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3-DAY NATIONAL SEMINAR WORKSHOP ON STRATEGIC E-MANAGEMENT,
DIGITAL LEADERSHIP, AND SMART OFFICE ADMINISTRATION FOR HUMAN
RESOURCE, RECORDS, AND OFFICE MANAGEMENT PROFESSIONALS

The Philippine Continuing Professional Development Training Center (PCPD)
will be conducting a 3-Day National Seminar Workshop on Strategic E-Management,
Digital Leadership, and Smart Office Administration for Human Resource, Records,
and Office Management Professionals at Teacher’s Camp, Baguio City on September
11-13, 2026.

The program aims to enhance participant’s competencies in Artificial
Intelligence, digital transformation, strategic leadership, human resource
management, information governance, data privacy, cybersecurity, and smart office
administration. The program matrix and registration fee details are attached for
reference.

The seminar workshop is open to DepEd teaching and non-teaching
personnel, particularly the Human Resource Management Officers, Administrative
Officers, Records Officers, School Administrative Officers, and education
professionals.

Attendance of interested participants shall be voluntary in accordance with
the DepEd Order No. 9, s. 2005 (Instituting Measures to Increase Engaged Time-On-
Task policy and DepEd Order No. 9, s.2026 (Guidelines on the Implementation of
Three-Term School Calendar in Basic Education). The registration fee may be
charged to MOOE or other local funds subject to the approval of the respective
authorities, upon the availability, and adherence to the usual accounting rules and
regulations.

For queries and other details, please contact:

MS. EVELYN CABRERA

Operations Manager »é“/

Philippine Continuing-Professional Development Training Center
Contact Number: 0917-805-3370

E-mail address: inquiry@pcpd@gmail.com
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3-Day National Seminar-Workshop on Strategic E-Personnel
Management, Digital Leadership, and Smart Office Administration
for Human Resource, Records, and Office Management Professionals

Theme: “Leading the Future of Public Service: Advancing Human Resource, Records, and
Office Administration through Artificial Intelligence, Digital Transformmation, and Strategic
Leadership”

Description: The 3-Day National Seminar-Workshop on Strategic E-Personnel
Management, Digital Leadership, and Smart Office Administration is a 24-hour
intensive capacity-building program designed to strengthen the competencies of
Human Resource practitioners, Records Officers, Administrative Officers, Office
Managers, Supervisors, Educators, and other professionals engaged in personnel
administration, records management, and office operations across public and private
institutions.

As organizations continue to embrace digital transformation, artificial intelligence
(Al), data-driven decision-making, and technology-enabled public service,
administrative professionals are expected to possess advanced competencies that
support organizational innovation, operational efficiency, regulatory compliance, and
responsive governance. This seminar-workshop provides participants with practical
knowledge, contemporary strategies, and emerging best practices that address the
evolving demands of modern workplace management.

The program focuses on key areas including Artificial Intelligence (Al) in Human
Resource and Office Administration, Digital Workplace Systems, Strategic
Leadership, Human Resource Analytics, Electronic Records Management,
Information Governance, Data Privacy and Cybersecurity, Digital Communication,
and Smart Office Innovation. Through expert-led discussions, interactive workshops,
case analyses, simulations, collaborative learning activities, and institutional planning
exercises, participants will acquire practical skills that can be immediately applied in
their respective organizations.

The seminar also emphasizes the importance of ethical leadership, organizational
resilience, digital governance, continuous process improvement, and innovation in
delivering quality public service. By integrating technology with effective leadership
and sound administrative practices, participants will be better equipped to lead
organizational transformation and promote excellence in personnel management,
records administration, and office operations.



PHILIPPINE CONTINUING Contact Numbers
PROFESSIONAL DEVELOPMENT Gt
Bl TRAINING CENTE et
TRAINING CENTER . _ Qi
; ; PRC Accreditation Number PTR-2019-311 / NRS-2021-245 Emails:

SEC Registration Number: C5201510650
inquiry.pcpdiigme

TIN Number: 009-052-585-000

At the conclusion of the training, participants are expected to develop strategic,
innovative, and sustainable action plans that will strengthen organizational
performance, improve service delivery, support digital transformation initiatives,
and contribute to building future-ready institutions.

At the end of the three-day seminar-workshop, the participants shall be able to:

Examine the latest developments, emerging trends, and best practices in Human
Resource Management, Records Management, and Office Administration within the
context of digital transformation and organizational innovation.

Apply Artificial Intelligence (Al), digital technologies, and automation tools to
improve administrative efficiency, productivity, communication, documentation, and
personnel management.

Strengthen leadership competencies in strategic planning, organizational
development, people management, change management, and decision-making in the
digital workplace.

Demonstrate knowledge and practical application of electronic records management,
information governance, cybersecurity awareness, and data privacy compliance in
accordance with existing laws, regulations, and organizational standards.

Enhance organizational effectiveness by utilizing digital workplace systems, Human
Resource analytics, innovation strategies, and evidence-based management practices.

Develop sustainable and innovative institutional action plans that promote digital
transformation, operational excellence, organizational resilience, and continuous
quality improvement within their respective agencies and institutions.

Duration: 3 Days (24 Hours)
Training Modality: Face-to-Face Training (Baguio City)
Date of Conduct: September 11,12&13, 2026
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DAY 1 - ARTIFICIAL INTELLIGENCE, DIGITAL TRANSFORMATION, AND

SMART HUMAN RESOURCE MANAGEMENT

Participant

Forum, and Synthesis

digital innovation in
the workplace

8:00 - 8:10 Attendance ' PCPD Staff
documentation
_ . Opening Program and | Alignment of training )
SR Orientation : __pr%ectations By H%t____ ]
Explain the role of Al | Ms. Archilyn Semanero
Session 1: Artificial in enhancing Human Principal 1
9:00 - 10:30 Intelligence (Al) in Resource functions, Department ofEducation~
Human Resource and office administration, Tagulod High School
Office Administration and organizational Master of Arts in
productivity | Sl Ifnngpmp
10:30 - 10:45 Health Break _ K
Apply digital !
Session 2: Digital transfo.r - o Arjjhrgfz};?pf?le?l e
Transformation and Bhateghes S BmAT, Department of Education-
RAES S Smart Office aiffice praches Tagulod High School
Management Systems mproge Master of Arts in
o il Educational Management
efficiency ‘ BEE
12:00 - 1:00 ) ~ Lunch Break ]
Session 3: Al Ms. Archilyr;Semaneron
Productivity Tools for Utilize Al-powered Principal |
Documentation, tools to streamline Department of Education-
1:00 - 2:30 Communicatior}, and documentation, Tagulod High School
Office Operations communication, and Master of Arts in
attles swarlitious Educational Management
2:30 - 2:45 Health Break
‘S;Zi:;?r?galn AL Develop an Al-assisted
2:45-4:00 | Enabled workflow applicable to Facilitator
Administrative partlcipant‘s' rgspective
Wissletinw organizations
Consolidate key Ms. Archi.lyr_l Semanero
. insights and identify Principal I ;
-y | Reilection, Open opportunities for Department of Education-

Tagulod High School
Master of Arts in
Educational Management
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DAY 2 - STRATEGIC LEADERSHIP, HUMAN RESOURCE MANAGEMENT, AND
ELECTRONIC RECORDS ADMINISTRATION

8:00 - 8:30 Attendance & Recap F emf.o weE ey PCPD Moderator
earning o
Session 4: Leadership Demonstrate DR. ANNABELLE A.
6.0 - Strategic leadership GODONAS
Leadership in the competencies for Chief
Digital Workplace managing digital and Graduate Scht_ml, Research
8:30 - 9:45 futarezeady and Extension Oﬁ‘ice(
o - Chair-Master of Arts in
anganizations English Language
Teaching
Polytechnic University of
the Philippines
9:45 - 10:00 Health Break
Session 5: Strategic Apply strategic HR DR. ANNABELLE A.
Human Resource practices and data GODONAS
Management and analytics to improve Chief
Data-Driven Decision organizational Graduate School, Research
_ _ Makin erformance and Extension Office/
KO0~ L2 5 s Chair-Master of Arts in
English Language
Teaching
Polytechnic University of
the Philippines
12:00 - 1:00 Lunch Break
Session 6: Electronic | Apply best practicesin | DR. ANNABELLE A.
Records Management, electronic records GODONAS
Information management while Chief
Governance, and Data | ensuring compliance | Graduate School, Research
1:00 - 2:30 Privacy Compliance with data privacy ana.f Extension Ofﬁce/
requirements Chair-Master of Arts in
English Language
Teaching
Polytechnic University of
i the Philippines
2:30 - 2:45 Health Break
Workshop 2: Design a records
2:45 - 4:00 Developing an management Facilitators
Electronic Records framework suitable for |
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Framework
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4:00 - 5:00

Reflection, Sharing of
Experiences, and
Synthesis

Evaluate leadership
and records
management practices
for organizational
improvement

DR. ANNABELLE A.
GODONAS
Chief
Graduate School, Research
and Extension Office/
Chair-Master of Arts in
English Language
Teaching
Polytechnic University of
the Philippines

DAY 3 - DIGITAL. GOVERNANCE, CYBERSECURITY, AND FUTURE-READY OFFICE
ADMINISTRATION

8:00 - 8:30 Attendance & Recap Remforcec.i previous PCPD Moderator
sessions
Apply digital DR. MARY JANE
Session 7: Digital governance principles SALALIMA
Governance and to improve public FER_NANDO
8:30 -10:00 | Smart Public Service service efficiency and Principal 111
Delivery organizational I.:Zusebm C. Santos
Elementary School
performance :
10:00 - 10:15 Health Break
Session 8: Demonstrate DR. MARY JANE
Cybersecurity responsible SALALIMA
Awareness, Data management of FERNANDO
10:15 - 12:00 Privacy, and organizational Principal 111
Responsible Al in information through Eusebio C. Santos
Office Administration cybersecurity and data Eh’”ff??fm'}f School
privacy practices
12:00 - 1:00 Lunch Break
Session 9: Formulate strategies DR. MARY JANE
Organizational that promote SALALIMA
1:00 - 2:30 Innovation, Smart innovation, continuous FERN_ANDO
' ’ Office Administration, improvement, and Principal 111
and Change organizational Eusebio C. Santos
Management ) resilience 7__J_ Elementary School
2:30 - 2:45 ~ Health Break
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Presentation of

Present strategic action

Institutional Digital e
2:45 - 3:45 - IS organizational Participants
Transformation Action .
improvement and
Plans .. .
digital transformation
Demonstrate
Closing Program, commitment to
345 - 5:00 Evaluatigr}, Awarding applying .acqluired‘ Onpanizess
of Certificates, and competencies in their
Closing Remarks respective
organizations

*Please note that this is a working program. Minor updates might occur.
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