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DIVISION MEMORANDUM

No. /32 s. 2026
ACCEPTANCE OF APPLICATIONS FOR NON-TEACHING POSITIONS

TO:  Assistant Schools Division Superintendent
CID & SGOD Chief and Personnel
0SDS Unit Heads and Personnel
Elementary 8 Secondary School Heads
All Others Concerned
1. The DepED Schools Division Office of Catanduanes announces the acceptance of applications
for non-teaching positions from January 28, 2026- until 10AM of February 9, 2026.
2. The vacancies are the following:
s ! Salary ’ No. of
Position Title Grade Office/Assignment Vacanc
Medical Officer III 21 School Governance and Operations Division 1
Administrative Officer IV 15 San Miguel Rural Development High School 1
Accountant | 12 Pandan School of Arts & Trades 1
Project Development Officer I 11 S;r.?hmoran CES & Dariao ES/Caramoran 1
Adintiistrativ 11 OSDS-Personnel Section 1
offi rlll € Elementary-Tilod ES & Sta. Maria 1
ce ES/Baras South
Senior Bookkeeper 9 Elementary-Accounting Section 2
Administrative Assistant III 9 Panganiban CES/Panganiban District 1
(Senior Bookkeeper)
3 Bagamanoc Central ES/Bagamanoc South 1
Security Guard I Tabugoc Central ES/Pandan East 1
Pandan Central ES/Pandan West 1
Administrative Aide I 1 Viga Central ES/Viga West 1
3. The CSC Prescribed Qualification Standards for the said positions and Job Description are

shown in Enclosure No. 1 to this memorandum.

4. Applicants are required to register in the link https://tinyurl.com/AppforNonTeachingLink
and a printed copy of their registration must be included in their application documents. Applicants
should provide complete details of their personal information, education, training, experience, and
eligibility on the link. Only applicants who registered in the link and submitted complete hard copies
of documents in the Schools Division Office- Records Section on the set deadline will be considered as

official applicants.

5. All interested qualified applicants shall submit their documents at the Records Section in color
coded folder:
¢ Medical Officer III- Red
Accountant I- Blue
Administrative Officer IV - Orange
Project Development Officer I- Pink
Administrative Officer II - Yellow
Senior Bookkeeper/Administrative Assistant [[I- Green
Security Guard I and Administrative Aide I- White

Dogun}ents must be fasteped on the left side with Table of Contents arranged from letter A to letter M
as indicated below. To facilitate the evaluation process, labels (index tabs) using A to M are requested:
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BASIC DOCUMENTARY REQUIREMENTS

Letter of Intent addressed to the Schools Division Superintendent
Duly accomplished CSC Form 212 (Revised 2025) with latest passport size ID picture, notarized
and Work Experience Sheet (if applicable), download the form at
https://bit.ly/PDSCSCForm212
C | Clear photocopy of valid and updated PRC License/ID (if applicable)
D | Clear photocopy of Civil Service Commission Board Rating/Certificate of Eligibility/Report of
Rating
Clear photocopy of Transcript of Records (TOR) for baccalaureate degree,
and post graduate degree (if applicable)
Clear photocopy of Certificate/s of training attended within the last 5 years with summary
table, arranged by year from most recent (if applicable)
Clear photocopy of Service Record/Certificate of Employment/Contract of Service (if applicable)
Clear photocopy of Latest Appointment (if applicable)
Clear photocopy of Performance Rating covering one (1) complete performance cycle acquired in
their current or latest position (for positions requiring Performance Rating)
For applicants whose previous job uses other performance appraisal tools in which the rating
period follows a semestral or quarterly cycle, one year performance shall be equivalent to two or
four performance ratings.
J | Checklist of Requirements and Omnibus Sworn Statement in the Certification on the
Authenticity and Veracity (CAV) of the documents submitted and Data Privacy Consent Form
(Annex C) — download @ bit.ly/Annex C
OTHER DOCUMENTS (Refer to DepEd Order No. 7, s. 2023 and DepEd Order No. 21 s. 2024)
K | Outstanding Accomplishment if any
¢ Awards and Recognitions
¢ Research and Innovation
o Membership in National Technical Working Groups (TWGs) or Committees
¢ Resource Speakership/Learning Facilitation
¢« NEAP Accredited Learning Facilitator
L | Application of Education (relevant intervention that is directly applicable to the functional unit
where the position applied for is lodged), if any

e Action Plan approved by the Head of Office

¢ Accomplishment Report verified by the Head of Office

e Certification of the utilization/adoption signed by the Head of Office
For positions with no experience requirement:

e Certification of General Weighted Average (GWA) in the highest academic/grade level
earned as evidenced by the Transcript of Records/Diploma/Special Order from the
Commission on Higher Education (CHED) or other certification

M | Application of Learning & Development, if any

¢ Certificate of Training that is aligned with the Individual Development Plan (External
applicants must submit a certification from the HR of their current or previous employer
stating that the L&D intervention is aligned with the tasks of the applicants)

¢ Action Plan/Re-Entry Action Plan

s Accomplishment Report with a certification that the L&D was used/adopted by the Office
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6. Applicants with multiple applications shall submit only one folder, provided that the
positions and corresponding assignments are indicated in the application letter and that they
have registered through the link for each position and assignment.

7. For Application of Education, points shall be given to applicants who have earned higher
education units or degrees beyond the minimum qualifications of the vacant position and have
submitted the required Means of Verification (MOVs).

8. Only the Application Letter, Omnibus Certification and Personal Data Sheet are required to be
submitted in original forms.

9. Thf: applicant assumes full responsibility and accountability for the completeness, authenticity
and veracxty of the documents submitted, as evidenced by the Omnibus Sworn Statement, duly signed
by the applicant. Any false and fraudulent document submitted shall be grounds for disqualification.
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10. The schedule of activities are as follows:
Person/s
Date and Time Activities Venue Committee | Participants
Responsible
January 29, 2026 | Orientation of | Online HRMO, Interested
(10:00AM-11:00AM) Applicants Note: All HRMPSB Applicants
interested Secretariat
qualified
applicants
shall request
a link
through this
email
hrmosp.ct
deped.gov.ph
February 9, 2026 Deadline of Records Records Interested
(8:00AM - 10:00AM) Submission of Section Officer Applicants
Application letter
with relevant
documents
To be announced Initial Evaluation of | SDO Terrace | HRMO, HRMO,
Documents HRMPSB HRMPSB
Secretariat Secretariat
To be announced Written Test and SDO Terrace | HRMPSB Qualified
Work Sample Test Secretariat Applicants
To be announced Document SDO Terrace | HRMPSB Qualified
Evaluation & Applicants
Behavioral Event
Interview
To be announced Release of SDO HRMPSB
Comparative Secretariat
Assessment Result-
Registry of Qualified
Applicants

11.  The Criteria and Point System for Hiring and Promotion for Non-Teaching positions per DepED
Order No. 7 s. 2023 and DepED Order No. 21, s. 2024 are as follows:
Non-Teaching Non-Teaching Non-
Position Position Teaching
Criteria General Services Non-General Services | (SG 10-23
{SG 1-9) (SG 1-9) & SG 27)
Education S 5 S
Training S 5 10
Experience 20 20 15
Performance 10 20 20
Outstanding Accomplishments 5 10 10
Application of Education - 10 10
Application ~ of Learning & - 10 10
Development
Potential (Written Test, BEI, Work 55 20 20
Sample Test)

12.

Only relevant Education, Training and Experience that exceeds the minimum qualification of
the CSC approved- Qualification Standard shall be given points. Training must be earned after the last
promotion but within the last five (5) years.
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13. Applicants who failed to submit complete mandatory documents on February 9 (until 10AM)
shall not be included in the pool of official applicants. No additional documents shall be accepted after
the deadline.

}4. All official applicants in the pool shall be assigned an application code to ensure objectivity and
integrity of the process and to protect the identity of the applicants when posting the results.

15.  Notice of Initial Evaluation Result for Qualified and Disqualified applicants will be notified
through email.

16. During the open deliberation, qualified applicants must be ready with their original documents
for verification purposes.

17. Applicants may retrieve their documents one (1) month after the release of the approved
Comparative Assessment Result (CAR). The HRMPSB will not be responsible for the safekeeping of the
documents submitted. It will be disposed properly three (3) months after the release of CAR.

18.  This Office upholds Equal Employment Opportunity Principle: “that there shall be no
discrimination in selection of employees on account of age, school, gender, civil status, disability,
religion, ethnicity, social status, income class, paternity and filiation, political affiliation, and those
from any sexual orientation and gender identities and expression (SOGIE) or other similar
factors/personal circumstances which run counter to the principle of merit, fitness for the job and

equal opportunity.”

19. Persons with disability, pregnant or any applicant in need of special assistance should notify the
Personnel Section prior to the scheduled date of evaluation.

20. All expenses to this activity shall be charged against local funds subject to the usual accounting
and auditing rules and regulations.

21. For information, immediate and wide dissemination, guidance and compliance.

MA. JEAJ&'%BAYON

Asst. Schools Division Superintendent
Officer-In-Charge, Schools Division Superintendent
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Enclosure to Division Memorandum No. s. 2026

Medical Officer 111
Positicn Title SG | Level Education Experience Training Eligibility
Medical Officer il 21 2 Doctor of Medicine None Required None Required RA 1080
‘I".;'""'-_
: : JOB DESCRIPTION JONo ___ Revision Coce ___

P

Depariment of Education

Position Title Medical Officer li} Salary Grade 21

| Parenthetical Title Governance Level | Schools Division Offce

Oftice/BureawService UniuDivision School Governance &
Operations Owiston

Repons to Chief Education S Effectinty Date
tion Supervisor ty O

Positions Supervised
JOB SUMMARY

To promote. protect and mantai the physical and mental wes-being and readness of leamers 10 leam. by plannng. formufating straleges

for health and nutrition programs. 10 provide supenvisory functon 1o heath personnel in the conduct and mrontonng of Heath and Nutrition

Program Services and establishment of Vad's and sustanadle Inkages wilh educationat partners and stakeho'ders

[T ETIT PTUGTEI ST SEVIEYS W C nigy mmwmmmmmmm——

Schoo's Dinson Ofice

« Montor and Evaluate the mmplemented Schoo! Hea th and Nutriticn Programs of the Schoo's Bivision
Ofice 167 the dwect benelt of the learners

o Prepares and sudmis penod < repods of accompahments

Nutrition Program Service = Monior, Evaiwate and Report (he Nartonal Status of kearmers in the Schoo's Dwsion Office

« Develop. Desgn Impement Evava’e. Montor and Repo Sustainabie Feeding Programs for lhe

identfed Severely \Waited and Wasted Learners of the Schoo's Orvsion Office

Ensure Compiance and Impementaten of Nutrton Programs 16 Nutrtional Slandards in Food

prepataton

5125 shes. Mantans and Susta ns Patnersnps and Agreements 17 other agencies and

stakeholders based on Dep ED Estadished Standards for Hea'th and Nutntion Programs

Partnership .

Accountant I

PositionTille | SG [Level|  Education Experience Training Eligibility

Accountant | 12 | 2 |Bachelor's degree in| NoneRequired | NoneRequired |  RA1080
Commerce/Business
Administration - major
in Accounting

Accountant |

| mmrmwwmmmnmwmmwmmmmms

27 Checks e acouracy, vabity and appropnateness of mcome and expendiune rnScbons

3 Superases and mondors the manlenance of pumals general ledgers, subsidary ledgers and related acccunt schecules

4 Mondors e sa'ekeepn) ol accounlng records, documents comespondences and repors, and ensures mamum secunty ¢ $;5iemabe compdaton of
miormation

vanous
$ wmwhmwnuammmumdmimmwmm

] mmmmmmw,m_mmmmmmuwabm'm

1. Redewshe inancal siatements and reialed scheduies
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ADMINISTRATIVE OFFICER IV - SAN MIGUEL RURAL DEVELOPMENT HIGH SCHOOL

Position Title SG | Level Education Experience Training Eligibility
ADMINISTRATIVE | 15 | 2 BACHELOR'S 1YEAROF | 4HOURS CAREER
OFFICER IV DEGREE RELEVANT OF SERVICE
RELEVANT TO THE | EXPERIENCE | RELEVANT | (PROFESSIONAL)/
JOB TRAINING | SECOND LEVEL
ELIGIBILITY
Duties and Responsibilities:
L. Check the accuracy of salarics and benefits given to employces on & periodic basis and respond
to queries pertaining to salary/benefit claims.
2. Compute necessary deduction for inclusion in the monthly payroll.
3. Compute salary adjustment based on new salary schedule, changes/adjustments in deductions
and communicate such to personnel concemed Notice of Step Increase (NOSI) and/or Notice of
Salary Adjustment (NOSA)
8. Process and release special order for leaves, travel, tranefers, reinotatement and non-
compensatory time off of office personnel.
5. Review claims of separated, retired, transferred, and resigned personnel affected by movement
in employment status and recommends appropriate action.
6. Support the School Principal in rcpresenting the school in personncl committees and provide
the required assistance/documents needed in the implementation of compensation programs
and practices.
7. Apply the latest issuances on personnel benefits and communicates them to employces
8. Compute vacation service credits of teachers for accrual of leaves.
9. Compute Proportional Vacation Pay (PVP) and process payroll of teachers for payment
10. Process retirement/separation papers including accrued bencfits and terminal leave pay of
retiring/resigning employees for benefits payment purposes.
11. Processes application for monctization of lcave credits.
12. Acts on application on leaves (sick, vacation, study, scholarships, and training) for approval of
the SDS.
13. Process application for loans with GSIS, Pag-ibig and private lending institutions.
14, Maintain and update the Personnel Services Itemization and Plantilla of Personnel (PSI-POP) to
reflect current staffing pattern of the organization.
15. Facilitate submission of applications for upgrading and reclassification of position.
16. Maintain a complete and updated 201 file of school personnel
17. Certify records of employment for specific purposc (employment, scholarships, loans, and
benefits)
18. Check the completeness of entry and submits to the Schools Division Office duly accomplished
SALN of all employees in school
!
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PROJECT DEVELOPMENT OFFICER I

Position Title | SG | Level Education Experience Training Eligibility
CAREER
PROJECT 12| 2 BACHELOR'S DEGREE NONE NONE SERVICE
DEVELOPMENT RELEVANT TO THE | REQUIRED | REQUIRED (PROFESSIONALY
OFFICER I JoB SECOND LEVEL
ELIGIBILITY

Program Management and Implementation

1. Facilitate the overall preparation and conduct of programs,
activities undor the direct supervision of the School Hoad:
a Prepare and submit a plan to execute the programs, projects, and
activities at the School level anchored on DepEd policies and guidelines
b Consolidste the programs. projects. and activities to be conducted
on a School-based Caiendar
. Coordinate with concerned School personnel for the required support,
resources, and documentary requirements
d. Facilitate and monitor the conduct of program, projects, and activities
in the School and regulariy report to the School Head about the
status of implementation
o wm..mm-.mwam:dddtow
implementation of the programs, projects, and activities
f. Prepare and submit relevant reports
2. Provide support to the School Planning Team (SPT) in the preparation and
imptermentation of School plans

Program Coordination and Partnerships

> Modifies the training needs asscssmeont tool for conceplualizing youth format:on
training programs in the division level in coordination with the Human Resource
Personnel

> Facilitates the con
> Prepares training d

projects, and

duct of the training needs assessment in schools.

esign for capacity building activities

> Organires capacity building activities to advisers, school youth formation
coordinators, and stucdents on skills development, leadership and refevant youth
formation programs in coordination with the Human Resource Personnel.

= Organires capacRy puitding programs for Guidance Coordinators, and School
Guidance Counselors in the conduct of career guidance program with assistance
from the Cumculum implementaticn Division (C1D) and Human Resource personnel.

Monlitoring and Evaluation
37 Coordinate with concerned personnel from the Schools Drvision Office

for the implementation of programs, projects, and activities
zmmmmwawwmymm‘umn

in implementing the programs
3 Propare communications and correspondence to the concerned School
stakehol

cers

Advocacy
Disseminaste advocacy resource materials to Increase thée awareness and
undersianding of the School community on the programs

Secondary Duties
As may be assigned by the superior

‘ » ,. ; ” Q San Rogque, Virae, Catanduanes
DQ'PED U @ g o0s2-8mL063
= catonduanes@deped.gov.ph
MéTéTAG 4 :3’ www.depedr com / wwi. deped.gov.ph


https://v3.camscanner.com/user/download

Republi i(&,}?g?i‘jilipl'llab
RKagawaran ng Edukasyon
Rehiyon V - Bicol
TANGGAPANG PANSANGAY NG CATANDUANES

ADMINISTRATIVE OFFICER II

ADNVICTRATIVI

Oricran L

Position tele 4G | tewel

ADMINISTRATIVE OFFICER II

Laducatinn

Lhpibetity

Training

Lrgwstbence
CARCENrnvicC
(PROSESSIOMALY
LECOMD LEVIL
Gty

rone

HONT REQUIRED
REOUIRID

2 NACHLION S DEGRIL NELTVANT TO THE 10D

This position
administrative
administration

JOB SUMMARY:

is responsible for the implementation of an Ffl’cctivc and cfﬁcl::r;:
support and selected financial functions part:gulnrly on lperz’»o
roperty custodianship, and financial-related tasks in the school.

| KEY RESULT AREA'S DUTIES AND RESPONSIBILITIES
 Personnel Recrutment and Se'ecton
Administration Provide human resources management suppor to the schoot head and coordnate vith A IV (HRMO 1) of the
S00 n the ‘o"owing HR-re'ated functons

a recrutment and selecton of appicants  the school assgned

b peomotion and cepioyment of personnel i the assigned schoal by checkng and va¥aling the compleleness
and authentoty of cocumens o be submitted o the HRMO for preparatonissuance of apponiment

¢ Prepare ERF of qualfied leachers and submd lo SDO for processing

Personnel Recoeds
Update rogulady 201 fles and maintan database of personal in‘ormaton of school personnel

b. Acassst the desgnated Agency Authonzed Officer (AAO) in the feld in terms of venfyng/approving GSIS

loans and agency remiiance advice (ARA) as may be delegaled

Conso'xdate dady tme record (DTR) of school personnel and prepare monthly report of senvice (Fomm 7)

. Monitor and record attendance’absence of school personnel and repor lo school head issues and concerns

relaled therelo

e Acts on appication for leaves of school personnel and facitate recommendation by the school head ané
approval by the SOS

{. Update vacation serviceleave credits of school personnel and regularty communicale to all concemed

g Maintain the confidentiaty of personal information of school personnel to which he/she has legal access

h. Coordinate with concerned offices, such as BIR, GSIS, PhiHeaith, Pag-IBIG, CSC, and other
agencieslentities on the implementation of policies and quidelines relevant lo personnel.

o

(=%

Compensaton and Benefits
a. Compute and submit to SDO applicable personnel benefits for processing, funding, and refease (e.g
malemity benefits. step increment. salary differentials, overtme pay, proporbonal vacation pay. etc)
b. Monutor and prepare notices for slep increments and adjustments of school personnel and submi to HRMO
for checkung 2nd venficabon
¢. Process retiement/separation benefits of school personnel for ndorsement by the school head to the SDO

Orher HR-related funcbons
3. Updzte school personnel of the latest HR-related po'icies
b Develop and present lo the school head HRMO innovative strategies n improwing HR practce i the schood
¢ Assist the school head in performance managemenl, rewards and recogndion, and learning development
pokeies and practces implementation i the school
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