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ACCEPTANCE OF AFPLICATION AND ASSESSMENT FOR NON-TEACHING POBITIONS

Assistant Schools Division Superintendent
CID & SGOD Chief and Personnel

OSDS Unit Heads and Personnel
Elementary & Secondary School Heads

All Others Concerned

1. The DepEd Schools Division Office of Catanduanes announces the acceptance of applications for non-

teaching positions from October 11, 2024 until October 21, 2024.

2 The vacancies are the following:

No. of

Office /Assignment Vacsncy

Position Title

Administrative Officer IV

Office of the Schools Division Superintendent- Cash Section

Bato Rural Development High School

Administrative Officer IT

Elementary

Administrative Officer 1l

Senior High School

Administrative Officer 1

Pandan School of Arts & Trades

Administrative Assistant Il

Office of the Schools Division Superintendent- Personnel Section

Administrative Assistant II

Senior High School

Administrative Aide V1 Office of the Schools Division Superintendent

Office of the Asst. Schools Division Superintendent

Office of the Schools Division Superintendent- Personnel Section
San Andres Vocational School

Administrative Aide IV Calatagan High School

Administrative Aide Il Baras Rural Development High School

3. The CSC Prescribed Qualification Standards for the said positions and Job Description are shown in
Enclosure No. 1 to this memorandum.
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4. Applicants are required to register in the link https://bit.ly/NTPOnlineRegistrationCTD 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 (Administrative Officer IV- BLUE, Administrative Officer II- RED, Administrative Officer I- YELLOW,
Administrative Assistant III & II, Administrative Aide VI, IV and III- WHITE). Documents must be fastened on the
lcft 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:

BASIC DOCUMENTARY REQUIREMENTS

Letter of Intent addressed to the Schools Division Superintendent

Duly accomplished CSC Form 212 (Revised 2017) with latest passport size ID picture, notarized and Work
Experience Sheet (if applicable), download the form at bit.ly/F212_PDS & bit.ly/WES_PDS

Clear photocopy of valid and updated PRC License/ID (if applicable)

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 S 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)

x| T wo|of w>

Clear photocopy of Latest Appointment (i applicable)

Clear photocopy of Performance Rating in the last rating period covering 1 year performance prior to the
assessment (if applicable)

[

Checklist of Requirements and Omnibus Sworn Statement in the Certification on the Authenticity and
thzﬁAw gf the documents submitted and Data Privacy Consent Form (Annex C) -~ download @
ex

OTHER DOCUMENTS

K | Outstanding Accomplishment if any
° Awards and Recognitions

SanRogue, Virag, Cutanduanes
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Research and Innovation

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 du'ectly applicable to the functional unit where the
position applied for is lodged), if any

For positions with no experience requirement:

Action Plan approved by the Head of Office
Accomplishment Report verified by the Head of Office
Certification of the utilization /adoption signed by the Head of Office

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

o 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)

o Action Plan/Re-Entry Action Plan

o Accomplishment Report with a certification that the L&D was used/adopted by the Office

6. Applicants applying for multiple positions and office/assignment in Administrative Assistant III and II,
Administrative Aide V1, [V, and IIl should submit only one folder, provided that the positions and office/assignment
applied for are indicated in the application letter.

i 2 Only the Application Letter, Omnibus Certification and Personal Data Sheet are required to be submitted
in original forms.
8. The applicant assumes full responsibility and accountability for the completeness, authenticity and

veracity of thc 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.

9. The schedule of activities are as follows:
Person/s
Date end Time Activities Venue Committee Participants
Responsible

October 14, Orientation of Applicants | Online HRMO Interested
2024 (2PM-3PM) Note: All interested qualified Applicants

applicants shall request a

link through this email:

hrmorsp.ctd@deped.gov.ph
October 21, Deadline of submission Records Section Records Interested
2024 (8:00AM- of application letter with Officer Applicants
5:00PM) relevant documents
October 24-25, Initial evaluation of Personnel Section HRMO
2024 documents
November 8 and | Written Test SDO-Terrace HRMPSB Interested
11, 2024 Secretariat Applicants
November 12- Document Evaluation SDO Terrace HRMPSB Interested
14, 2024 and Interview Applicants

10. The Criteria and Point System for Hiring and Promotion for Non-Teaching positions per DepEd Order No.
7, s. 2024 are as follows:

Criteria S

Salary Grade 1-9 Salary Grade 10-22
Education S S
Training S 10
Experience 20 15
Performance 20 20
Qutstanding Accomplishments 10 10
Application of Education 10 10
Application of Learning & Development 10 10
Potential (Written Test, BEI, Work Sample 20 20
Test)

11, 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.

Soa Rogee, Vwrua. Catonduuavs
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_12. Applicants who failed to submit complete mandatory documents on October 21, 2024 shall not be
included in the pool of official applicants. No additional documents shall be accepted afier the deadline.

13. 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.

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

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

16.  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.

17.  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, patemity 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.”

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

19.  The following is the composition of the Human Resource Merit, Promotion and Selection Board (HRMPSB):!

Chairperson SGOD Chief MARY JEAN S. ROMERO
Regular Alternate
AO V EVA S. TOLENTINO AO IV CHERIE V. PEREZ
HRMO MARICHELLE B. LLAVE AO 1l ROMA ANGELEE A. SOLEYBAR
Members EPS AROLINE T. BORJA EPS AMELIA B. CABRERA
(for 2nd level position) (for 2nd ]evel position)
ADAS III VIRGILIO J. MOLINA JR. (for 1stlevel position)
School Head or Chief of Division Alternate School Head or Chief of Division where the
where the vacancy exist vacancy exist

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.

By Authority of the OIC-Office of the Schools Division Superintendent:

ATTY. NO JR. P, AGUNDAY
Attgrney III

Officer-In-Charge

* DM No. 111 s. 2024 re: Reconstitution of the HRMPSB/Designation of Chief Mary Jean S. Romero dated July 30, 2024
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Eaclosure No. 1 to Division Memorandum No. s. 2024

Administrative Officer IV (Cash Section)

Job Desaopton Vi 2

ey

s l’ : Job Description JONo. _____ Rewision Code: 00
Depanment of Education
Position Title Adminmstrative Officer IV Salary Grade: 18
Parenthetical Title - Governance Level Schoals Division
UnitDivision 0OSDS- Administrative Unit- Cash Division Office/Bureau/Service
| Reports to Administrative Officer V Effectivity Date
| Positions Supervised | Administrative Aide VI Page/s
JOB SUMMARY

To manage cash collections. disbu'scqnws. tiquidations and preparation of reponts to the accounting office to ensure proper utiization and
tmely disbursement of funds and bquidation of cash advances to pay for government obligation i accordance with accounting and audting
rules and regulations )

A._CSC Prescribed Qualifications
Education | Bachelars degree relevant to the job
Expenence | 1 year relevant expenence
Eligibiay | Career Service Prolessional (Second Level Ehgibility)
Irainings | 4 hours of relevant training
B. Preferred Qualifications

QUALIFICATION STANDARDS

Education
Expenence
Ebagibddy
Trainings
KRA DUTIES AND RESPONSIBILITIES
Cash Collection o Prepare, disburse and release approved checks based on prescribed procedures to fuifil payment
obhgations of the SDO.
SUC OSUS Agma ADOI4
P 1t
Job Descnption Ver 2
] KRA DUTIES AND RESPONSIBILITIES

Distribute to coflecting and disbursing officers cash advances for salaries and wages and reviews
statements of accounts and current and replenishment vouchers
o Review and finahize advice of checks issued and cancelied (ACIC) for submission to the Bureau
of the Treaswry and Authorized Government Depository Bank
Remits mandatory contnibution to BIR. GSIS, HDMF, and PHILHEALT
. Records daily transactions to monitor the cash outflow and daily cash balance
Cash Disbursement Payment and | « Initiates and controls the preparation of checks to pay for DepeD obligations based an
Remittance vouchers/claims signed by authorized signatonies.
Release approved checks to payees
Secure and encash checks lor cash advances
Supervise accounts for receipts and disbursements of funds
Monitor liquidation of cash advances, perty cash and submit reports
Prepare liquidatons of cash advance/Petty Cash Fund submitted for replenishment.
Preparos raplonishment roports, collection and deposit roports and report of checks issued and
cancelled
Prepares monthly reports on the cash status of various accounts
Negotiate bank uons such as cncashment of payroll, bank deposits and bank withdrawals
Monitor to ensure the proper maintenance of records of cash receipts and disbursements
pursuant to governmont rules and regulatiens
Prepare accountable forms and ensures the proper use, mamntenance and control of accountabie
forms (such as official receipts and _pelty cash vouchers).

Liquidation and Reporting

O Sonloque, Viroe, Oatentdeanes
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Administrative Officer IV (Bato Rural Development High School)

Duties and Responsibilities:

1. Check the accuracy of salaries and benefits given to employees on a periodic basis and respond

to queries pertaining to salary/benefit claims.

Compute necessary deduction for inclusion in the monthly payroll.

Compute salary adjustment based on new salary schedule, changes/adjustments in deductions

and communicate such to personnel concerned Notice of Step Increase (NOSI) and/or Notice of

Salary Adjustment (NOSA)

4. Process and release special order for leaves, travel, transfers, reinstatement 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 Principel in representing the school in personnel 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 employees

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 benefits and terminal leave pay of
retiring/resigning employees for benefits payment purposes.

11. Processes application for monctization of leave credits.

12. xt&;l:ts on application on leaves (sick, vacation, study, scholarships, and training) for approval of

e 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 purpose (employment, scholarships, loans, and

2.
3.

i cutanduonuc@depod.gov.gh
5. wmwdepodiavesiendunnes.cem / Wiy autenduancs dopei.gor.ph

benefits)

18. Check the completeness of entry and submits to the Schools Division Office duly accomplished
SALN of all employees in school
& 9 SonRagre, Vieso, Catantdvancs
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Administrative Officer II (Elementary)

KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES _
Personnel Recrutnert and Selecticn
Administration Provice human rescurcas managoment support e the schoo! head anz cosrdinate & th AQ IV iHRAIO 1) of the
SDO i e follorving HR-refated functions:
8 rocrutment and sclecton of apohcants in the school assigned
b, premotien anc devtoyment of persunnei m the assigned schoal by check ng ana waieating the completancss
and aumentoty of cocuments to be submitied 10 the HRMO for preparation issuanca ¢f appamtment
¢. Propare ERF of guatitioc tcachers ana submit 1o SDO for processing
?c'sonncl Raceres
paate reguiany 201 fles ana mantain vatabaso of personal in‘ormabon of school porssnincl
:- Ar GESISt N0 gusgnated Agency Authenzed Oficer IAA0) in the feicin torms of wcnfying agprosng GSIS
oane and agency remittance advce (ARA) as may b2 celegated
¢ Consoicate gady tme recerd {DTR) of school perscane! and prepare monthly resert of seevice (Form 7
¢ Mender ane rocard attensanco absorco of schoo! pursonno! and report (¢ $2hoc’ hoad SSUES ang concems
reiatec thorelo
¢. Auasen a;:piu:aa':n for lozves of school porsonngi and 3¢ 1ate recommendaton by the schoal hees anc
approval by tho 8D
£ Uc.au. “acation sor: vice leave crodils of school perscanel ane rozularty communicate to akl concemed
& Rlantzn the corficentiaity of personal information of school sersonnal to wnch he shio has 'ou 2C0088.
n Cooranate with concermoc s*ices. such as BIR GSIS PhiHealth, Pag-IBIG. CSC ane cin
2gerces entues on the impiementation of palces and Guaelnes relevant to parsanncl.
Compensation and Bencfits
2 Compute ant submit to SDO apv'cable parsante: benehits ‘or processing. funding. ans release e g.
maternity beno'ts. stup morement. galary gidforentials. overime ay. BICEONoNal vacaon £3y. ¢ic!
b Ltonior anc prepare notices for step incroments and ay of school ! and submit 1o HR!!
for checking and venfcaticn
¢ Process retirement separation benefits o‘ sch2ol perseonel ‘or indursement by the schocl hoad tu the SD0
Otbe HR-refated funations
3 Upuale schow personned of thg tatest HR-fulates polivies
b Deveiop and prosent to the schoc! heaa HRLIO inncvalive strategies 5 mpreving HR practice in the schoo!
€ Assisttne s2hao heat in performance management. rewars and recGaniton., anc ieatring seve coment
cokoigs and practess mpementation in the scios,
KEY RESULT AREA/S | DUTIES AND RESPONSIBILITIES
: . Prepare and svomil HR-relalec repents to school head HRMO
i ¢ Cooremale regulany wilh the ‘-RHO in the mplementation of HR policies and gucelines
f. Facitzie susmssion and zporoval by the SDS of Parmit to Study Prachice cf Profession. Autharty to Traus!,
and other schao! requeests “or scheol parsonnet.
Property 2. Faaltate procurement of sucples. materals. equipment, etc of the schoa basec on avpravee SIPAIP ¢
Custodianship 2§ crected by ne school hcac. '
b. Ensure :hat supplies. matenals. equipment textboCks. anc oiner icaming resource matenals ae stored oraverly
@ seowred faciliy.
¢. Keep ar upsalec inventory of all suppiies. materals, couipment. textbocks, ang olher ‘cameg resaurce
mater 2ks. "
¢. lssue supoles. malerals, ecuipment. textbooks. anc other leaming resource malenials 0 requesting teaching
ang nonteacting porssenei of the school.
¢. Propare and submit reports on all propenty accouniabitty of the schadl
General 2. Assist the scheol heas in the preparaten of Scheo! Form 7 (SF T1ioading of teachiers
Administrative b. Asust the schoo! pianning team in the preparatien o SIP AIP.
Support ¢. Prouce gencral agministrative support 1o schoal heao and 12achicrs B¢ 1eproguction of lueming
matceels, encoeng of reports. preparaton of cocuments. elc.
c. Periomm ether funcrong as may be assignec by the Scheol Head
Financial l2i Assist the Schoc! Head on the proparation of the follow:ag documents sucn as but not inided to.
Management o Casn uisbursement register

o Authonty to debt credit account
Liquication reports including supporting documents
For IUs. assist the Schoo' Head on the preparation of reguired reparts from COA. DBA!. ana other oversignt
202NCiES
- Facitate submisson of all ‘nancial cazuments to the SD0 and or bank. f necessary.
Provis assistance bo other finarciakrated task of the School Head.
Pericrm other furctons as may be assigned by the Scheol Head.

c

Q

8
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Administrative Officer II (Senior High School)

Administrative Officer*

*Only e Meduan, Large and Very Large SHS: in Small SHS these functons are absorbed by the
Procipad

e Responsible for the execution and continuous improvement of the
administrative process of the school including budget planning and
preparation of financial reports, subject to the approval of the School Head
or Principal: and

e Reports to the Assistant Principal for Operations and Learner Support
and/or Principal/School Head.

Administrative Officer I (Pandan School of Arts & Trades)

Duties and Responsibilities:

Receive collections and prepare deposits before month end

Ensure, maintain and control accountable forms, OR and checks on monthly basis
Prepare payroll for salaries and wages/paid salaries and wages and other disbursements
Prepare remittances to other government agencies accurately and remitted on or before due
date

Control online LDDAP payments and/or release checks issued to DEPED Creditors and
checks for Provident Fund

Verifier of pending loan applications to Private Lending Institutions

Take custody of cash funds and implement control procedures to safeguard said funds
Ensure the proper maintenance of records of cash receipts and disbursements pursuant to
government rules and regulations

Prepare report collections and deposits on time

Prepare and submit monthly report of accountable forms

Prepare monthly report ( Report of Checks issued, report of Disbursements and other Cash

Reports)

utnon

: cotesduanes®deped.gov.ph
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Administrative Assistant Il (Personnel Section)

' 5 = B 2 e —
l: "0 . .‘;
: P, I JOB DESCRIPTION JD No. Revision Code: __
§ RS <
i. Dapanment of Education _ I . ez
| Position Title Administrative Assistant IIl | Salary Grade |9
: ' v | Schools Division Gfiic2
! Parenthetical Title ' Governance Level | (SDO)/Implementing Unit Secondary
DTS ST ekt | E8chool o o g
N ——'-"‘T"‘.“' e o 0
i Unit Acsounti i Office of the Schools Division
i O i mting/Budget/Personnel Secticn  Division | Superintendent s
H Administrative Officer IV — ;
; Reports to | Finance/Administrative Unit Eﬁamivlty Dato e s B
' Positions Supervised NiA Pagels
Py e i - JoBsumMMARY |
This pasition shall provide aasistancs on the fi related f ions in schoals and to facilitate efficiency in SDO and school opsrations:
sgrth as amunling: budgeting, cash management, and payroll services, to ensure efficient oifice cperations.
T QUALIFICATION STANDARDS e s

A. CSC Prescribed Qualifications

Education Comglstion of two years in college
Experience 1 y=af relevant experience
Eligibility | Carser Service Sub-Professional (First Leve! Eligikility) =3

ke ______ Trainings : 4 heurs af relevant trainina
___ B. Preferred Qualifications
Education l Bachelor's degree in Business Administration, Major in Accounting, or
: Completion of at least 2 year studies in Bachelor's Degree in Accountancy or Commerce, ar
| Completion of 2 years studies in college with at least nine (9) units in accounting
Experience | 1 year relevant experience in accounting activities/tasks R arl s

T Engibity | Career Service Sub-Professional (First Level Eligibility)

Trainings l 4 hours relevant training in Accounting; and 4 hours training on the use of computers and spreadshaet softwa
(e.g. Microsoft Excel) -

“Payroll-related Services |« As designated Electronic File Remittance (ERF) Handler .
‘s Recewve, on behalf of their agency, the following documents from GSIS:
i -+ Eilling file for the due month; RSN |

SCO _0SDS _ACAS

. Pagae 3 =
= - T. RS B AL S5 iy Wi s ANDﬂE s. v E Sl ‘
ek 7 . Monihly reconcualion bifing lssues (RBIS), and ~  ~ e

' *« Nclces of defictency
» Doduct rom the monthly salaries of employees i ther agency. the gramums ang [gan redaymens due
GSIS
‘e Frepare the monthly remitlance files using the follow:ng as inputs.
- B:ing fie for the due month;
“ Notices to deduct received,
s Data on their employees with increments or promotion that will take effect on the pattcuar cus rrq"v.
and
. List of employees from the agency who retred separated. resigned cr transferrad 13 3tm2r aganz.2s
« Ensure that the ERF complies with the format prescnbed by GSIS and the indcates Bus-ess Panrsr
numbers of the employees are corect and complete
« Accoemplish tha proper membership updating form for employees in their agencies
‘s Coordinate with the agency’s AAD to ensure thal membership updating forms are fanwasies '3 =2 353
membersh:p cocrdinators before the menthly remittance s paid,
‘e Ensure lhat the monthly ramittance for premiums and loans 1s paid befere the 10th of tne m2nn 2 sa =g ir2
due month; and
‘e Prapare the membership updating foms addressing the RBIs, if applicable, tefore the presaraten of ine
foilowina month's remittance file.

A SenRaque, Viras, Cusmndounes
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Administrative Alde VI (Office of the Schools Division Superintendent)

Job Deccgton Ver 2

2 u 3 JONo ____ Rawvision Code: 00
Rocls JOB DESCRIPTION
Depantment of Education
Position Title Administrative Aide VI Salary Grade 6
Parenthetical Title Governance Level School Division Office
Office/Bureau/Service Unit/Division Offico of tha SDS
| Reports to Schools Dvisions Supernnicndent Effectivity Date
Pasitions Supervised None

JOB SUMMARY

To assist tho management and staff and provide admimstrative support in the effoctive and cfficiont oparation of the Office of the Schoots
Dwision Superintendent (OSDS)

QUALIFICATION STANDARDS

A. CSC Prescribed Qualifications
| ducat At least Two year college levol
Experience | No roquired experienco
Eqibilty | Carcer Service Sub-Professional (First Level Eliqibility)
ramings | No required training
B. Preferred Qualifications

Education | Bachelors degree
Experience | 2 years relevant experience

Eligibiity
Trainngs |

KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES
PlotsiSchedules 1. Schedulesfcalendars OSDS activities such as training and workshops, mectings/appointments of the
Activities SDS wath other offices and with staff. by calendanng, follovang up and confirming attendance to
meeungs for efficient coordination and wtilization of persannel time.

S (S Aamr A .
P 102

Jeb Descngton Ve 2

KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES

Record Management 1. Receives, records and routes documents addressed Lo the SDS by logging and attaching a routing ship
before forwarding to the appropnate person to be able to track and account for lacation and status of
documonts

2. Mamtains a fiing system that makes records and documents retricvable and accessibla while ensunng
the safety and sccurity of files.

3. Documents proccedings and agreements of meetings as assigned by the SDS. distributes copies of the
minutes to concemed parties as well as files a copy (or future refetence.,

Prepares or encodes into electronic format viord documents and other presentation matenals

Provides assistanco and administralive support Lo training and conferences as assigned.

Coordinates preparation of documents necded in the operations of SDO

. _Ensure secunity of olfice equipment and avatlability of office supphies

Recewves and routes incoming calls to or logs information and notfies the concerned party

. Greets and entertains office visttors and responds 1o their needs

Logs concerns brought to the offica and follow through on inquiries

. Coordmates travel bockings of OSDS staff based on instructions and gives fecdback on status of
boolungs

. Coordinales meetings and appointment with extemnal parties ( dates and venue, meals arranged as

needed) and confums such to all concerned

Administrative Support

SecretanatFrontline

SeNalswna

w

Ran Aoqus. Yires, Gaiandsanes
Q526114045
j cowndvossa@deped.gae.ph
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Administrative Aide VI (Office of the Asst. Schools Division Superintendent)

Job Summary: To assist and provide administrative support in the effective and efficient
operation of the Office of the Assistant Schools Division Superintedent

Jub Desenplon Vet 2

KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES

Record Management 1. Receives. records and routes documents addressed Lo the ASDSby logging and attaching a routing slip
before forwarding to the appropriale person to be abie to track and account for location and status of
documents

2. Mantains a filing system that makes records and documents retnevable and accessible wiule ensunng
the safety and security of files.

3. Documents proceedings and agreements of meetings as assigned by the SDS, distributes copies of the
minutes to concemed partics as well as files a copy for future reference.

Prepares or encodes into clectronic format word documents and other presentation matenals

Provides assistance and administrative suppont 1o traming and conferences as assigned.

Coordinales preparation of documents needed in the operations of SDO

Ensure security of office equipment and availabiliy of office supplies

Receives and routes incoming calls to or logs information and noufies the concerned party

. Grects and entertains office vistors and responds 1o their needs

Logs concemns brought to the office and follow through on inquines

. Coordinates travel bookings of ASDS  based on instructions and gives feedback on status of
bookings

. Coordngalcs meetings and appointment with extemnal parties ( dales and venuc. meals arranged as

needed) and confirms such to all concerned

Administrative Support

Secretariat/Frontline

ol a i ool adf s o

v

Administrative Aide VI (Personnel Section)

Sob Denenpton Uiy 2
- ‘g : JOB DESCRIPTION BNo.__ Revision Code 00
Depantment of Education
Position Title Administrative Awde Vi Salary Grade: 6
| Parenthetical Title Governance Level Schools Division Office
Unit/Division 0OSDS- Admunsstrative Unit- Personnel Office/Burcaw/Service
R 0 Administrative Officer IV- Personnel Effectivity Date
Posilions Supervised Nene Pagoals

JOB SUMMARY

To prowde assistance to the AO IV for Personnel, in the provision of personncl administration scrvices to the management and personnel
of the Schools Dwsion

QUALIFICATION STANDARDS

A. CSC Prescribed Qualifications

Educaton | Compietion of 2 years studies in college or high school graduate with relevant vocationalirade course
Expenence | No required expenence
Ekgibdity | Carcer Service Professional (First Lovel Eligibiity)
Tramings | No required traning
B. Preferred Qualifications
Educaton | Basic knowicdge in computer operation such as Micrasolt Office, Excel. Power pamnt, use of the interne!

Experience
Ebqibdaty
Tramnings
KRA DUTIES AND RESPONSIBILITIES
RECRUITMENT, SELECTION | = Prepare lists of vacancies for publication pursuant to CSC rules and requlations
AND DOCUMENTATION o Provide job description of vacant posions with specific gualifications required by the requesting unit

SDG ON0Y Aun Persoene! AlLAS
Pagotat3

P Ganfoque, Viree, Calendunncs
f, oel-ausoes

5 cotundvunci@depad.gaeph
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DUTIES AND RESPONSIBILITIES
Galher and file apphcations roceived using systematic indexing and flile documents submitted by

ppu-“‘mmq papers of selected applicants
\‘l’::.:l;sPGRC liconse for appointment via PRC onime and scnd official communication in case

vicwed online
xfpzf::?mm;mw Appointmonts Issucd (RAI) o e Civd Service Commssion (CSC)
Reconve al von for cniployment. leaves, querics and documents pertaining 1o personnel actions
{c.q. approved ERF) for the attention AO IV for personnel
oot
) - )
:gm :‘:;:: : spocial orders lorg;nmuo of management
Keops records of GSIS -ARA for future reference.
Propares RAI for submission 1o CSC upon approval of management
ies ol 1SSUANCAS 0N 5. ! Ch d i
Gathrs and collatos payroll fies from distnct offices 10 be forvarded to
Rocerds and files attendance of officers and employee
Proparcs vouchors for payment of salaries and other benefits (€.9. notice of salary adustment. step
incroment. loyatty pay and maternity benefts) not included i the regular payroll, as mstructed
Proce ) of Loave and Re-statement of leave applcation
Recenve and record on feave card, application for monetization of leave: credis
Receive applicaton for leave (sick, vacation, scholarships and traming) and records for processing
Recerve, process and update leave credits of employees and vacauon sesvice credits of teachers
Coordinate wath different agencios (GSIS. HDMF. PHILHEALTH, etc.) for premium payments of
om, S
Vaxmorly Provident. PAG-IBIG and other loans from private lending insttutions
Receive and process _loan appications for Deptd Provident Fund Program
Recewve and accept apphcation for upgrading and reclassiication of postions
Keep a complete and updated information of all officials and employees and relevant records in thewr
201 files
Follow up documents to be updated on an annual basis (¢.g. SALN) and receve documents for
inclusion n thewr 201 fies

PERSONNEL ACTIONS

DO (t
SALARY ADMINISTRATION RPSU
AND PERSONNEL RECORDS

BENEFITS ADMINISTRATION

PERSONNEL INFORMATION
SYSTEM

300 G0 ACT A Prn AL
Pap 23

Jeb Densurguon Ve ¢

DUTIES AND RESPONSIBILITIES
« Receve requests for serice records. updates and prepares document for release upon approvai of
AOIV for Personnel
Records and releases documents after personnel acton
Prepare cerificate of employment
Collate and file performance raungs
Tabulate and print perfarmance rating of alt employces for PBB and PIB

Administrative Aide VI (S8an Andres Vocational 8chool)
Duties and Responsibilities:

1. Receive requests for students records, updates, prepares, consolidate document for release
upon approval of Administrative Officer IV:

a. Permanent Records

b. Certificate of Enrolment

c. Certificate of Grades

d. Honorable Dismissal

e. School Form 2

f. School Form 4

g. School Form 7

h. School Form 10

i. Diplomas

j- Certificate of Authenticity and Veracity (CAV)

2. Prepare data base of all learners

Son Roqus, Vires, Satsnduans

DepED

MATATAG
ra

CA2-INLOLT
7. satonducnci@daped qov.ph
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Update Learners Information System

Facilitate enroliment of learners

Maintain filing system

Support logistics to training and conferences

Secure files/data from unauthorized use, damage, disclosure, destruction and use

Perform assigned tasks from time to time.

20 EOVIOU p 500

Administrative Aide IV (Calatagan High 8chool)
Duties and Responsibilities:

Receive and release official communications and various school forms.

Encode/draft letters, memos and other correspondence.

Organize and maintain school files, ensuring proper labeling and storage.

Maintain confidentiality of sensitive information.

Maintain a clean, organized, and efficient workspace.

Assist the School Principal/Registrar in processing of routine requests of employees and clients
Assist in the school events/activities.

Perform other related tasks that may be assigned by the School Principal

9o: SIHOVIGH (B {oRObES

Administrative Aide III (Baras Rural Development High Bchool)

Duties and Responsibilities:

1. Perform general task such as encoding, recording, filing, receiving, and releasing

documents/reports of the school.

Assist the Administrative Officer in processing routine request of employees.

Handle correspondence and communication such as responding to emails, and preparing draft
memos.

Assist in the management of office supplies and equipment including ordering and tracking
inventory.

Provide administrative support to school administration and other staff as needed.

Perform other related task assigned.

e e

oo
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October 14, 2024

DIVISION MEMORANDUM
No. €19 s.2024

ADDENDUM AND CORRIGENDUM TO DIVISION MEMORANDUM NO. 513, s.
2024 TITLED ACCEPTANCE OF APPLICATION AND ASSESSMENT FOR
NON-TEACHING POSITIONS

TO : Assistant Schools Division Superintendent
CID & SGOD Chief and Personnel
OSDS Unit Heads and Personnel
Elementary & Secondary School Heads
All Others Concerned

118 In connection with Division Mcmoréndum No. 513, s. 2024 re: Acceptance
of Application and Assessment for Non-Teaching Positions, this Office hereby issues
the corrected Qualification Standards per CSC MC No. 10 s. 2005 for the vacancies

and are shown as Enclosure No. 2.

2. For immediate dissemination and guidance.

By Authority of the OIC-Schools Division Superintendent:

ATTY. NORLI
Attofney III
Officer{In-Charge

%‘AP. gee v orac Calanzuanes
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Enclosure No. 2 to Division Memorandum No. 513 s. 2024

Administrative Officer IV - Salary Grade 15

Experience | Training Elhlialll_tlx ‘

Position Title | SG | Level | Education
e — - s — m
i 15 2 | Bachelor's Degree relevant 1 year of 4 hours of | Career Servi
gdfrmwame to the job 0 relevant relevant | (Professionaly
i experienco training Second Level
! Eligibllity
I % S S
Administrative Officer II - Salary Grade 11
Position Title | SG | Level ~ Education Experience | Tralnin: Eligibil
‘ ini om 1 | Bachelor's Dearee relevant NG S Fa None c SQ
Administrative | 11 2 Bachelor's Degree relevant None areer Service
uired uired | (Professional)/
Officer |l to the job req req 3 Lovel
l Eligibility
Administrative Officer I - salary Grade 10
Position Title | SG | Level ~ Education Experience | Traini ] Elhlblll_tx |
! Administrative | 10 | 2 | Bachelor's Degree relevant |  None None Career Service
ob uired uired | (Professionaly
| Sesr e - =~ l Second Level
j ] - Eligibility

Administrative Assistant III - Salary Grade 9

_Position Title | SG | Level | Education Experlence | Training | Eligibility |
Administrative | 9 1 | == Completion of two-year | 1year of 4hoursof | RelevantMC 11s.
Assistant Il studies in college or relevant relevant 1996

High School Graduate experience | training Career Service
with relevant (Sub-professionaly |

i vocational/ trade First Level Eligibility |

course

Administrative Aide VI - Salary Grade 6

Experience Training Elhlblll_tx I

[ Position Title | SG | Level ~_Education

| Administrative | 6 7 “esr Completion of two-year | 1yearof | 4 hours of l::l&vanl MC 11s.

! Aide VI studies in college or relmn:‘ ™ r"::‘v‘:gt ‘
High School Graduate | ®XPerie (SU“'W“S“”,““”W‘),
with relevant First Lovel Eligibility
vocational/ trade
course

Reference: CSC MC No. 10 s. 2005

ﬁl; >0
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Administrative Aide IV - Salary Grade 4

. Position Title | SG | Level Education
! i i o AR T ne Relevant MC 11 s.
Administrative 4 1 “eve Completion of two-year None Non:md 2656
i studies in college o o i Career Service
[ «  High School Graduate , (Sub-professionaly
with relevant First Level Eligibility
| vocational/ trade
! course
Administrative Aide III - Salary Grade 3
Position Title | SG | Level Education Experience | Trainin Eligibil
| Administrative I s 1 | **+ Completion of two-year | None None | Relevant MC 11 s. |
| Aide Il i f studies in college or required required 1996 )
! High School Graduate | Career Service
| with relevant - (Sub-professional)/
| ‘ ‘ vocational/ trade f ; | First Level Eligibility |
: course :

Reference: CSC MC No. 10 s. 2005

9 San Roque, Virac, Catanduanes
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