
 

MARIANO MARCOS STATE UNIVERSITY 
 

 

 
Incorporation of SDG Concepts in the mandates  

of the Mariano Marcos State University 
 

In the past years, MMSU has institutionalized the discussion of SDGs in its general 
education subjects (mandatory subjects), such as SocSc11 (Gender and Society), SocSci03 
(Contemporary World), and STS01 (Science, Technology, and Society) which is still in effect 
until now. To sustain this, in 2023, by virtue of the Memorandum Order issued by the Office 
of the Vice President for Academic Affairs, the university identified another professional 
course that shall discuss the SDG concepts (e.g. HR 120) in detail.  

 
For students to have meaningful education around the SDGs across the university, the 

Office of Student Services and Development required all academic organizations and interest 
clubs to hold student activities that support any of the SDGs. This holds true in the conduct of 
research and extension programs. This means that no activity (research, academic, and 
community engagement) shall be approved by the University if not aligned with a particular 
SDG. 
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MARIANO MARCOS STATE UNIVERSITY 

Office of the Vice President for Academic Affairs  

MEMORANDUM 
 
 
TO  : All Deans 
 

 
 

FROM   :  PRIMA FE R. FRANCO 
   Vice President for Academic Affairs 

 
SUBJECT  :  Integration of SDG Concepts in the Syllabi 
 
DATE   : January 3, 2024 

 
Please advise all your faculty to revise their syllabi for the second semester of 

Academic Year 2024 - 2025. Likewise, please remind them to integrate into their syllabi 
applicable SDG concepts in the furtherance of the UN Sustainable Development Goals. 
 

Your usual cooperation is very much appreciated. 
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VISION OF THE UNIVERSITY A premier Philippine university by 2028. 

MISSION OF THE UNIVERSITY To develop virtuous human capital and sustainable innovations in a knowledge-driven global economy. 

CORE VALUES Knowledge – Upholding knowledge as empowerment, we aim to develop intelligent individuals who can make informed decisions. 
Inclusivity – We support and encourage diversity and collaboration, engaging in programs that promote growth and development for all sectors 

of society. 
Professionalism – Reared in a merit-based environment, we commit ourselves to the highest standards of ethics and professionalism. 
Spirituality and Social Responsibility – We are committed to providing holistic development that inculcates love and service to God, humanity 

and the environment. 

INSTITUTIONAL OUTCOMES Anchored on the university’s Vision, Mission, and Core Values, the Mariano Marcos State University institutional learning outcomes are qualities 
that MMSU graduates must possess. 
MMSU graduates should be able to: 

1. Demonstrate adequate knowledge, skills, and attitudes to be effectively integrated into a knowledge-driven global economy; 
2. Maintain a high degree of ethics, professionalism, discipline and accountability; 
3. Communicate effectively and articulate ideas through various modalities and in diverse contexts; 
4. Commit themselves to lifelong learning and personal development to achieve excellence; 
5. Analyze problems and issues critically, and develop ideas and innovative solutions to respond to the needs of local, national and global 

communities; 
6. Display spiritual values through respect for and service to God, humanity, and country; 
7. Practice social and environmental responsibility; 
8. Collaborate with and maintain harmonious relationships with others; 
9. Respect multicultural diversity; 
10. Engage in activities that promote growth and empowerment for all sectors of society; 
11. Make informed, intelligent, fair and equitable decisions; and 
12. Show appreciation for and contribute to the development and preservation of cultural heritage. 

GRADUATE ATTRIBUTES Anchored on the university’s Vision, Mission, and Core Values, MMSU graduates must be:  
1. globally competent;  
2. professional;  
3. effective communicator; 
4. lifelong learner; 
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5. innovative;  
6. spiritual;  
7. socially responsible;  
8. collaborative;  
9. respectful to diversity;  
10. empowered;  
11. critical thinker; and  
12. culturally responsive. 

 
COLLEGE GOALS 
 

The College of Business, Economics and Accountancy commits itself to attain excellence, responsiveness, efficiency and effectiveness for trained 
manpower who will assume leadership and responsibility in business, industry and government service. As such, it shall: 

1. provide quality instruction in accountancy, economics, business and management, entrepreneurship, cooperatives, tourism and 
hospitality management which is responsive to local and global needs and expectations;  

2. build and maintain a highly qualified manpower and well-equipped proactive academic unit through continuing education; 
3. foster a culture of research along its academic offerings and other related areas;  
4. produce and publish research-based and community-based materials for instruction and extension use and other alternative education 

mode;  
5. share resources and expertise to the community through continuing education, capability building and volunteerism programs;  
6. establish linkages and strengthen partnerships with industries and other stakeholders both local and foreign; and 
7. inculcate positive values and attitudes among students for the development of socially responsible and democratic citizenship, concern 

for the environment and a strong sense of national pride 

PROGRAM OUTCOMES 
 

A graduate of Business Administration major in Human Resource Management degree must have: 
1. applied the concepts along human resource management and use them in various business situations both in local and international 

context; 
2. demonstrated critical and analytical skills to analyze, innovate and provide a strategic business direction; 
3. communicated excellently and express ideas through various modalities and in diverse contexts; 
4. demonstrated positive values and work ethics that promote a sense of responsibility and accountability; and 
5. conducted, produced and published research-based and community-based materials for instruction, extension and business 

development 
6. practiced collaboration and maintain harmonious relationships with others in the pursuit of academic excellence, research and 

community development. 
7. created opportunities for the appreciation and preservation of cultural heritage. 
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COURSE SYLLABUS 

COURSE CODE HR 120 

COURSE TITLE RECRUITMENT AND SELECTION  

CREDIT UNITS 3 units / 3 hours  

COURSE PREREQUISITE BA 25 – HUMAN RESOURCE MANAGEMENT  

COURSE DESCRIPTION This course provides a comprehensive understanding of the recruitment and selection process in organizations. It covers the key concepts, strategies, 
and techniques involved in attracting, assessing, and selecting the right candidates to meet organizational needs. Students will learn about the legal 
and ethical considerations, as well as the role of technology in modern recruitment methods.  

 
CONTENT OUTLINE AND TIMEFRAME 

TIME FRAME COURSE CONTENT /SUBJECT MATTER MODE OF DELIVERY  

1 hour CLASS ORIENTATION 
A. Development Goals of the Government 

 
Face-to-face 

 
COURSE OUTCOMES At the end of the semester, the students must have:  

 
KNOWLEDGE  

1. explained concepts, principles, theories and trends along human resource management;  
2. discussed talent management and the nature of job analysis;  
3. explained human resource planning and examined its process;  
4. described the process, methods, and techniques in an effective recruitment activity;  
5. recognized the various tools, methods and processes in the area of selection;  
6. described an effective employee orientation;   

SKILLS  

1. gathered, examined and interpreted job tasks through job analysis. 

2. constructed job description and job specification. 

3. developed effective interviewing skills.  

4. devised a recruitment plan.  

5. familiarized to conduct the orientation process.  

VALUES  

1. demonstrated accuracy, discipline, creativity, independence, perseverance, self-reliance, and timeliness.  
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• Global: Sustainable Development Goals (SDGs) 2030 

• National: Philippine Development Plan 2017 – 2022 

• Institutional: Vision, Mission, Core Values, Institutional Outcomes, 
Program Outcomes and Course Outcomes 

B. Overview of the Course 
C. Course Outline and Requirement 
D. Grading system 
E. Classroom Policies 

5 hours 

UNIT I.  OVERVIEW OF HUMAN RESOURCE MANAGEMENT 
A. Definition of Human Resource Management 
B. Nature of Human Resource Management 
C. Personnel Aspects of a Manager’s Job 
D. Roles of Human Resource Professionals 
E. National and International Challenges of HRM  

 
 

Face-to-face 
 

9 hours 

UNIT II.   JOB ANALYSIS AND TALENT MANAGEMENT 
A. Definition and Functions of Job Analysis 
B. Methods for Conducting Job Analysis 
C. Writing Job Descriptions and Job Specifications  
D. Definition and Importance of Talent Management 
E. The Talent Management Process 

 
 

Face-to-face 
 

9  hours 

UNIT III. HUMAN RESOURCE PLANNING   
A. Definition and importance of Human Resource Planning 
B. Process of Human Resource Planning 
C. External and Internal factors affecting HR Planning 
D. Nature of Forecasting  

 
 
 

 
Face-to-face 

 

6 hours 

UNIT IV.  RECRUITMENT OF HUMAN TALENT 
A. Definition and Importance of Recruitment 
B. Recruitment Policies and the 4 Cornerstones of a Recruitment Policy  
C. Model of the Recruitment Process 
D. Legal and Ethical Considerations in Recruitment  

- Equal Opportunity Policy 
- Diversity, Equity and Inclusion 

 
 
 
 

Face-to-face 
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- Anti-Discrimination Laws 
- Data Privacy and Confidentiality 

9 hours 

UNIT V.     RECRUITMENT SOURCES, PROCESS AND METHODS  
A. Sources and Process of Recruitment  
B. Traditional and Modern Recruitment Methods 
C. Technology in Recruitment  

       D.    Evaluating Recruitment Effectiveness 
       E.    Drafting of a Job Application (Students will be enrolled in Skills to Succeed 

(S2S) Academy, a free immersive and online learning platform managed by 
Accenture https://s2sacademy.com/) 

 
 
 
 
 

Face-to-face 
 

9 hours  

UNIT VI. EMPLOYEE SELECTION  
A. Definition of Selection  
B. Selection criterion and predictors (Merit-based selection) 
C. Selection responsibilities of the HR Department  
D. Selection Process  

 
 
 

Face-to-face 
 

6 hours 

UNIT VII.  EMPLOYEE PLACEMENT  
A. Socialization /Onboarding 
B. How to Provide Effective New Employee Orientation 
A. Assumption of Employee Socialization  
B. The Socialization Process 
C. The Purpose of New Employee Orientation  
D. Employee Handbook  

 

 
 
 

Face-to-face 
Online (MVLE) 

 
 
 
LEARNING PLAN: 
 

Desired Learning Outcomes 
(DLO) Course Content/Subject Matter 

Teaching and 
Learning 

Activities (TLA’s) 

Assessment Task 
(ATs) 

Resource 
Materials 

Time 
Table  

Values Infused/ 
Competencies 

   
Discussion 

   
5 

 
Accuracy 

https://s2sacademy.com/
https://www.thebalancecareers.com/employee-orientation-keeping-new-employees-on-board-1919035
https://www.thebalancecareers.com/employee-orientation-keeping-new-employees-on-board-1919035
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At the end of the unit, the students must 
have:  
1. explained what human resource 

management is and how it relates to the 
management process; 

2. discussed and showed examples of why 
human resource management is important 
to all managers; 

3. recognized the personnel responsibilities 
and roles of human resource professionals; 
and 

4. illustrated each of the challenges of HRM. 

UNIT I.  OVERVIEW OF HUMAN 
RESOURCE MANAGEMENT 

A. Definition of Human 
Resource Management 

B. Nature of Human 
Resource Management 

C. Personnel Aspects of a 
Manager’s Job 

D. Roles of Human Resource 
Professionals 

E. National and International 
Challenges of HRM  

Brainstorming 
Online Searching 

 
 

Learning Activity 
Packets 

 
Quiz  

 
Activity  

 
Assignment  

 

Reading 
Materials 

 
Related links 

 
Laptop 

hours Discipline 
Creativity 

Independence 
Perseverance 
Self-reliance 
Timeliness 

Understanding 

 
At the end of the unit, the students must 
have:  
1.  discussed talent management;  
2. explained the use of job analysis including 

what it is and how it’s used; 
3. demonstrated appropriate methods for 

collecting job analysis information; and 
4. constructed job descriptions and 

specifications. 

 
UNIT II.   JOB ANALYSIS AND 
TALENT MANAGEMENT PROCESS 

A. Definition and Functions 
of Talent Management 

B. Methods for Conducting 
Job Analysis 

C. Writing Job Descriptions 
and Job Specifications  

D. Definition and Importance 
of Talent Management 

E. The Talent Management 
Process 

 
Discussion 

Brainstorming 
Online Searching 

 

 
Learning Activity 

Packets 
 

Quiz  
 

Activity 
 

Assignment  
 

Long 
Examination 

 
Reading 
Materials 

 
Related links 

 
Laptop 

 
9 

hours 

 
Accuracy 
Discipline 
Creativity 

Independence 
Perseverance 
Self-reliance 
Timeliness 

Understanding 

 
At the end of the unit, the students must 
have:  
1. explained human resource planning; 
2. examined the human resource planning 

process; 

 
UNIT III. HUMAN RESOURCE 
PLANNING   

A. Definition and Importance 
of Human Resource Planning 

B. Process of Human Resource 
Planning 

 
Discussion 

Brainstorming 
Online Searching 

 

 
Learning Activity 

Packets 
 

Quiz  
 

Activity  
 

 
Reading 
Materials 

 
Related links 

 
Laptop 

 
9 

 hours 

 
Accuracy 
Discipline 
Creativity 

Independence 
Perseverance 
Self-reliance 
Timeliness 
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3. illustrated the various forecasting 
techniques and methods used in identifying 
HR supply and demand; and  

4. appraised human resource problems.  
 
 
 

C. External and Internal factors 
affecting HR Planning 

D. Nature of Forecasting 
1. Forecasting periods 
2. Forecasting human 

resource demand   
3. Forecasting human 

resource supply 

Assignment  
 

 
 

Understanding 

MIDTERM EXAMINATION 

 
At the end of the unit, the students must 
have:  
1. defined recruitment; 
2. understood the importance of recruitment 

in organizational success; 
3. identified the factors affecting recruitment; 
4. described the model of the recruitment 

process; 
5. understood the recruitment policies and its 

4 cornerstones; 
6. recognized the perspective of a job 

applicant in looking for vacancies; and 
7. recognized legal and ethical considerations 

in recruitment.  

 
UNIT IV.  RECRUITMENT OF 
HUMAN TALENT 

A. Definition and Importance 
of Recruitment 

B. Recruitment Policies and 
the 4 Cornerstones of a 
Recruitment Policy  

C. Model of the Recruitment 
Process 

D. Legal and Ethical 
Considerations in 
Recruitment  

1. Equal Opportunity 
Policy 

2. Diversity, Equity 
and Inclusion 

3. Anti-
Discrimination 
Laws 

4. Data Privacy and 
Confidentiality 

 
Discussion 

Brainstorming 
Online Searching 

 
 

 
Learning Activity 

Packets 
 

Quiz  
 

Activity  
 

Assignment  
 
 

 

 
Reading 
Materials 

 
Related links 

 
Laptop 

 
6 hours 

 
Accuracy 
Discipline 
Creativity 

Independence 
Perseverance 
Self-reliance 
Timeliness 

Understanding 

 UNIT V.     RECRUITMENT 
PROCESS AND METHODS  

 
Discussion 

   
 

 
Accuracy 
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At the end of the unit, the students must 
have:  

1. enumerated the sources of recruitment; 
2. described the steps involved in the 

recruitment process;  
3. identified various recruitment methods, 

both traditional and modern. 
4. explored the role of technology in 

enhancing recruitment outcomes; 
5. developed a digital recruitment plan for 

an organization;  
6. enrolled in skills to succeed (s2s) 

academy; and 
7. constructed a job application for a job 

interview; 
 
 
 

A. Sources and Process of 
Recruitment  

B. Traditional and Modern 
Recruitment Methods 

C. Technology in 
Recruitment  
1. Applicant Tracking 
System 
2. AI-powered Screening 
3. Automated Chatbots 
4. Virtual Reality 
Assessments 
5. Gamification 

       D.    Evaluating Recruitment 
Effectiveness 
       E.    Drafting a Job Application  

(Students will enroll in Skills to 
Succeed (S2S) Academy, a free 
immersive and online learning 
platform managed by 
Accenture) 

Brainstorming 
Online Searching 

 

Learning Activity 
Packets 

 
Quiz  

 
Activity  

 
Assignment  

 
Long 

Examination  
 

 

Reading 
Materials 

 
Related links 

 
Laptop 

 
 

9 
hours 

Discipline 
Creativity 

Independence 
Perseverance 
Self-reliance 
Timeliness 

Understanding 

 
At the end of the unit, the students must 
have: 
1. defined selection and discussed the various 

criteria and predictors used in choosing the 
qualified candidate; 

2. recognized the duties and responsibilities of 
the HR department during the election 
period;  

3. examined each of the steps in the selection 
process and gave examples;  

4. designed an interview questionnaire; 

 
UNIT VI. EMPLOYEE SELECTION  
A. Definition of Selection  
B. Selection criterion and 

predictors (Merit-based 
selection) 

C. Selection responsibilities of 
the HR Department  

D. Selection Process  
1. Reception and Job 

Preview/Interest Screening 
2. Application Forms 

 
Discussion 

Brainstorming 
Online Searching 

 

 
Learning Activity 

Packets 
 

Quiz  
 

Activity  
 

Assignment  
 
 
 

 
Reading 
Materials 

 
Related links 

 
Laptop 

 
9 

hours 

 
Accuracy 
Discipline 
Creativity 

Independence 
Perseverance 
Self-reliance 
Timeliness 

Understanding 
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5. explained the key points to remember in 
conducting background investigations; 

6.  summarized employment documents; and 
7. explained the pseudo-scientific methods of 

selection.   

2.1 Equal Employment 
Opportunity 

2.2 Weighted Application 
Forms 

2.3 Resume 
3. Employment Test  
4. Interview 

4.1 Importance of Interview 
4.2 Types of Interview 
4.3 Interview Process 
4.4 Good questioning 

techniques  
4.5 Problems in the 

interview process 
5. Background Investigation 

5.1 Types of References 
5.2 Reference Checking 

Methods 
5.3 Medical Examination 

6. Document Requirements  
7. Pseudo-Scientific Methods of 

Selection 

 

 
At the end of the unit, the students must 
have: 
1. defined socialization/onboarding and its 

importance;  
2. illustrated the proper way of employee 

orientation; and 
3. summarized the assumptions, purpose and 

process of employee orientation. 
 

 

 
UNIT VII.  EMPLOYEE PLACEMENT  

A. Socialization /Onboarding  
B. How to Provide Effective 

New Employee Orientation 
C. Assumption of Employee 

Socialization  
D. The Socialization Process 
E. The Purpose of New 

Employee Orientation  
F. Employee Handbook  

 
Discussion 

Brainstorming 
Online Searching 

 

 
Learning Activity 

Packets 
 

Quiz 
 

Activity  
 

Assignment  
 

 
Reading 
Materials 

 
Related links 

 
Laptop 

6 
hours 

 
Accuracy 
Discipline 
Creativity 

Independence 
Perseverance 
Self-reliance 
Timeliness 

Understanding 
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Long 
Examination  

FINAL EXAMINATION 

 

Textbooks 

Diamante, M.M (2015). Managing Human Resources: Local and Global Perspectives (Outcomes-based Learning). C & E Publishing, Inc.; Quezon City  
Society for Human Resource Management. (2008, April-June). The employer brand: A strategic tool to attract, recruit and retain talent. SHRM Staffing Research, 2.   
 
Electronic Books 
Dessler, G., Human Resource Management 13th Edition. 2013, Human _resource_, management_13th_ed_by_des.pdf  
Fundamentals of Human Resource Management by Raymond Noe, John Hollenbeck.pdf 
 
Online References 
A Guide to Recruitment and Selection (https://www.kenjo.io/recruitment-and-selection) 
Recruitment: An Introduction (https://www.cipd.org/en/knowledge/factsheets/recruitment-factsheet/) 
The Digital Recruitment (https://harver.com/blog/digital-recruitment/) 
Ted Talk’s How to Master Recruiting (https://www.youtube.com/watch?v=sxjgL64czRY) 
 
 

 

COURSE REQUIREMENTS 
 

Performance Tasks  
Recruitment and Selection Plan  
Job Interview 

PERFORMANCE STANDARD (ASSESSMENT CRITERIA) 
The grading system shall be based on the approved and accepted grading system by the 
Business Administration Department. Approved during the department’s meeting on August 
7, 2020.  
             Final Examination                            20.00% 
             Midterm Examination                           20.00% 
 Long Examination                           20.00% 
 Quizzes                             10.00% 
 Class Participation              30.00%  
                     Final Requirement       20.00% 
                     Others*                          10.00% 
 Total                100.00% 

COURSE POLICIES Students enrolled in this course are expected to observe the following rules: 

http://aashpi.org.ph/books/41-aashpi-managing-human-resources-local-and-global-perspectives-2
https://www.kenjo.io/recruitment-and-selection
https://www.cipd.org/en/knowledge/factsheets/recruitment-factsheet/
https://harver.com/blog/digital-recruitment/
https://www.youtube.com/watch?v=sxjgL64czRY
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1. Official enrolment forms (Form 5) of students should be validated. 

2. Students should come to class on time  

3. Course requirements and assignments should be submitted on time. 

4. Actively participate in classroom discussions and group work.  

5. Quizzes may be unannounced but long exams are announced.  

6. Make-up examinations (this is only for long exams/midterm/final exams) could be arranged with the instructor under 
valid reasons and students should report to the instructor on time when having a special examination. 

7. Students are encouraged to collaborate in making projects and assignments but quizzes and long exams should be done 
independently. 

8. To show courtesy to others, please set mobile phones and other electronic gadgets to “silent mode” during class. Please 
step outside the classroom when accepting urgent calls or text messages. 

CONSULTATION PERIOD TTH 1:00-5:00 PM 

FACULTY-IN-CHARGE SARAH JANE S. INAY 
Academic Rank: Instructor I 
Mobile: 0947-981-3724 
Email Address: ssinay@mmsu.edu.ph 
 
KRISMARY SHARMAINE D. YAPO 
Academic Rank: Assistant Professor I 
Mobile: 0915-855-1254 
Email Address: kdyapo@mmsu.edu.ph 

 
 
 
 
 
 
 
 
 
 
 

mailto:ssinay@mmsu.edu.ph
mailto:kdyapo@mmsu.edu.ph


 
 

September 25, 2024 
            Date 

  
APPLICATION TO HOLD ACTIVITY 

Name of Sponsoring Organization: College of Arts and Sciences Student Council (CAS-SC) 
College/Unit: College of Arts and Sciences 
Nature/Name of Activity: PSA Making Competition for National Suicide Prevention Month 
Purpose: To conduct a PSA making competition open for all bona fide students of the College of Arts and 

Sciences with the theme “Rewriting the Narrative: Unveiling the True Struggles Behind the 
Silence”. Aligned to this activity is the promotion of the SDG 3: Good Health and Well-being, 
SDG 4: Quality Education, and SDG 16: Peace, Justice and Strong Institutions. 

Date: September 20-30, 2024 Time: N/A Place/Venue: CAS 
 
 

RONALD V. ALIMARIO JR.      President 
Name and Signature of Organization’s Representative  Position 

 
RECOMMENDING APPROVAL:   

   
   

JHON SHERWIN S. DURAN   
CAS SC Adviser 

   

   
JOYCE I C. CASTILLO    

Student Affairs and Services Coordinator, CAS 
   

   
MARLINA L. LINO, Ph.D.   

Dean   
   
 
APPROVED: 
 

 
  

   
   

MARIA DELEILAH F. ADRIATICO, Ph.D.   
Chief for Student Organizations, Publications and 
Activities 
 

 

  

   
 EMIL JAMES P. TANAGON   

Director for Student Affairs and Services   
 
 
 

 Disclaimer: Reproduction of this form is allowed subject  
to compliance to the Control of Documented Information Procedure 
established by MMSU. 
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Emil James Tanagon



 



 



 



 



 



 



 



 


































