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MISSION 
OUR MISSION 

Excellent public service  

that encourages multi-sector engagement 

OUR VISION 

By 2030, Bataan will achieve quality growth driven by diversified 

economic investments and efficient governance resulting in stable 

and empowered families.  

OUR CORE VALUES 

INTEGRITY 
HUMILITY 

& 

SIMPLICITY 

COMMITMENT 

TO 

EXCELLENCE 
HOLISTIC 

ADAPTABILITY  

AND 

INNOVATIVENESS 
UNITY 

Firm 

adherence 

to honesty 

and 

accountabilit

y to enhance 

public trust 

Service with 

compassion 

and leading 

simple lives 

Dedication 

and passion 

to serve and 

to ensure 

that we will 

always be 

better than 

before and 

better than 

expected 

Balanced 

approach for 

the welfare 

of people 

and the 

environment 

Working 

together 

towards 

common 

goals while 

respecting 

diversity 

Resilience to 

change and 

finding 

creative 

solutions 
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     LEGAL BASIS 

 

THE EASE OF DOING BUSINESS LAW 
 

Republic Act No. 11032 or the Ease of Doing Business and Efficient Government 

Service Delivery Act of 2018 is an act that aims to streamline the current systems and 

procedures of government services. It is the landmark law of the Duterte administration 

that addresses priority number 3 of its 0+10 Point Socio-economic Agenda. This 

particular agenda pertains to improving the competitiveness of and ease of doing 

business in the Philippines. Signed into law on 28 May 2018, the law effectively 

amends Republic Act 9485 or the Anti-Red Tape Act of 2007. 

 

The strengthened version of the law is poised to facilitate prompt actions or resolution 

of all government transactions with efficiency. It applies to all government offices and 

agencies in the Executive Department including local government units (LGUs), 

government-owned or -controlled corporations, and other government 

instrumentalities, located in the Philippines or abroad, that provide services covering 

business-related and non-business transactions as defined in the implementing rules 

and regulations. 
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   ORGANIZATIONAL CHART 

 

The designations were hereby ordered in the exigency of public service and in 

the support to the One Stop Service Center for OFWs (OSSCO) program of the POEA 

pursuant to the operationalization of the 1Bataan One-Stop Service Center for OFWs 

(1BOSSCO) which was created by virtue of the Memorandum of Undertaking (MOU) 

between the Provincial Government of Bataan (PGB) and the seventeen (17) National 

Government Agencies dated September 12, 2019. 

Maria Eva M. Basalo (OIC – Public Employment Service Office Manager) 

is hereby designated as the co-managing/ coordinating officer to represent the PGB 

in addition to her official functions, subject to pertinent laws and rules on the matter. 
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The following shall render the necessary administrative support to ensure the smooth 

and timely operationalization of the 1BOSSCO in addition to their official functions, 

subject to pertinent laws and rules on the matter: 

1. Mark George D. Castro (Administrative Consultant – The Bunker Property 

Management Office) shall coordinate all administrative and funding of 

requirements concerning fit-outs, system, communication and all other 

requirements as specified in the MOU pertaining to physical set-up in 

coordination with MTD Alloy. 

 

2. Luz R. Enriquez (Provincial Human Resources Management Officer) shall 

facilitate the recruitment and selection of the Customer Service Assistants 

(CSAs). 

 

3. Alicia R. Magpantay (Provincial Treasurer), Eduardo D. Banzon 

(Provincial Budget Officer), Leonora O. Siasat (OIC – Provincial 

Accountant) shall allocate and disburse the necessary funding for the set-up 

and operationalization of the 1BOSSCO. 

 

4. Alexander M. Baluyot (Provincial Planning and Development Officer) shall 

ensure the prompt inclusion of the 1BOSSCO as one of the priority 

supplemental projects to the Annual Investment Program (AIP) of the Provincial 

Government of Bataan for FY 2022. 

 

5. Jeffrey T. Calma (OIC – Provincial General Services Officer) shall ensure 

the timely purchase of administrative requirements as stipulated in the MOU. 

 

6. Engr. Vic Ubaldo (Provincial Administrator) shall ensure strong and reliable 

internet connectivity and guest Wi-Fi and direct the design, development and 

maintenance of the online appointment and queuing systems and the web page 

for 1BOSSCO prior to its operationalization. 
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As of the moment, the Provincial Government of Bataan is still working to 

complete the seventeen (17) National Government Agencies to board at 1BOSSCO. 

Listed below are the current and existing National Government Agencies found at 

1BOSSCO to provide service to the general public. 

1. Philippine Statistics Authority (PSA) designated Mitzi Armel Bless A. Ramos 

as the focal person. 

 

2. Department of Trade and Industry (DTI) designated Rian Tially C. Molina as 

the focal person. 

 

3. Technical Education and Skills Development Authority (TESDA) 

designated Karl Iverson Olmo as the focal person. 

 

4. Overseas Workers Welfare Administration (OWWA) designated Kheygel S. 

Estrada and Jennilyn Cordova as the focal persons. 

 

5. Philippine National Police - Civil Security Group (PNP-CSG) designated 

Sgt. Joseph Magauay as the focal person. 

 

6. Philippine National Police - National Police Clearance System (PNP-

NPCS) designated Rhonnel Villaruz as the focal person. 

 

7. Metro Bataan Development Authority - No Contact Apprehension 

Program (MBDA-NOCAP) designated Sherlene C. Villegas as the focal 

person. 
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In every policy, there is a procedure on each situation. In 1BOSSCO, there are 

administrative policies on how our staffs and office adhere to its governance 

structure and regulations that are listed below: 

A.   SECURITY, SAFETY, and HANDLING VISITORS  

1.    The Customer-Service Assistant (CSA) on duty must log all personnel and 

visitors coming to and from the office to different government agencies on-

boarded at 1BOSSCO. 

2.    No employee shall be allowed to enter the office during non-working days 

without proper authorization and notice from the Department Head. 

3.    Visitors on unofficial business shall not be allowed in the office after 5:00 in 

the afternoon. 

4.    Visitors shall only stay at a designated area or lobby of 1BOSSCO. 

5.    In case of emergency such as fire, earthquake, and the likes, the Provincial 

Disaster Risk Reduction and Management Office (PDRRMO) staff shall sound 

off the alarm to all personnel inside The Bunker particularly at 1BOSSCO and 

tell them to evacuate the building. The PDRRMO, after sounding off the alarm, 

must call the nearest agency (i.e. fire station, ambulance, others) to prevent 

further loss of life and property. 

6.    After office hours, the 1BOSSCO staff must conduct an inspection tour of 

the office environment and double check if the lights and electrical equipment 

and appliances were all switched off. 

7.    It is the responsibility of the 1BOSSCO staff to report to management any 

untoward incident that happens during the rounds or those that may be 

observed to be an unusual occurrence. 

  ADMINISTRATIVE POLICIES 
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8.    All employees must ensure that their personal belongings are properly kept 

and locked in their respective drawers and cabinets. Loss of any belongings, 

shall immediately be reported to the immediate Supervisor or Department Head 

of 1BOSSCO.  

B.   SUSPENSION OF OPERATIONS 

1. Cancellation or Suspension of Work During Typhoon/Storm  

Automatic cancellation or suspension of work in government offices is 

pursuant to Executive Order No. 66 s. 2012, specifically with its provision 

below: 

When Signal No.3 or higher is raised by PAGASA, classes at preschool, 

elementary, secondary, and tertiary levels, in the affected area, including 

graduate school, as well as work in all government offices, shall be 

automatically cancelled or suspended. (Section 1, Item C)  

The said EO also provides that PAGASA shall issue weather forecasts 

through various media outlets (radio and television), and the NDRRMC, not 

later than 10:00 PM of the previous day and 4:30 AM of the day of the 

intended cancellation of classes and work. In cases where there are classes 

and work in the morning and suspension of classes and work is only 

effective in the afternoon, PAGASA should issue the forecast not later than 

11:00 AM of the said day.  

In the absence of a storm signal but flooding is imminent due to heavy rains, 

the Executive Director may enjoin all employees affected to go home for 

their welfare and safety. 

2.    Cancellation or Suspension of Work During Other Calamities  

Work may be cancelled during disasters or calamities other than typhoons, 

such as but not limited to floods, earthquakes, tsunami and conflagration, 

upon the declaration by the President of a State of Calamity based on the 

recommendation of the NDRRMC. 
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The 1Bataan One-Stop Service Center for OFWs is providing services to the general 

public. This is to cater their needs in all different agencies into one-stop service center 

to achieve efficiency with their time and effort in visiting the said office. These groups 

include the following: 

 General Public - ordinary people living in the Philippines, especially all the 

people who are not members of a particular organization. 

         Overseas Filipino Workers (OFW) - a term often used to refer to Filipino 

migrant workers, a person from the Philippines who is living and working in another 

country, typically on a temporary basis. This includes land-based OFWs and 

seafarers/sea-based OFWs, both male and female, active and non-active OWWA 

members, with different needs that have to be addressed appropriately their concerns 

to all attached and partner government agencies of 1BOSSCO. 

         OFW Beneficiaries / Family – a family member of an OFW residing in the 

Philippines that needs assistance to their concerns and to be the representative of an 

OFW. 

         Persons with Disabilities (PWD) - are those suffering from restrictions or 

different abilities, as a result of a mental or sensory impairment, to perform an activity 

in the manner within the range considered normal for a human being, male or female, 

0-59 years of age. 

 First-time job seekers – Bataeños who are actively seeking employment, locally 

or abroad, for the first time, as certified by the barangay of which they are residents 

 

 

 

 

 

 

  CLIENTELE BENEFICIARIES 
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The Customer Service Policy of 1BOSSCO is designed to ensure that our clients 

receive the best service possible. The Policy sets out the standards that all customer 

service assistants (CSAs) are expected to uphold when interacting with clients, as well 

as the process for escalating issues to the technical or processing officers of the 

onboarded agencies. 

 

A. PRACTICES 

 

To meet the objectives of this customer service policy, CSAs need to adhere to certain 

practices. While working at 1BOSSCO, they must at all times: 

• Remain professional  

• Be polite and patient with customers 

• Listen to customers carefully 

• Take the time to understand customer inquiries 

• Keep updated on product knowledge 

• Follow up with customers after they have made a purchase or used the service 

• Provide accurate information 

• Make sure that customers are satisfied with the service provided before 

ending interactions with them 

 

 

 

 

 

CUSTOMER SERVICE POLICY 
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B. HANDLING CUSTOMER INQUIRIES 

 

When a client reaches out, the CSA must: 

• Acknowledge the inquiry within 5-10 minutes, 

• Respond to the inquiry within 1-2 hours 

• Provide accurate and up-to-date information about the product or service in 

question 

• Remain professional and courteous at all times 

• Take the necessary steps to resolve any issues relating to one of the offered 

services 

 

C. ESCALATING ISSUES 

 

If an inquiry is made about a problem that cannot be resolved by the CSA, he/she who 

is responsible for handling it should escalate it to the concerned technical officer by: 

• Sending an email to/calling the technical officer of the agency 

• Explaining the problem and providing any relevant information 

• Asking for guidance on how to proceed 
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D. RECEIVING COMPLAINTS 

 

If someone has a complaint about the level of customer service provided to them, they 

can reach out to us about it by:  

• Sending an email at our official email address (1bataanossco@gmail.com) or 

a personal message (PM) thru our official Facebook Messenger or approach 

one of our CSAs at 1BOSSCO 

• Approaching one of our CSAs at 1BOSSCO and file a complaint 

• Filling out our online and printed feedback forms placed at conspicuous areas 

at 1BOSSCO 

 

The CSAs will then: 

• Acknowledge the complaint immediately (if walk-in) or within 1-2 hours if sent 

via email or Facebook Messenger 

• Respond to the complaint within 3 days 

 

E.  ENDING INTERACTIONS WITH CUSTOMERS 

 

When ending an interaction with a customer, the CSA must: 

• Make sure that the customer is satisfied with the information or resolution 

provided 

• Thank the customer for their time 

• Let the customer know that they are always welcome to reach out if they have 

any further questions or problems  
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1.      PHILIPPINE STATISTICS AUTHORITY (PSA) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CITIZEN’S CHARTER 
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B. OVERSEAS WORKERS WELFARE ADMINISTRATION (OWWA) 
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C. DEPARTMENT OF TRADE AND INDUSTRY (DTI) 
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D. TECHNICAL EDUCATION AND SKILLS DEVELOPMENT AUTHORITY  
(TESDA) 
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We value your feedback! Share your 1BOSSCO experience with us! 

We would appreciate it if you would give us feedback by doing any of the following: 

● Scan the QR codes (https://bit.ly/3CLQLCM) posted around 1BOSSCO and fill 

out our online feedback form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FEEDBACK MECHANISM 
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● Fill out the Feedback Form and put it in the drop box both located at the 
1BOSSCO information desk. 

● Approach our Customer Service Assistants at the 1BOSSCO information desk. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We look forward to better understand how to serve you and improve in the future. 
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 There is a specific area for safekeeping of records of the 1BOSSCO and a 

Record Officer shall be responsible in the filing, storing, safekeeping and retrieval of 

records. 

 

The following shall be observed: 

 

1. Confidentiality of records shall be maintained and shall not be given to any 

unauthorized persons unless otherwise with written instructions from the Regional 

Directors of the onboarded agencies and or maybe required by law, court or quasi-

judicial order. 

2. Confidential and Restricted Records are within the confines of the personnel herein. 

No other personnel shall be allowed to access said documents for other purposes 

prejudice to the 1BOSSCO. 

3. Maintain upkeep of the records to avoid damages due to terminates, fire or by other 

means. 

4. Ensure the record drawers/lockers are properly locked that entry of unauthorized 

person shall be avoided with signage “ONLY AUTHORIZED PERSON IS ALLOWED” 

posted at the main door. 

5. All documents, records and boxes shall be labeled and marked “Confidential.”  

6. Report of records for disposal shall be submitted periodically indicating life period, 

classifications and other requirements prescribed in the law on safekeeping, 

management, archive and disposing of official records. 

7. Persons who can access confidential and restricted records include officials from 

the Field Office such as the Regional Director, Assistant Regional Directors and 

Division Chiefs pertaining to their areas of work and jurisdiction. 

 

 

RECORDS MANAGEMENT POLICY 
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