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29 July 2026

DIVISION MEMORANDUM
No. ¥L2 s. 2026

DIVISION TRAINING WORKSHOP ON DIGITAL SKILLS AND CUSTOMER ENGAGEMENT
TO ELEVATE COMPETENCE OF THE NON-TEACHING PERSONNEL

To : Assistant Schools Division Superintendent
Chief Education Supervisors
Public School District Supervisors
Public and Private Secondary School Heads
All Others Concerned

1. This office will conduct a Division Training Workshop on Digital Skills and Customer
Engagement to Elevate Competence on August 12-13, 2026, at Rhaj Executive Inn Gogon,
Virac Catanduanes.

2. This training-workshop aims to:

Familiarize with various digital tools and platforms to effectively deliver one’s task.
Use of appropriate ICT tools and applications to enhance service delivery and
efficiency )

c. Apply the knowledge, skills, and -oompetencies gained through digital
mechanism/platform ensuring data privacy.

S -

- Participants in this training workshop are selected by Administrative Officers
Administrative Assistants based on the results of the Learning Needs Assessment conducted
by the Schools Governance Operations Division-Human Resource Development Section.

3. Likewise, participants are advised to bring a laptop, extension wire, and personal wife
during the activity.

4. Enclosures to this memorandum provide details as follows:
a. Indicative of Training Matrix
b. Program Management Team and Terms of Reference

c. Target Participants

D: For dissemination, guidance, and compliance of all concerned.

T. ABAYO
Assistant Schools ivision Superiffendent

Officer-In-Charge
Office of the Schools Division Superintendent

9 $an Roqwe, Virac, Catanduvanes
52-811L043
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Enclosure No. 1 of DM 8§32 2026

INDICATIVE TRAINING MATRIX
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Enclosure No. 2 of DM £$2- 2026
PROGRAM MANAGEMENT TEAM

Executive Committee:

1. Ma. Jeany T. Abayon, OIC-Schools Division Superintendent
2. Delfin A. Bondad, Assistant Schools Division Superintendent
3. Mary Jean S. Romero, Chief Education Supervisor
4. Romel G. Petajen, Chief Education Supervisor
5. Eva S. Tolentino, Administrative Officer V
NAME POSITION | ROLE TERMS OF REFERENCE
Carol P.Gil SEPS-HRD | Program Coordinates with team
Elizabeth S. Urbano | EPS-II-HRD | Managers members and program
| partners to ensure proper
implementation of the
| program.
Responds promptly to all
program implementation
| concerns
Facilitates the pre-post
| | meetings
Prepares
attendance /registration
a sheets/certificates
Coordinates with training
venue for meals, and other
‘ logistics '
Atty. Norlito Jr. P. Agunday | Legal Officer | Learning Applies effective
Jupiter L. Torno Facilitator presentation and facilitation
Jemima T. Rodriguez SP-1 techniques in conducting
Maybelle V. Rubio AO-IV assigned sessions ’
Rodel Tayo SP-III
Efren O. Matienzo Jr SP-I Provides expert content
Dr. Juan Torreja SP-II input during learning
SP-II sessions
Ma. Rita SR. Tablate SEPS QAME Associate | Takes charge of Monitoring
Achilles Alberto I EPS-II and Tracking Evaluation
Forms |

Crafts and Quality Assures
M & E tools needed to
gather relevant data and
output

Analyzes and Interprets M &
E Tools utilized and
presents them to the group
during debriefing

Provides suggestions and
inputs based on Evaluation
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results as the basis for
Improvement of Program
Implementation

Documents the proceedings
of the learning sessions
using the prescribed
documentation template
Takes photos of the different
parts of the program

Ensures that provisions for
inclusion, safety, security,
health, and wellness of
learners, PMT's, resource
persons are adequate and
and available at all times in

the venue |
Attends emerging inclusion, l
safety, security, health, and
wellness concerns of the
learners, PMT, and resource
speakers/subject matter.
Ensure that the training

flow follows the agenda and

Record participant
engagement, facilitator
strategies, and adherence to

Share constructive insights
with organizers after session

Marife Brequillo SEPS Documenter
Imaculate T. Latorre EPS-II
delive
Rhaj Executive Inn Welfare Welfare Officer
Officer
Jezrahel T. Omadto EPS Process Observer
objectives.
DIOCESSES.
Glyziel M. Torzar i SGOD Staff | Secretariat

Attends to registration
needs of learners

Ensures that learners fill up
attendance sheets everyda

Prepares directory of
participants based on
registration forms

Assists in the distribution of
learning materials and
supplies

Assists in posting and
collection of session outputs
Compiles session
documents and learning
resource materials

Q@ SanRoque, Virac, Catanduanes
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