THE MUNICIPAL TOURISM AND LOCAL CULTURE AND ARTS OFFICE ,g} ,
MUNICIPALITY OF MALITA /Z{CW AN
DAVAO OCCIDENTAL PHILIPPINES (O S L

VISION MISSION
A revered office dedicated in ensuring Malita as the catalyst To cultivate Malita as a prominent hub of the abundant and unique
for heritage of a rich and distinct Mindanaoan culture, Mindanaoan culture, achieved through the meticulous preservation
acknowledged nationally for the dynamic variety of our local of its cultural heritage. By fostering unity among stakeholders, we
traditions. Through dedicated preservation efforts of our cultural endevour to elevate Malita onto the global platform, effectively
heritage sites, ethnicity, and protection of the Indigenous cultural highlighting its cultural richness diversity to the world.
community. United with tourism stakeholders, we aim to propel Malita Through collaborative efforts and community engagement,
onto the world stage of competitiveness, fostering a community-driven  we shrive to propel Malita towards international recognition, ensuring
approach that promotes inclusivity, sustainability, and authenticity that its cultural legacy remains cherished and celebrated for
in the journey to become a cynefin of Mindanaoan culture. generations to come.
GOALS

¢ Sustainable Development
¢ Cultural Preservation
 Community Empowerment
» Visitor Satisfaction

Destination Management
Education and Awareness
Innovation and Technology
Partnerships and Collaboration
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MUNICIPAL TOURISM OFFICER

ping and impl ting str gl
pmmollonal mnlt. and collaborations with local k

+ ldentifylng opportunities for tourism development within the municipality and improving existing facilities, or
organizing special events and festivals to enhance the visitor experience.

* Organizing association for product devel

and att

* Oversees all aspects of tourism management within the municipality or arganization.
to attract tourists to the municipality, including advertising campalgns,

tions.

t and marketing of the passlubong center

1

ADMINISTRATIVE SECTION

PLANNING SECTION

|
MUNICIPAL TOURISM INFORMATION
CENTER AND ASSISTANCE DESK SECTION

ACCREDITATION / PROMOTIONS
AND DEVELOPMENT SECTION

—3

« Handling paparwark such as contracts, and agr s
ralatad to tourinm activities and events.

+* Managlng incoming and sutgalng cammunication,
imcluding omnils, phone calls, and letters, often serving
as a peoint of cantaet for inquirles.

rocessing payments, mlnnnlrm budgets, tracking

, and ling rocords.

. Hnndilng employee records, payroll, benefits
-dmlnlsh.lllan. and Mhnr umm-d tasks

= Organizing o, Ing office suy

, mnd | i {}

o
logisties.

* Ensuring compliance with relevant regulnations, policies,
and procodures reinted to tourlsm operations.

» Dusting, cleaning, and maintalning artdfacts, display
canas, and exhibition spaces.

* Monitoring environmental conditions such as
temperature, humidity, and light levels to ensure the
preservation of collections

* Performing routine cleaning tasks such as sweeping,
mopping, and vacuuming fioors,

* Gleoning y offices, g
areas.

= Emptying trash hins and recycling bins I.nllllrl-b

* Reporting any r Issuas ar
within the museum premises.

= Monitering museum pramises for security congerns,
including unauthorized access or suspicious activities.

* Assisting with opening and clesing procedures o
ensure the tcanrlly o! museum raeilliiol

y and other public

* Providing supp ts, receptions,
and pragrams hwtﬂl tly tlu museum.
- g track of cl taols, and

aqnlpmnnt needed for custodial tasks,

= Asslisting visitors with directions, information, and
Inguiries as needaed,

*F policies and p d to

9
llection care, ity, Wi -mi visitor services.

. ping event proposal, timelines, and action plans,

L+ ing and event programs that
align with the touriam effice’s gonls and ebjectives.

* Orgonizing various activities ond attractions within
ovents to enhance visitor experiences,

= Utllizing lrldlllunnl uud digltal m ting ch lnnﬂs
such as so » amail
press reloases, and pmlnomhlps with media outlets.

* Bullding rafltlnruhlph with local businesses,

arganizations, community groups, and touriam

stakeholders to garner support and participation in

aventa,

Facllitating communication and colinberation between

ovent erganizars, vondors, sponsors, volunteers, and

community memhbers.

Soliciting feedback from participants and stakehokiears

to evaluate event effectiveness and identify areas for

improvement.

Compiling post-event reports and analyses to document

successes, challenges, and lessons learned for future

planning and decision- malﬂng.

= Participating in prof 1 opportunities
such as workshops, conferences, and networking
ovants to expand knowladge and skills.

+ Bullding relatlionships with Industry peers, suppliers,
and tnporu to exchange ldeas, resources, and support.

¥ g m and the tourlsm
office’s ite to provid tial inf tion to
visitors, such as att t @ y ,
and travel resources,

. @ eng @ and rel contant for social
nulﬂl Includi g posts, videos, and
s!ﬂﬂ.i, that mgmlgm !ourlll altrnollans, nativities,

tn, and ex

= Monitoring mlnl muedia channels, responding to

s, messages, and revi s, and engaging with
fellowers to bulld reln ips, q y and

manage reputation.

Planning, executing, and optimizing social media

marketing campaigns to promote tourism products,
offara, , and desti fann.

Ke-pmn ahrtall af sncial maedia trands, industry news,

mnd competitor activities to identify opportunities,

adapt strateglies, and stay relevant In the dynamic

digital landscape.

= Maintaining accurate records of visitor inquiries,
trannactions, and fasdback for reporting and analyain
PUrposes.

* Welcoming visitors and providing them with
comprahonsivo mformltlnn about the municipality,

o attr fatlons,; dining options,
lllnnpnlhtlun, mnl'll, and activities.
= Offering p r dations based on

visitors® interests, p y ancd time.
Ensuring a welcoming and frldl‘idljl' atmosphere at the
tourism Information center and assistance desk;
making visitors feel valued and comfortable.
Listaning attentively to viaitors' needs, concerns, and
Inguiries, and addressing them prompily and
courteously,
Handling complaints or issues with professionalism
and empathy, striving to resolve them to the
satisfaction of the visitor.
= Pi Ing key attracii landmarks, historical sites,
museumns, parks, and other points of interest within

the municipality.
« Demonstrating cultural sensitivity and awareness when
Interacting with visitors from diverse cultures,

ting their t 1 traditions, and beliefs.
Bru:nnr-glng wvisitors to explore and experience a
varioty of tourlsm products and services avallable
within the municipality.
Cvllahomtlns with local tourism businesses,
els, and transportation

providera to stay informed nhout their offerings and
sarvices.
+ Generating reports on visitor demographics, trands,

proferancas, and satisfaction levels to inform decision-
aking and strategle planning.
- Iltnbllilllng ac =rar.l|tatlol| standards and criteria for
and services such as

hotels, restaurants.
= Providing guldance, training, and support to help
en ir their op and meat
accreditation toqulum-nh

= Dafining requirements related to vehicle salety,
cleanliness, maintenance, insurance coverage, driver
qual i i and service.
* C ts and ti of
traulpﬂrt-linn providers to verify mmpll-na. with
accraditation standards,
+ Inspoacting vehicles for safety features, claanliness,
and malntenanoe recorda.
= Bvaluating driver Including 11
tralning, and background thulu
= Granting accroditation certificates or licenses to
transportation providers that mest the established
standards.
= Providing tation that dem ates
campll with itation rag ite and nerves
as proof of accreditation status.
* Renewing lnnudltlﬂnn pnrlolllcllly through scheduled
reoval and | angoling
compllance.
* Encouraging tourists to leok for accraditation symbols
or logos when selecting transportation options to
make informed choices.
= Monitoring m:cmdil.td transportation providers to

P with acereditation

standards.
. c:ﬂluhnr-lhl' with lacal tranaportation authorities,
y and | y assaciations to

ostablish and enforce acoroditation standard
+ Collahorating with leeal artisans, eraftsmen, and
producers to develop unique and authentic pasalubong
items that raflact the dastination’s cultura, heritage,
and Identity.
+ Ensuring that pasalubang Items are of high quality,
el‘hlenlly sourced, unu nnvlmnmanlmly sustainahle

1 ta
L lllllll!lli!llm partnerships with |ﬂ¢‘l retallers,
souvenir shops, hotels, and tourist attractions to
distribute pasalubong Items.
= Highlighting the f y cralt
cultural signifleance of pulnluuong iteams to
differentiate them from ucn-rlo souvenirs.

* B ing with local ion, artists, and
enty s toi ive them in lhe aillubong
product devel and their fair

participation nnd hon.m.

* Monitoring sales data, customer reviews; and social
medin engagement metrics to meanure the
pordformance and impact of pasalubong markating
Initiatlves.




TOURISM OFFICE

Office or Division:

Classification: Simple

_?\;pes of Transaction:

Who may avail: All TODA Members

CHECK LIST OF REQUIREMENTS

" WHERE TO SECURE

e Driver’s License

o OR/CR

e TODA Membership Certificate
& Barangay Certificate

LTO

LTG

TODA President
Barangay of Origin

o Community Tax Certificate MTO
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSOM RESPONSIBLE
1. Secure and Fill out the Validation of clients’ information None 10-30 minutes Local Transpo Accreditation In-
Tourism Accreditation Form charge
o Name of Operator
+ Name of Driver
s [Driver's License No.
s Address
e Old sticker No.
s Body Number
2. Submission of signed ' Validate the TODA clearance if None 5-10 minutes Tourism Officer
Accreditation Form completely signed by respective
TODA officers before the approval
of Tourism office




3. Present the Permit and

Validation of pertinent Document

None

'5-10 minutes Local TraEsEb Accreditation In-
receipt from BPLO for processing charge
e Official Receipt of Payment
e Permit to Operate
s Tricycle Sticker No.
4. Present the actual Vehicle of | Inspection of Vehicle for None 5-10 minutes Tourism Officer

body color confirmation for
Tourism approval

qualification




Office or Division:

TOURISM OFFICE

Classification:

Simple

Accreditation of Tourism Establis‘hments

Who may avail:

All cIientWho has Tourism Estabiisﬁﬁénts

Certificate

accreditation

charge

CHECK LIST OF REQUIREMIENTS WHERE YO SECURE N
e Official Receipt of payment from BPLO BPLO
e Application Form for Business Permit BPLO
& Assessment Form DENR
s ECC approval and foreshore lease agreement DENR
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSCN RESPONSIBLE
1. Submit requirements Completion of requirement needed None Tourism information Desk In-
for checking 13 - 30 minutes charge
2. Eill out the Tourism Validation of clients Tourism None 10 - 30 minutes Toutisrn Information Dask In- |
Accreditation Checklist regulatiocn compliance per Industry charge
classification
e Guest loghook
e Staff uniforms
¢ Pool Guard
e Beach Watchers
e DENR Clearance
+ Hairnet
3. Process Tourism Accreditation issuance of Tourism certificate for None 5-10 minutes Tourism Information Desk In-




Office or Division: TOURISM OFFICE
Classification: _ Slmple S _ h L T T
Types of Transaction: o Tourist Data M_tﬁ_rﬁtoring o o )
Who may avail: “All client who has Tourism Establishment i )
CHECK LIST OF REQUIREMENTS WHERE TO SECURE
Loghook Establishment Proprietor
CLIENT STEPS B AGENCY ACTION FEESTOBEPAID | PROCESSING TIME PERSON RESPONSIBLE
| Submission of Data Validation and Consolidation of Data None B " Tourism Information Desk in- |
Variable charge
s Monthly

e Quarterly




