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1. Employment Opportunities 
 

The PUBLIC EMPLOYMENT SERVICE OFFICE provides referrals for applicants seeking 

local and overseas employment. PESO screens applicants based on their abilities and 

skills and refers them to suitable jobs offered by various private employers. 

 

Office or Division: Public Employment Service Office (PESO) 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: Job Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Updated Bio-data / Resume / 
Curriculum Vitae 

Personal 

2. National Skills Registration 
Program (NSRP) Form 1 

PESO  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

Job Registration  
Applicant/s will 
register by sending 
their applications to 
Villasis, Pangasinan 
Public Employment 
Service Office’s e-
mail 
address: villasislittlep
eso@gmail.com or 
via walk in 

1. Receive 
applicants 
NSRP 
Forms/Resume/
Bio-
data/Curriculum 
Vitae 
  

2. Refer to 
company/emplo
yer list of 
applicants 
matched from 
job vacancy/ies 

0.00 3 minutes MGDH 1 (PESO 
Manager) 
 
PESO Staff 

TOTAL : 3 minutes  

 

 

  

mailto:villasislittlepeso@gmail.com
mailto:villasislittlepeso@gmail.com
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2. Special Program for the Employment of Students and Out-of-School 

Youth (SPES) 

 
Initiated by the Department of Labor and Employment, the Special Program for the 

Employment of Students and Out-of-School Youth (SPES) provides assistance to poor 

but deserving students in pursuing their education by encouraging employment during 

summer or Christmas vacations. 
 

Office or Division: Public Employment Service Office (PESO) 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: 

Residents of Villasis, Pangasinan 
(a) Students or out-of-school youth (OSY) who are not less than 15 
years old but not more than 30 years old; * Those who do not study or 
out-of-school youth (OSY) must be certified by their respective 
Barangay as OSY. 
 
(b) Combined net income tax of the parents, including his own 
income, if any, which shall not exceed the regional poverty threshold; 
and (c) Students have a passing general weighted average (GWA) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. SPES Application Form PESO / DOLE Field Office  

2. Birth Certificate 
Philippine Statistics Authority (PSA) / Local Civil 
Registrar 

3. Previous and current grades School where studied or studying 

4. Income Tax Return 
Bureau of Internal Revenue (BIR) for employed 
parents 

5. Certificate of Indigency Barangay where the applicant lives 

6. Certification of Out-of-School 
Youth, (for OSY only) 

Barangay where the applicant lives 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

Online 

• Register 
online. After 
registration, 
wait for 
PESO’s advise 
for schedule of 
interview. 

Walk-in 

• Submit 
resume/biodat
a or National 
Skills 
Registration 
Program 
(NSRP) Form 

 

• Provide the link 
to Office of the 
Mayor for online 
registration.  

 
 
 

• Assist and 
received 
application form 

 
 
 
 
 
 
 

• Schedule the 
applicant for 
interview.  

 
0.00 
 
 
 
 
 
 
0.00 
 
 
 
 
 
 
 
 
 
0.00 
 
 

 
5 minutes 

 
MGDH 1 (PESO 
Manager) 
 
PESO Staff 

https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
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2. Fill out the SPES 
application form 

Provide the 
application form to 
the applicant and 
conduct 
assessment. 

0.00 5 minutes MGDH 1 (PESO 
Manager) 
 
PESO Staff 

3. Submit the required 
documents and the 
accomplished 
SPES Forms 

Accept the 
requirements and 
assess whether 
the documents 
submitted by the 
applicant are 
correct and 
complete. 
 

• In case 
complete – 
Provide a 
schedule for 
orientation.  

 

• In case of 
deficiencies – 
Inform the 
applicant of any 
deficiencies. 

0.00 5 minutes MGDH 1 (PESO 
Manager) 
 
PESO Staff 

4. Attend SPES 
orientation. 

Conduct 
orientation and 
discuss reminders 
/ dos and don'ts. 
 
Distribute IDs to 
SPES 
beneficiaries 
 
Submit the 
masterlist to 
DOLE 5 days 
before the date of 
implementation or 
start of the 
program. 
 
Deployment of 
SPES 
beneficiaries to 
different 
departments/bara
ngay 

0.00 
 
 
 
 
0.00 
 
 
0.00 
 
 
 
 
 
 
0.00 

35 minutes 
 
 
 
 
 
 
 
 
 
 
 
 

DOLE Personnel 
MGDH 1 (PESO 
Manager) 
 
 
PESO STAFF 
 
 
MGDH 1 (PESO 
Manager) 
PESO STAFF 
 
 
 
 
MGDH 1 (PESO 
Manager) 
PESO STAFF 

TOTAL : 50 minutes  
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3. Government Internship Program (GIP)  
 

A component of KABATAAN 2000 under Executive Order (EO) no. 139 s. 1993, and DOLE 

Administrative Order No. 260-15, which aims to provide opportunities and engage young 

workers to serve general public in government agencies/entities projects and programs at the 

national and local level. 

 

 

Office or Division: Public Employment Service Office (PESO) 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: 

Residents of Villasis, Pangasinan 
(a) Individuals aged 18 to 30 years; except those hit by disasters or 
affected by armed conflict, and areas where government regulations 
that caused displacements are implemented (under dole guidelines); 

 
(b) Completed High School or Senior High School, or its equivalent 
level under the Alternative Learning System, or completed Technical-
Vocational; 

 
(c) No work experience, except for those hit by disasters or affected 
by armed conflict, and areas where government regulations that 
caused displacements have been implemented (under dole 
guidelines). 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. GIP Application Form PESO / DOLE Field Office  

2. Birth Certificate 
Philippine Statistics Authority (PSA) / Local Civil 
Registrar 

3. Transcript of Records (TOR); or 
Form 137 / Form 138; or Diploma or 
Certificate of Graduation; or 
Certification from school/institution 
or any document / evidence. 

School where studied or studying 

4. Barangay Certificate Barangay where the applicant lives. 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

Online 

• Register 
online. After 
registration, 
wait for 
PESO’s advise 
for schedule of 
interview. 

Walk-in 

• Submit 
resume/biodat
a or National 
Skills 
Registration 
Program 
(NSRP) Form 

 

• Provide the link 
to Office of the 
Mayor for online 
registration.  

 
 
 

• Assist and 
received 
application form 

 
 
 
 
 
 
 

 
0.00 
 
 
 
 
 
 
0.00 
 
 
 
 
 
 
 
 
 
0.00 

 
5 minutes 

 
MGDH 1 (PESO 
Manager) 
 
PESO Staff 

https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
https://ro12.dole.gov.ph/national-skills-registration-program-nsrp/
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• Schedule the 
applicant for 
interview.  

 
 

5. Fill out the GIP 
application form 

Provide the 
application form to 
the applicant and 
conduct 
assessment. 

0.00 5 minutes MGDH 1 (PESO 
Manager) 
 
PESO Staff 

6. Submit the required 
documents and the 
accomplished GIP 
Forms 

Accept the 
requirements and 
assess whether 
the documents 
submitted by the 
applicant are 
correct and 
complete. 
 

• In case 
complete – 
Provide a 
schedule for 
orientation.  

 

• In case of 
deficiencies – 
Inform the 
applicant of any 
deficiencies. 

0.00 5 minutes MGDH 1 (PESO 
Manager) 
 
PESO Staff 

7. Attend GIP 
orientation. 

Conduct 
orientation and 
discuss reminders 
/ dos and don'ts. 
 
Distribute IDs to 
GIP beneficiaries 
 
 
Deployment of 
GIP beneficiaries 
to different 
departments. 

0.00 
 
 
 
 
0.00 
 
 
 
0.00 
 
 

35 minutes 
 
 
 
 
 
 
 
 
 
 

DOLE Personnel 
MGDH 1 (PESO 
Manager) 
 
 
PESO STAFF 
 
 
 
MGDH 1 (PESO 
Manager) 
PESO STAFF 
 
 

TOTAL : 
50 minute

s 
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4. Job Fair 

 
An employment facilitation strategy aimed to fast-track the meeting of jobseekers and 

employers/overseas recruitment agencies in one venue at a specific date to reduce cost, time 

and effort particularly on the part of the applicants. This is open to all unemployed, skilled and 

unskilled workers, fresh college graduates, graduates of training institutions, displaced workers 

and employees seeking advancement. During the Jobs Fair, applicants select vacancies suited 

to their qualifications and employers could interview and hire on the spot qualified workers. 

Several agencies are invited to provide self-employed and training assistance. 

 

Office or Division: Public Employment Service Office (PESO) 

Classification: Simple 

Type of 
Transaction: 

G2B – Government to Business 

Who may avail: 
All private companies who wish to be part of the job fair to fill-in job 
vacancies within their company. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. National Skills Registration 
Program (NSRP) form 2 or PESO 
Registration Form 

PESO / DOLE Field Office  

2. List of Job Vacancies with number 
of vacancies per position, 
qualification and job description 

companies applying 

3. Invitation Letter PESO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Provide List of Job 
Vacancies with 
number of 
vacancies per 
position, 
qualification and job 
description thru 
peso official email. 

Received list of 
job vacancy for 
posting 
 
 
 
 
 
 
 
 
In case of 
postponement/can
cellation – 
establishment will 
receive 
notification. 

0.00 
 
 
 
 
 
 
 
 
 
 

3 minutes 
 
 
 
 
 
 
 
 
 
 

MGDH 1 (PESO 
Manager) 
 
PESO Staff 

TOTAL : 3 minutes  
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5. TULONG PANGKABUHAYAN SA ATING DISADVANTAGED 

WORKERS (TUPAD) 
 

Office or Division: Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizens 

Who may avail: Residents of Villasis, Pangasinan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. National Skills Registration Program 
(NSRP) form 2 or PESO Registration 
Form 

PESO / DOLE Field Office  

2. Photocopy of Government Issued IDs Personal 

3. Medical Certificate 
*for Senior Citizen and Person with 
disability 

Rural Health Center 

4. Barangay Certifications Barangay where the applicant lives. 

5. Pictures Personal 

6. Profiling Form PESO / DOLE Field Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBL

E 

1. Submit all 
requirements 

Assist, Interview 
and Evaluate 
applicant. 
 
 
Schedule the 
applicant for 
interview. 

0.00 
 
 
 
 

5 minutes 
 
 
 
 
 
 

MGDH 1 
(PESO 
Manager) 
 
PESO Staff 

2. Submit all 
requirements for 
the TUPAD 
Validation 

 
 

• Fill out employment 
contract and other 
necessary 
documents 

Evaluate and 
verifies 
requirements 
 
 
 
Advice the client 
to attend for 
orientation 

0.00 
 
 
 
 
 
 
0.00 

5 minutes DOLE 
Personnel 

3. Attend TUPAD 
orientation 

Conducts TUPAD 
orientation 
 
 
Distribute PPEs 
and Signing of 
Acknowledgement 
Receipt 

0.00 30 minutes DOLE 
Personnel 
MGDH 1 
(PESO 
Manager) 
 
 
DOLE 
Personnel 
PESO Staff 

TOTAL : 40 Minutes  

 


