
Repubhc of the Phrlippines
Provrnce of Pongosrnon

MUNICIPALITY OF BAYAMBANG

OFFICE OF THE MUNICIPAL MAYOR

HGCUTIVE ORDERNO. 192

Series of 2025

AN ORDER DESIGNATING QUENELYN A. DACUSIN AS OFFICE CARETAKER

OF THE HUMAN RESOURCE MANAGEMENT OFFICE FOR THE TRANSITION
PERIOD IN PREPARATION FOR THE RETIREMENT OF NORA R. ZAFRA

WHEREAS, LcU-Bayambang recognizes the need to ensure the continuity of essential sen'ices,

functions, and opetations of the Human Resource Management Office ftIRMO);

\FHEREAS, the incumbent Head of the HRMO, NOfuq' R ZAFR {. (N{unicipal Government

Depatrnent Head I [{RMO]), is scheduled to retire ftom gove.nment service effective January
10,2026;

WHEREAS, it is necessary to formally designate an Office Caretaker to exercise the functions

and responsibitties of the Head of the HRMO fot an interim petiod, and to firaoage a

comprehensive tumover of accouotabilities;

NOW, THEREFORE, I, MARY CI.ARE TUDITH PTTYLLIS JOSE-QUIAMBAO,
MAYOR, bv virue of the authority vested in me by law, do hereby order the following

Section 1. Designation of Office Caretaket
Ms. Quenelyn A. Dacusin, (Administrative Officet I\) of the Special Economic Enterpdse

(SEE) Office, is hereby designated as the OIfice Caretaket of the HRMO, effective December
9,m25.

Section 2. Functions and Authority of the Office Catetaket
As Office Caretaker, Ms. Asrxrcion shall exercise the following functions, duties, and

responsibilities, which shall include, but riot be limited to:

e Assuming firll administrative and operational control ovet the day+o-day functions ofthe
HRMO.

. Sigoing pe*onnel actions, documents, and communications tlat require the approval of
the Head of the HRMO.

. Representing the HRMO in meetings, committees, and transactions.

. Faciliating compliance of the LGU with the CSC Program to Institutionalize Meritocracy

and Excellence in HR Management
. Ensudog the efficient and effective delivery ofall human tesource services-

"fuiey ko, Pawilen ko, Aroen ko, ton fulungon ko"
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Section 3. Seamless Ttansition and Tumover Procees

The incumbent Head of the HRMO, Mrs. Z*ra, shall, in coordination with the designated OIC,
ensute a comptehensive and seamless ttansition and tumovet of all of6ce assets, accountabilities,

and pending matters, speciEcally:

Tumovet of Records and Documents: The retiring Head shall lead the preparation of
a complete inventory of all official documents, records, active Eles (physicat and

elecronic), and policy manuals.

lnventory of Office Properties: A joint inventory of all govemment properties, firrriture,
equipmeng and other assets issued to the HRMO shall be conducted with the designated

OIC.
Status of Pending Matters: A report dgtqiling t}e satus of all critical and pending HR
matters (e.g., recruitrnent, promotions, disciplinary cases, benefts claims) shall be prepared

and fomully tumed over.

Formal Tumovet Cercmony: A formal h.mover ceremony, induding the signing of a

Joint Inventory and Tumover Reporg shdl be conducted no later than December 29,

m25.

Section 4. Elfectivity
This Executive Otder shall take effect immediately upon signiog and shall remain in force until a

p€f,rnaoent appointrnent to the position of Head of the HRMO is made or until othetwise modiEed

or revoked.

Done it tbe Prutince oJPangasinan tb* * daq oJDuznbcr 2025.

MARY JOSE-QUIAMBAO
Mnicipal

---1

I

0o206068


