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Republic of the Philippines : ot }
Department of Education & NOV 04 205
REGION I
Advisory No. _ 40 | s. 2026
NOV 04 2026
In compliance with DepEd Order (D.O) No. 8, s. 2013
this advisory is issued not for endorsement per D.O No. 28, s. 2001,
but only for the information of DepEd Officials,
personnel/staff, as well as the concerned public. f/{f
(Visit www.deped.gov.ph)
INVITATION TO THE THREE-DAY NATIONAL CAPACITY-BUILDING SEMINAR-
WORKSHOP ON STRATEGIC HUMAN RESOURCE MANAGEMENT, DIGITAL
GOVERNANCE, RECORDS ADMINISTRATION, AND SMART OFFIC
TRANSFORMATION
The Philippine Continuing Professional Development (PCPD) Training Center
Inc. announces its invitation to the three-day Capacity Building SeminartWorkshop
on Strategic Human Resource Management, Digital Governance, Records
Administration, and Smart Office Transformation in Baguio City on November 18-

20, 2026.

With the theme, “Building Future-Ready Organizations through Digital

Leadership, Secure Information Management, and Technology-Enabl
Delivery,” aims to develop an actionable and sustainable Organizatio
Transformation and Smart Office Improvement Plan addressing actual
records management, administrative, communication workflow, and i1
management concern in their respective organizations. Attached is th
Matrix for reference.

Target participants include Human Resource practitioners, Re|
Administrative Officers, Office Managers, Department Heads, St
Educators, and other Non-Teaching Personnel. Participation shall be on 4
basis in accordance with DepEd Order No. 43, s.2020 (Omnibus travel gui
all personnel at the Department of Education).

There will be a registration fee of P5,000.00 per participant which
lunch for three days with snacks. Registration fees and accommodatic
charged to MOOE or other local funds subject to the usual accounting an
rules and regulations.

For registration and other concerns, please contact:

MS. EVELYN CABRERA
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Operations Manager, PCPD Training Center Inc.
Novaliches, Quezon City
Contact Number: 0917-805-3370

Waddress: F’nquiry.pcpd@gmajl.com

HRDD/aac/ADV_PCPD
November 3, 2026

Flores St., Catbangen, City of San Fernando, La Union

Telephone Nos.: (072) 607-8137/682-2324

€3 DepEd Region| = regionl@deped.gov.ph
www.depedregionl.com
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ANNEX A
PROGRAM MATRIX

3-Day National Capacity-Building Seminar-Workshop on
strategic Human Resource Management, Digital Governance,
Records Administration, and Smart Office Transformation

Theme: “Building Future-Ready Organizations through Digital Lea ership,
Secure Information Management, and Technology-Enabled Service

Delivery”

Description: The 3-Day National Capacity-Building Seminar-Workshop on

Strategic Human Resource Management, Digital Governance,

cords

Administration, and Smart Office Transformation is a 24-hour professional
development program designed to strengthen the competencies of
personnel and officials from local government unifs, water disfricts,
cooperatives, national government agencies, educational institutions,
private companies, nonprofit organizations, and other public and |private

institutions.

The program is intended for Human Resource practitioners, records and
administrative officers, office managers, department heads, supervisors,
information technology personnel, customer service personnel, edycators,
and other professionals involved in personnel management, fecords
administration, organizational leadership, office operations, and |service

delivery.

As organizations increasingly adopt digital platforms, artificial inteligence,
electronic records systems, and fechnology-enabled workplace processes,
personnel and administrative professionals must be equipped with relevant

competencies in strategic Human Resource management,

digital

leadership, information governance, data privacy, organizational

innovation, and smart office transformation.

Through expert-led discussions, demonstrations, case analyses, workshops,
collaborative activities, and action planning, participants will learn how to

apply appropriate digital technologies, improve personnel

and

administrative processes, protect organizational information, strengthen
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workplace leadership, and enhance the quality and responsiveness of
organizational services.

At the end of the program, participants shall prepare an Organi tional
Digital Transformation and Smart Office Improvement Plan addressing an
actual personnel, records-management, administrative, communication,
workflow, or service-delivery concern in their respective organizatiops.

Af the end of the three-day seminar-workshop, the participants should be
able to:

1. Examine cumrent practices and emerging developments in strategic
Human Resource management, records administration, | digital
governance, and smart office operations;

2. Apply artificial inteligence, digital technologies, and appropriate
automation tools to improve documentation, communication,
personnel processes, workflow, and service delivery;

3. Strengthen competencies in strategic leadership, workforce
management, change management, organizational develgpment,
and evidence-based decision-making;

4. Apply appropriate practices in electronic records management,
information govemance, information security, data privagy, and
responsible use of artificial infelligence;

5. Use digital workplace systems and organizational data fo improve
productivity, accountability, accessibility, responsiveness, and
organizational performance; and

6. Develop an actionable and sustainable Organizationa Digital
Transformation and Smart Office Improvement Plan.

Duration: 3 Days (24 Hours)
Training Modality: Face-to-Face Training (Baguio City)
Date of Conduct: November 18-20, 2026
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DAY 1 - An‘rﬁcnal Intelligence, Digital Transformation, and Strategic Human

Resource Management

Pan‘icicn’r |

8:00-8:10 | Attendance ; PCPD Staff
documentation
- : ; ==
8:10 — 9:00 Openm'g Progrom Ahgnmen- of fraining PCPD Host

and Orientation expectations
Explain the
responsible use of s. Archilyn
artificial intelligence emanero
i i rincipal |

Session 1: Arfificial Lr:JreCc::JT!Tm:r:;nnel P

Intelligence (Al) in dopc%m’ei’roﬁon Department of

9:00 — 10:30 | Human Resource ' Eduagation- Tagulod
, workplace :
and Office o igh School
. % : communication,

Administration : )
report preparation, Master of Arts in
customer service, ducational
and organizational anagement
productivity.

10:30 -
1045 Health Break
Apply digital- Ms. Archilyn
transformation Semanero
inci rt Principal |

Session 2: Digital prn.-:oples Or.‘d *ma 2
office practices to

Transformation and . Department of

10:45 - improve workflow, §
Smart Office N Education- Tagulod
12:00 coordination, :

Management e High School

" accessibility,

4 accountability, and Master of Arts in
organizational Educational
service delivery. Management

12:00-1:00 Lunch Break
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Productivity o?ls or | comespondence, Education- Tagulod
1:00 - 2:30 Documentation, reports, meeting High School
Communication, and ddfcumen’r_o’nsn,
Office Operations SRLREaAAsIon, Master of Arts in
presentations, Ed ” |
communication, pueaHOnd
and routine management
administrative
tasks.
2:30 - 2:45 Health Break
Develop an ethical
and practical Al- Ms. Archilyn
assisted workflow Semanero
ited act Principal |
Workshop 1: - r;::)ec::in (; uel e
Designing an Al- povernmen " Department of
2:45-4:00 | Enabled Ggenc ke Edudation- Tagulod
Administrative SIGSHEY, RIS High School
district, cooperative,
Workflow . .
educational Master of Arts in
institution, nonprofit Educational
organization, or Management
private company.
Present the Ms. Archilyn
proposed workflow, Semanero
respond to Principal |
feedback, and
Reflection, Open identify practical & et
4:00 - 5:00 Pl HE Education- Tagulod
Forum, and Synthesis | opportunifies, :
e High School
limitations, and
safeguards for Master of Arts in
workplace ducational
implementation. Management
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DAY 2 - Digital Leadership, Strategic Human Resource Management, and
Electronic Records Administration

Resource Speaker
DR. MARY JANE SALALIMA FERNANDO

Principal lll

AT‘rncnce

Reinforce Day

8:00 - 8:30 : ] PCPD Moderator
Recap learning
Session 4: Strategic | Apply strategic DR, MARY JANE
Human Resource | Human Resource SALALIMA FERNANDO
Management and | practicesin goy
Workforce workforce planning, Principal ll
8:30 - 9:45 Performance erployes Eusebio C. Santos
i Elementary School
performance
management, and
organizational
productivity.
9:45 - 10:00 Health Break
Session 5: Data- Use personnel DR. MARY JANE
Driven Decision- information, SALALIMA FERNANDO
Making, Employee performance ol
10:00 = Development, and indicators, and Principal
12:00 Organizational organizational data Eusebio C. Santos
Productivity to support employee |  Elementary School
development and
sound management
decisions.
12:00 - 1:00 Lunch Break
Session é: Electronic Apply appropriate DR. MARY JANE
1:00 = 2:30 Records practices in records SALAI:.IMA FERNANDO
Management, classification, o
Information storage, refrieval, Principal fi
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Governance, and

retention, disposition, |

Eusebio C. Santos

Data Privacy access control, Elementary School
Compliance confidentiality, and
responsible
information
handling.
2:30 - 2:45 Health Break
Design a basic
electronic records-
management DR| MARY JANE
Workshop 2: | framework SALALIMA FERNANDO
Developing an responsive fo the
2:45-4:00 Electronic Records | legal, operational, Principal lll
Management security, .

Framework accountability, and Eusgbio C. Santos
service requirements Elementary School
of the participant’s
organization.

Evaluate Human
Resource, workforce- DR. MARY JANE
performance, and | g1 ALIMA FERNANDO
Reflection, Sharing of | records-
4:00-5:00 |Experiences, and management Principal il
Synthesis practices and .
— Eusebio C. Santos
organizationd Elementary School

improvements.




DAY 3 - Digital Governance, Information Security, Responsible Al, and

Main Office Address:

PINE Building, 3, 2 floor, Forast Hills Drive, Barangay. Gulod, S
e l v, , Gat a
PESSIONAL . P e @ 463917805 i;o
£ Eg ?JIBS'I)SN T Training Delivery Site Address: 3 Inquiry. pcpd@gmoil.com

INING CENTER INC, Secornd FloorNo. 356 Quirine Highway, Brgy. Sangondaan, @ facobook.conypepdtraining

Smart Office Transformation

DR. ANNABELLE

A. GORDONAS

Queron City

Chief, Graduate School, Research and Extension Office
Chair, Master of Arts in English Language Teaching
Polytechnic University of the Philippines

AT’rnone |

Reinforced previous

8:00 - 8:30 .
Recap sessions
Demonstrate DR. ANNABELLE A.
) . leadership GORDONAS
gfsst"’"?' competencies in
rategic ; Chief
Leadenipinthe | monaging peope,
Digital > cnizoﬁggém Graduate School,
8:30 — 10:00 Wetkpfes chgonge innovation Research and
' : collaboration, and Ex.fenSfon Office/ :
future-ready ChairrMaster of Arts in
workplace English Language
operations. Teaching
Polytechnic University
of the Philippines
10:00 - Health Break
10:15
Session 8: Digital Apply digital- DR. ANNABELLE A.
Governance, governance, GORDONAS
Information Security, | information-security, L
10:15- Data Privacy, and privacy, CHiet
12:00 Responsible Al confidentiality, Graduate School,
ethical, and Research and
responsible-Al Extension Office/
practices in Chair-Master of Artsin |
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—os

organizational
operations.

English Language
Teaching

Polytechnic University

of the Philippines

12:00-1:00 Lunch Break
Session 9: Formulate strategies DR. ANNABELLE A.
Organizational that promote ORDONAS
Innovation, Smart innovation, Chief
Office employee
Transformation, and participation, Graduate School,
Change process Research and
1:00 - 2:30 Management improvement, Exténsion Office/
organizational ChairiMaster of Arts in
resilience, and English Language
sustainable Teoching
technology
adoption. Polytechnic University
of the Philippines
2:30 - 2:45 Health Break
Present an DR./ANNABELLE A.
actionable plan GORDONAS
Capstone addressing actual Chief
N —— personnel, records- B i)
Organizational management. GrcL o ehcnd '
2:45-3:45 | Digital SISO, : Sl
Transformation and s Ex.f enSlCT fr Arts i
Smart Office yvorkflovg, ChaJr-Mas i ;
Improvement Plans LT i =i Lon‘guoge
management, or Teaching
service-delivery Polytechnic University
conceam. of the Philippines
3:45 - 5:00 Closing Program, Demonstrate Organizers

Evaluation,

commitment fo
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Awarding of applying acquired
Certificates, and competenciesin

Closing Remarks their respective
organizations

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




