

AN ORDINANCE CREATING THE POSITIONS OF MUNICIPAL ADMINISTRATOR
AND COMPUTER OPERATOR IV, IN THE MUNICIPAL GOVERNMENT OF
SALCEDO, EASTERN SAMAR, AND APPROPRIATING FUNDS FOR THE PURPOSE.

WHEREAS, the Municipal Government of Salcedo is gearing towards a paperless workplace that
minimizes the use of physical paper in favor of digital documents and the use of digital documents
is widely used, more cost-efficient and less time-consuming in the face of the multifarious local
operations and tasks aimed to deliver the basic services to its constituents;

WHEREAS, to oversee the smooth implementation of program involving information technology
and to withstand the needs of the current demand of a very functional and responsive local
government, both in the branch of Executive and the Legislative, the positions and services of the
Municipal Administrator and the Computer Operator IV are very necessary with the management
and administration-related programs, projects and activities which the mayor is empowered to
implement and which the Sangguniang Bayan is empowered to provide for under R.A 7160.

WHEREAS, the funds for the aforementioned positions/items are already included in the
approved annual budget for 2026.

NOW, THEREFORE, be it ordained by the Sangguniang Bayan of Salcedo, Eastern Samar in
session duly assembled:

SECTION 1. CREATION OF POSITION . There is hereby created the following Plantilla
positions/Items in the Municipal Government Unit of Salcedo, Eastern Samar, to wit:
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(Creation of Plantilla Position of Municipal Administrator & Computer Operator IV)

1. Municipal Administrator:

Place of Assignment Office of the Municipal Mayor

Generic Position Title Municipal Government Department Head I
Parenthetical Title Municipal Administrator

Salary Grade SG 24

Term of Office Co-Terminus with that of the appointing

authority.

2. Computer Operator IV:

Place of Assignment

Office of the Sangguniang Bayan

Generic Position Title

Senior Administrative Assistant II

Parenthetical Title Computer Operator IV
Salary Grade SG 14
Term of Office Permanent

SECTION 2. QUALIFICATIONS. The above-mentioned Plantilla Positions/Items shallvh'ave
the following Qualifications, under CSC Qualification Standards for Department Head Positions
found in RA No. 7160 and for Senior Administrative Assistant II (Computer Operator IV), to wit:

1. Municipal Administrator:

Education: Bachelor’s degree preferably in Public
Administration, Law or any related course

Experience: 3 years of experience in management and
administration work

Training: None Required

Eligibility: Career Service Professional/Second Level

Eligibility

Computer Operator IV:

Completion of two (2) years of studies in college

Education:
or High School Graduate with a relevant
vocational/trade course;
Experience: 3 years of relevant experience
Training: 16 hours relevant training
Eligibility: Career Service (Sub-Professional)

SECTION 3. DUTIES AND RESPONSIBILITIES, The afore-mentioned positions/items shall
have the following duties and responsibilities, to wit.

1. Municipal Administrator:

a. Develop and implement plans/strategies approved by the Municipal Mayor,
particularly those related to management and administration-related programs and
projects and activities which the Mayor is empowered to implement and which the
Sangguniang Bayan is empowered to provide for under the Local Government

Code.;
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b. Assist in the coordination of the work of all the officials of the local government
unit, under the supervision, direction, and control of the Municipal Mayor, and for
this purpose, he may convene the chiefs of offices and other officials of the Local
Government Unit;

c. Establish and maintain a sound personnel program for the Local Government Unit
designed to promote career development and uphold the merit principle in the local
government service;

d. Conduct a continuing organizational development of the local government unit with
the end in view of the instituting effective administrative reforms;

e. Be in the frontline of the delivery of administrative support services, particularly
those related to the situations during and in the aftermath of man-made and natural
disasters and calamities in coordination with the Municipal Disaster Risks
Reduction and Management Officer;

f. Recommend to the Sanggunian Bayan and advise the Municipal Mayor, as the case
may be, on all other matters relative to the management and administration of the
local government unit; and

g. Exercise such other powers and perform such other duties and functions as may be
prescribed by law or by ordinance.

2. Computer Operator IV:
a. Manage the digitalization of all documents within the office;

b. Facilitate the creation and utilization of a database/system for all digitalized
documents of the office;

c. Facilitate paperless workflow of the office;

d. Oversee and maintain computers, devices and other technologies used,

e. Manage the email-address and media account of the Sangguniang Bayan
Secretariat;

f. Support other employees of the Sangguniang Bayan with computer related
problem/issues; and

g. Perform other tasks as may be assigned by the Sangguniang Bayan Secretary.

SECTION 4, APPROPRIATIONS. The Municipal Government of Salcedo shall appropriate
funds in the annual budget for personnel schedule intended for the salaries, benefits, compensation,
other emoluments and other incidental expenses necessary, directly and impliedly for the afore-
mentioned positions of Municipal Administrator and Computer Operator IV and its operations and
shall regularly appropriate fund in the ensuing years, subject to usual accounting and auditing rules
and regulations.

SECTION 5. SEPARABILITY CLAUSE. If for any reasons, any part or provisipn of this
ordinance shall be held unconstitutional or invalid, other parts or provisions hereof which are not
affected thereby shall continue to be in full force and effect.

SECTION 6. EFFECTIVITY:
This ordinance shall take effect ten (10) days after its approval, and comphance with the posting
and publication requirements provided under the Local Government Code of 1991.

ENACTED: March 23, 2026 at Salcedo, Eastern Samar.

I HEREBY CERTIFY to the correctness of the foregoing Ordinance which was duly adopted
and approved by the Sangguniang Bayan of Salcedo, Eastern Sgmar during its regular session
conducted on March 23, 2026.

BIBIANA A. TORRES
Sangguniang Bayan
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Concurred by: gtk

(Absent)
HON. MICHELLE A. SEDANZA
SB Member

Vil /’” N‘%
HON. SUSAN M. SUMOOK
SB Member

(

HON. JAIME/O. MIRALLES

SB Mejnber
HON. D. FABILLAR
SB Member
(O.B. Palawan)
HON. HONORATO A. PADULLO HON. ANTH LAGRAMADA, JR.
LnB Pres./Ex-Officio Member SK Fed. Pres./Ex{Officio Member

Attested by: |
i Q: oy
HON. ATTY. CHRIS

TIAN MAY L. MACHICA
Municipal Vice Mgyor/Presiding Officer
iR T8 0

Date Signed

Approved by:




