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•Appropriate box should be checked.
•If “Yes” is checked, the total number of 
vacant positions should be specified.
•If “No” is checked, proceed to item 2.

1. Were there job vacancies 
(vacant positions) in your 
establishment from January 
2007 to June 2008? 

Job vacancies - refer to the number of unfilled job openings, which 
are immediately available for placement and for which active 
recruitment steps are being undertaken anytime during the 
reference period.  In case a job vacancy has been vacant for 
several times during the year, count it only once.



• In case a job/occupation has been vacant for several times during 
the reference period, it should be counted only once. 

• Information for the most recent vacancy should be reflected in 
succeeding items i.e., col. 3 to 8 and item 1.2 col. 3 to 8

• The total number of jobs/occupations listed should tally with entry in 
item 1.1.

Col. 3 - No. of Vacancies

• Specify (clearly and legibly) the complete occupation title of the 
vacant position e.g. Accountant, Nurse, Cashier, Marketing Manager

Col. 2 - Title of Job/ Occupation

• Do not fill.Col. 1 - PSOC Code 

• There should an entry here. If the answer is yes in item 1.
• Entry should be equal to or less than entry in item 1.

1.1.  Of the total number of vacant 
positions, how many were hard to 
fill?



101. Total number of 
Vacant positions 

41.3 Easy-to-fill

61.1 Hard-to-fill

3Receptionist

1Financial Accountant

2Marketing Coordinator

3Sales manager

1Training and Licensing 
Head

Number 
of 

Vacancies
Vacant positions

Establishment ABC

01.3 Easy-to-fill

71. Total number of 
Vacant positions 

1Audit Asst.

71.1 Hard-to-fill

1Asst. Executive Secretary

1Documentation Asst.

2Asst. Project engineer

2Marketing assistant

Number 
of 

Vacancies
Vacant positions

Establishment XXX



2Statistician

2System Analyst

111. Total number of 
Vacant positions 

1System Administrator

51.1 Hard-to-fill

2Marketing Staff

61.3 Easy-to-fill

1Sales Accountant

2Actuarial Asst.

1Actuarial Manager

Number 
of 

Vacancies

Vacant positions

Establishment NLI

261. Total number of 
Vacant positions 
Total Vacancies

01.1 Hard-to-fill

261. Service crew

261.3 Easy-to-fill

Number 
of 

Vacancies 
umber

Vacant positions

Establishment TBC



•Entry should be the month and year when the vacancy was 
filled up.

Col. 6 - Month/Year (mm/yy)
Vacancy  was Filled-up

•Entry should be the month and year when the vacancy was 
opened for immediate placement

Col. 5 - Month/Year (mm/yy)
Vacancy was Opened.

•Entry should be the total number of applicants for each 
job/occupation listed in column (2).
•If the actual count of applicants cannot be provided, an 
estimate can be accepted.

Col. 4 - No. of Applicants



• If the information cannot be provided due to 
confidentiality of data, an estimate can be accepted.

Col. 8 - Starting Salary Rate
(in P)

• Entry should be any code from 1-8.  
• Enter only one code (main reason why  job/ 

occupation is hard to fill).

Col. 7 - Reason Why Hard to Fill



• Entry should be the least educational attainment 
required by the company for their applicants.

Col. 3 - Minimum Educational
Level

• Entry should be the same with the job/occupation titles 
listed in column (2) of item 1.1.

Col. 2 - Title of Job/ Occupation

•Do not fill.Col. 1 – PSOC Code

• If applicable, there should be entries.
• Entries should be the company’s  requirements/ 
qualification standards for the  applicants to qualify for 
placement in a vacant position.

1.2  Requirements for filling-up
hard to fill vacant positions



•If applicable, entry should be the title of TESDA 
Certificate issued to an applicant who has undergone 
TESDA skills training. e.g. automotive servicing NC 
II, Housekeeping NC III, masonry NC II

Col. 8 - TESDA Skills
Certification Title

•If applicable, entry should be the number of years of 
working experience acquired by the applicant from 
previous employment.

Col. 7 - Yrs. Of Experience

•Entry should be the specific skill or field of expertise of 
the applicants. e.g. OR nurse, science or math 
teacher, shielded metal arc welding, automotive 
body painting, bartending, 

Col. 5 - Main Skill/Area of
Specialization



• In case a job/occupation has been vacant for several times 
during the reference period, it should be counted only once.

• Information for the most recent vacancy should be 
reflected. 

• Total number of job/occupations listed should tally with 
entry in item 1.3.

Col. 3 - No. of Vacancies

• Specify the full occupation title of the vacant position e.g. 
service crew, sales clerk, encoder

Col. 2 - Title of Job/ Occupation

• Do not fill.Col. 1 - PSOC Code

• If applicable, there should be entry.
• Entry should be equal to or less than entry in Item 1.

1.3. Of the total number of  vacant positions 
reported in Item 1, how many were 
easy to fill? 



• If the information cannot be provided due to 
confidentiality of data, an estimate can be accepted.

Col. 5 - Starting Salary Rate
(in P)

• Entry should be the total number of applicants for each 
job/occupation listed in column (2).If the actual count of 
applicants cannot be provided, an estimate can be 
accepted.

Col. 4 - No. of Applicants



• Appropriate box should be checked.
• If “Yes” is checked, there should be 
entry/ies in the space provided.

4. Does your company have a particular school
preference in recruiting new staff?

• Appropriated box/es should be checked.
• If “Others”, is checked, details should be 
specified.

3. How do you normally fill up your job
vacancies?

• If applicable, there should be an entry.
• The month and year when the company 
had its latest vacancy should be indicated.   

2.  When was the last time you had vacancy?  



• Appropriate box should be checked.7. How do you rate the quality of
job applicants compared with
the previous years? 

• For each applicable trait listed in column 1, corresponding rating 
in any of columns poor(2), good (3) or very good (4) should be 
checked.

6. In general, how do you rate
the job applicants in terms of
the following traits? 

• Appropriate box should be checked.   
Note: This would normally have one check mark in any of the boxes 

if any or all of the following have been checked in item 3: 
Classified Ads, Internet (Job Boards ) and private recruitment 
agency.

5. How much is your estimated
recruitment cost per job? 000



THANK YOU 

AND 

GOOD DAY
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