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TO WHOM IT MAY CONCERN:

THIS 15 TO CERTIFY that qt the regular session duly

constituted of the Sangguniang Panlalawigan, Province of
Pangasinan, held on February 3, 2025, the following provincial
ordinance was approved :

PROVINCIAL ORDINANCE NO. 344-2025

AN ORDINANCE CREATING NEW POSITIONS IN
PROVINCIAL LEGAL OFFICE IN THE PROVINCIAL,
GOVERNMENT OF PANGASINAN AND PROYIDING
FUNDS THEREFOR

WHEREAS, Section 76 of Republic Act No. 7160, otherwise known as the

Local Government Code of 1991, provides that every local government unit shall

design and implement its own organizational structure and staffing pattern taking

intolonsideration its service requirement and furancial capability, subject to the

minimum standard and guidelines prescribed bythe Civil Service Commission;

WHEREAS, Section a68 (a) (viii) of the same Code provides that the

Sangguniang Panlalawigan has the power to determine the positions and salaries

including ullo*rn""r ancl other emoluments and benefits of employees of the

provincial government;

WHEREAS, the Committees on Human Resources and Development, Labor

and Employment Concerns; and Appropriations, after a study of the proposed

organization of the provincial government of Pangasinan, find it meritorious to

crJate some plantilla positions in order that the office concerned could deliver more

effective and efficient duties and responsibilities;

WHEREFORE, in view of the foregoing, on motion of SP Members Jerry

Agerico B. Rosario and Vici M. Ventanilla, dulyseconded, it was -

Be it enacted by the Sangguniang Panlalawigan in session duly assembled that:

Section 1. Creation. The following positions are hereby created:
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POSITION SALARY/GRADE

l. Legal Assistant III sG l4ll I new position

2.LegalAssistant II sG l2lr 2 new positions

3. Admin Aide (DriverI) SG 3/I l new position

Section 2. Quatification. The Qualifications of the new positions are as

follows:

Section 3. Duties and Responsibilities. The new positions shall have the

following duties and responsibilities:

1. Legal Assistant III
1. Research on laws, issuances, jurisprudence, rules and regulations;

2. Take action and/or prepare responses to queries and act on routine
and simple legal issues;

3. Draft basic legal documents and instruments such as contracts,
deeds,

memoranda, correspondences, and affidavits;
4. Comment on the legality and appropriateness of contracts, deeds,

memoranda, correspondences, and affi davits;
5. Assist in pertinent administrative and related committee/s as

assigned by the Head of office;
6. Communicate and coordinate correspondences with various

oflicials and otlices; and
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None
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7. From time to time, the Head of Office may assign other related
tasks and responsibilities.

2. Legal Assistant III
1 . Performs various relatively diffrcult legal work;
2. Supports case preparation by preparing case summaries and

materials;
3. Assists lawyers during representations in courts;
4. Research on laws, issuances, jurisprudence, rules and regulations;

5. Take action and/or prepare responses to queries and act on routine
and simple legal issues;

6. Draft complicated legal documents and instruments such as but not
limited to contracts, deeds, memoranda, correspondences, and

affidavits;
7. Comment on the legality and appropriateness of contracts, deeds,

memoranda, correspondences, and related documents submitted to

the Provincial Legal Office;
8. Communicate and coordinate correspondences with various

offrcials and offices;
9. Lcads pertinent administrative and related committee/s as assigned

by the Head of office; and

10. From time to time, the Head of Office may assign other related

tasks and responsibilities.

3. Admin Aide III (Driver)
l. Drive the line motor vehicles to convey Officials and personnel to

their authorized destination;
2. Conducts *BLOWBAGETS" (Battery', Light, Oil, Water' Air' gas.

Engine, Tire, and Self) procedure on the assigned vehicle;
3. Fill up Drive's Trip Ticket and submit the same weekly;
4. Facilitate weekly Preventative Maintenance service on them

assigned vehicle;
5. Perform any vehicular accident breakdown, or emergency and' if

required, secure a Police Report and submit a narrative report on

the incident;
6. Accomplish Vehicle Repair and maintenance request Form should

there be any component or part that needs to be repaired or
replaced;

7. Report any vehicular accident, breakdown or emergency and, if
required, secure a Police Report and submit a narrative report on

the incident;
8. Comply with all other policies, guidelines, procedures, and

reminders to drivers on the proper use, maintenance, and security

ofvehicles;
9. Demonstrate resp€ct and courtesy to supervisors, dispatchers, and

passengers in the course ofofficial duties as drivers;
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10. Demonstrate respect and courtesy to supervisors, dispatchers,

and passengers in the course of offrcial duties as drivers;
ll. Display honesty, integrity, punctuality, personal hygiene, and

neatness, in prescribed office uniform, and maintain the daily
cleanliness, care, and maintenance ofassigned vehicle;

12. Render services whether regular or overtime, as needed during
disasters, emergencies, or other exigencies of the services;

13. Submit reports on statements of asset, income tax returns'

updated personal data sheets, perfonnance contracting, and

appraisal daily time records, travel reports, liquidation reports,

etc., as applicable;
14. Maintain good attendance and punctuality in reporting lor duty;

and
i 5. Perform other functions as may be assigued by immediate

supervisors from time to time.

Section 4. Funding' The personal services requirements ofthe new positions

shall be appropriated in the Supplemental Budget for Fiscal yeu 2025.

Section 5. Effectivity. This Ordinance shall take effect upon approval by the

Sangguniang Panlalawigan.
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