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DIVISION MEMORANDUM
No.. 2l s. 2024

ACCEPTANCE OF APPLICATION AND ASSESSMENT FOR NON-TEACHING POSITIONS

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

1. The DepEd Schools Division Office of Catanduanes announces the acceptance of applications for non-
teaching positions from October 14, 2024 until October 24, 2024.

2. The vacancies are the following:
Position Title Office /Assignment Vl:gz;:é_g
Administrative Assistant III | Office of the Schools Division Superintendent- Budget Section 1
== 2 : Office of the Schools Division Superintendent- Elementary 8
e iy st Il Panganiban National High School-CAIC Compound i
\Seniox eeper) Supang-Datag National High School 2
Senior Bookkeeper Gigmoto Rural Development High School 1
San Andres Vocational School 1
Administrative Assistant II | Office of the Schools Division Superintendent- Accounting Section 2
(Bookkeeper)
Administrative Assistant II | Office of the Schools Division Superintendent - Elementary 4
(Disbursing Officer) Gigmoto Rural Development High School 1
San Jose National High School 1
| Viga Rural Development High School 1
Panganiban National High School 1
Administrative Assistant [ | Bagamanoc Rural Development High School 1
(Property Custodian)
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:/ /bit.ly/NTPsOnlineRegistrationCTD 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 Assistant Il and Senior Bookkeeper- RED, Administrative Assistant I (Disbursing Officer)-
YELLOW, Administrative Assistant Il (Property Custodian)- BLUE. Documents must be fastened 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:

BASIC DOCUMENTARY REQUIREMENTS

Letter of Intent addressed to the Schools Division Superintendent

Duly accomplished CSC Form 212 (Revised 2017) with latest passport size 1D picture, notarized and Work
Experience Sheel (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 Raling/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 Rccord/ Ccrtiﬂcale of Employmcnl/Comruct of Service (if applicable)

el m mo|o] w|>

Clear photocopy of Performance ‘Rating in the last 1 raung period covering 1 year performance prior to the
asscssment (if applicable)

o

Checlflist of Requirements and Omnibus Sworn Statement in the Certification on the Authenticity and
Veracity (CAV) of the documents submitted and Data Privacy Coneent Form (Annex C) - download @
bit.ly/Annex C
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OTHER DOCUMENTS

K | Outstanding Accomplishment if any

e Awards and Recognitions

¢ Research and Innovation

e Membership in National Technical Working Groups (TWGs) or Committees
e Resource Speakership/Learning Facilitation

o 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

e Accomplishment Report verified by the Head of Office

e Certification of the utilization /adoption signed by the Head of Office

M | Application of Learning & Development, if any

e 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)

e Action Plan/Re-Entry Action Plan

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

6. . App}icants 9pp1ying for multiple office/assignment in Administrative Assistant 11l or Senior Bookkeceper,
Administrative Assistant II (Disbursing Officer) should submit only one folder, provided that the position
office /assignment of the position/s applied for are indicated in the application letter.

7. 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 the documents submitted, as evidenced by the Omnibus Sworn Statement, duly signed by the applicant.
Any falsc and fraudulent document submitted shall be grounds for disqualification.

9. The schedule of activities arc as follows:
Person/s
Date and Time Activities Venue Committee Participants
Responsible
October 15, Orientation of Applicants | Online HRMO Interested
2024 (10-11AM) Note: All interested qualified Applicants
applicants shall request a
link through this email:
hrmorsp.ctd@deped.gov.ph
October 24, Deadline of submission Records Section Records Interested
2024 (8:00AM- of application letter with Officer Applicants
5:00PM) relevant documents
October 31, Initial evaluation of Personnel Section HRMO
November 4-5, documents
2024
November 13- Written Test SDO-Terrace HRMPSB Interested
14, 2024 Secretariat Applicants
November Document Evaluation SDO Terrace HRMPSB Interested
15,18-19, 2024 and Intcrview 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 Paints
Education 5
Training 5
Experience 20
Performance 20
Outstanding Accomplishments 10
Application of Education 10
Application of Learning & Development 10
Potential (Written Test, BEI, Work Sample Test) 20

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.
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12. Applicants who failed to submit complete mandatory documents on October 24, 2024 shall not be
included in the pool of official applicants. No additional documents shall be accepled aller 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, paternity and filiation, political affiliation, and thosc 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 Chicf MARY JEAN S. ROMERO
Regular Alternate

AO V EVA S. TOLENTINO AO IV CHERIE V. PEREZ

HRMO MARICHELLE B. LLAVE AO Il ROMA ANGELEE A. SOLEYBAR

EPS AROLINE T. BORJA (for 2m level EPS AMELIA B. CABRERA (for 2nd level

Members position) position)

ADAS III VIRGILIO J. MOLINA JR. (for 1stlevel
position)

School Head or Chief of Division where the Alternate of School Head or Chief of Division

vacancy exist where the 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 - Schools Division Superintendent:

ATTY. NORLITQ JR. P. AGUNDAY
Attogney IlI
Officer{In-Charge

= DM No. 111 s. 2024 re: Reconstitution of the HRMPSB/Designation of Chicf Mary Jean 8. Romero dated July 30, 2024
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Enclosure No. 1 to Division Memorandum No. ___ 8. 2024
Administrative Assistant III (Budget Section)
F ‘
g oy -5 JOB DESCRIPTION JD No. Revision Code: __
\\..»-""
Department of Educalion - TR - e -
Position Title Administrative Assistant (| Salary Grade 8
o Schools Division Office
Parenthetical Title Governance Level | (SDO)Implementing Unit Secondaty
School *‘
= h Dn
Unit Accounting/Budget/Personnel Section Division g:::n::; nsosnt;.hools o ,
F Administrative Officer IV — R -
fuporm 9 Financa/Administrative Unil | Effectivity Date
Positions Supervised | NA | Pagels |
~JOB SUMMARY

Thus pcsmon shal provide assistance on the finance-related functions in schools and to facilitate eﬂluency in SDO and school oparations
such as a-coumng budoelmg (:sh managemenl and payroll services, to ensure efficient office operalions
— i — QUALIFICATION STANDARDS

A. CSC Prescribed Qualifications
~ Education Complelion of two years in college
" Experience 1 year relevant exparience

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

Trainings | 4 hours of relevant lraining
B Pref.nod Qualifications

Education ] Bachelor's degree in Business Adminisiration, Major in Accounting; or
i Completion of at least 2 year studies in Bachelor's Degree in Accoumancy or Commerce; or

| Completion of 2 years studies in college with at least nine (9) units in accounting
aclivitiestasks

_ Experence | 1 year relevant experience in accounti -
__Elgidilty | Career Service Sub-Professional (First Level Eligibility)

4 hours relevant training in Accounting; and 4 hours lraining on the use of compulers and spreadsheet softwa
e.g. Microsoft Excel)

Trainings

SDO _OSDS _
[

DUTIES AND RESPONSIBILITIES

KEY RESULT AREA/S
Budgeting Services

Budgeting System
* Assist in the conduct of orientalions and workshops on the budgeling system

Budget Preparation
« Assist in identifying and galhering of data needed in the preparation of budget proposals and other special
budgels
» Provide clerical support in the preparation of budget proposals
¢ Act as Liaison Officer to DBM, NEDA and other oversight bodies
| = Respond lo budget queries by referring to appropriate documents (e.g. issuances, memos, notes and
justifications)
l » Review completeness of supporting documents of claims as lo compliance with budgeting, accounting and
auciting rules and regulations

Budget Execution

Assist in gathering of data needed in the preparation of cost efficiency computations
s Prepare data needed to approve obligation requests

« Gather data needed lo evaluale and prepare stalus report on budget utilization

* Prepares documenis to approve fund transfer to other operating units

Budget Accountability and Reports
. » Gather dala needed in the preparation of budget accountability reports

« Assist and gather data in the conduct of review of the budgeting system towards its continuous improveme

5
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Administrative Assistant III/Senior Bookkeeper

Position Title | SG | Level Education

| i i
Administrative ~ 9 | 1 | =+ Completion of two-year ’1yoarol 4hoursof  Relevant MC 118,

Assistant Il ! studies in college of relevant relevant 1996 ‘
High School Graduate experience training Career Service
with relevant (Sub-professionaly
i vocational/ trade First Level Eligibility
course
DUTIES AND RESPONSIBILITIES
“Senior Bookkeeper - Schools and DO
1 Prepares joumal entnes reports, letters endorsements and memoranda
7 Prepares schadules 1 support statements of accounts or other inancial slatements for incorporation in the bocks of accounts cr progress reports,
3. Prepares the recorcibation of the books of accounts
4. Prepares, rea2ws and revises the work of subordinates
5. Frepares hnancal reports
5 Analyzes financial statements made by assistants and helpers
Mantams dsapine and efficency of subordinates
T ASSIS'S In supensing bookkeeping Work In_odice and ascertans thal lransactins have been properly recorced in_books
0 Prepares tnal balances, monthly statement of income and expendrures and other financial statements; and prepares adjusting entnes and joumal vouchers
10 Prepares comepondence pertanng 10 fnanaal and bookkeeping matters.
17 Superases (he submssion of required fmancial d2ta and repers 10 oversight agencies
76 Ensures that Audl Observabon Memorandum (AON) and Annual Audit Report findings are complied with, addressed and justified
19 Atends budget heanngs at the regional and natonal levels
20 Assists the agency head in cefencing the budge! proposals'estimales
21 Prowndes inputs for improvement of accounting and budget systems
22 Superases the accurate and timely preparabion and submission of inancial reporis o COA and other oversight agenaies
73 Serves as organaer, fachialor, resource speaker and consultant on budgebing, related rainings and other budget and accounting developmental actiaties
24 Recommends budget and cther finance-relaled trainings
25 Coordnales wih slakeholders other govemment agencies banks and other funding instlutions on financial resource generation and related initiatries
25 Ensures that communicascns are acted upen within_prescnbed penod
27 Reneas, anal;zes and interprets finanaial stalements and other financial reports
76 supenases the effechve implementation of budgel. accounting and payToll systems

Administrative Assistant II (Bookkeeper)

Position Title | SG | Level

Acministrative 9 T T Completion of two-year ! 1 year of | 4hoursof  Relevant MC 11s.
Assistant Il ‘ studies in college or i relevant relevant 1996 _
High School Graduate | experience | training | Career Service
! with relevant ‘ (Sub-professionaly
| vocational/ trade | First Level Eligibility
course
DUTIES AND RESPONSIBILITIES

[ Bookkeeper — DO and Schools

Keeps the books of onginal entry and bocks of final entry

Posts financal ransacuons from the books of onginal entry 1o the general ledger

Fools and balances the general leger and keeps various subsidiay fledgers

2l ol rof =

Prepares tnal balances monthly slaiement of ncome and expenditures and other financial stalements and recondiles treasury account and current and
bank balances with book balances

FPrepares correponsence on financial and bookkeeping matters

o o

Wonitors release of cash ad-ances 1o both elementary and secondary schools without complete set of books
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Administrative Assistant II (Disbursing Officer)

Cecammen: ¢f E¢xcaton

POSITION AND COMPETENCY PROFILE e

Revision Code 00

Position Title Admenistraive Assistant I| Salary Grade
[Parenthetical Tile

Disbursng Officer 1

[ Office Unit “Cash Divsion Teachers Camp, Secondary School ectivity Date

Casheer Tl School Principal Pagels

to
Supervised | None

JOB SURMARY

Collects, disburses accounts for, records, reports and remts funds for recespt, custody, paymenl and duisbursement

QUALIFICATION STANDARDS

Educatien

Completon of 2 years studies in college

1year relevant expenence

Career Sernce (Subpro'essional) First Level Elgibility

Trangs

Jhours relevant traning

B, Preferred Qualifications

Educaton

Complebon of atleast Z years i college. with § unds in accounting

2 years relevant expenence

Elgubdty

Career Serace (Subproessicnal) First Level Egibdity

Tranngs

8 hours relevant traning

DUTIES AND RESPONSIBILITIES

[ Drabursing Officer Il

Assists m coliechon of funds and deposds

Frepares remetance and depostt stps

Frepares report of colechons and deposits

Draws cash advances for ranings as designated disbursing officer

Fays out cash for payrols and vouchers

Conirols paytoll and prepares vouchers for salanes and wages

Vertes and pays saanes and wages and other disbursements

cof ~ o o 2] wl N —

Posxsanare.msmposmgdc:smmmwmemshbookmdmmstamshad/mrewved

T Accounts for receqpt ausiody and dssbursement of funds

10 Frepares report of disbursements

7T Processes chedks and adce of checks tssued and cancelled

72 Frepares report of checks issued and cancelled

73 Controls and releases epproved chedks to Deped creditos
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Administrative Assistant II (Property Custodian)

Position Titie | SG | Level

Acministrative = 9 1 | s Complotion of two-year !1yoarol 4hoursof  RelevantMC 11s.
Assistant Il ! studies in college of | relevant relevant 1996 )
High School Graduate experience training Career Service
with relevant | (Sub-professioraly
vocational trade ! First Level Engidity
course
DUTIES AND RESPONSIBILITIES
1 Consoldates Project Procurement Management Plan (PPMP)
2 Prepare Annual Procurement Plan (APP)
3 Regquest and Conduct Pre-inspection of Supplies and Materials
4. Aczcept deliveries of supplies, materials and equipment based on the approved Purchase crder
S Process requistions and Prepares inspection and acceptance report
6 Prepares report on the Physical Count of inventories (RPCI)& the Property Plant & Equpment
(PPE)
7. identifies unserviceable Equipment and Waste Materials for proper disposal and Prepares
irventory and Inspection report of unserviceable property & waste materials report for
submission 1o the Disposal Commattee.
£ Submits monthly report of supplies and materials issued
9. Maintain property records for account responsibiity and custedianship
10. Sgns clearance of property accountabilty for all officials and employees of the schoo!
San Roque, Virae, Catanduanes
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October 15, 2024
DIVISION MEMORANDUM
No. S, s.2024

ADDENDUM AND CORRIGENDUM TO DIVISION MEMORANDUM NO. 521, 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

1. In connection with Division Memorandum No. 521, 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 shown as Enclosure No. 2.

2. For Administrative Assistant II (Bookkeeper) the documents to be submitted
should be in WHITE folder.

3. For immediate dissemination and guidance.

By Authority of the OIC — Schools Division Superintendent:

ATTY. NORLITQ JR. P. AGUNDA
Attorney III

Officer{In-Charge
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Enclosure No. 2 to Division Memorandum No. 521 s. 2024

Administrative Assistant II (Bookkeeper) — Salary Grade 8

i_Position Title | SG | Level Education Experience | Training
o . SRR SR TR R e it
Administrative | 8 1 'Completion of two-year | 1yearof 4 hours of | Relevant S.
Assistant Il studies in college or relevant rolcv;nt 1996
High School Graduate | expofience | taining | Carber S00e
| with relovant First Level Eligibilty
vocational/ trade |
course

Administrative Assistant II (Property Custodian) — Salary Grade 8

i Position Title | SG | Level Education Experience | Training Eligibility ‘
( inistrative | 1 ¢ tyearof Relevant MC 11 s.
Administrative | 8 1 Completion of two-year | 1 year of 4 hours of .
Assistant Il studies in college or relevant relevant 1996
'High School Graduate | experience | training (CWSU Sevice v
’ with relevant b ”'°‘°“‘°'En i“'i.l
vocational/ trade Flok Les! |
course

Reference: CSC MC 10, s. 2005
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