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ANNOUNCEMENT OF VACANT NONTEACHING
POSITIONS AS OF AUGUST 2024

|

To:  Public Schools District Supervisors
Public Elementary & Secondary School Heads
All Interested Qualified Applicants
This Division
1 This is to announce to the field of the existence of the following vacant

nonteaching positions as of August 2024:

\ District/School
Salary =~ Monthly tem No. Incumbent
Position . Grade Salary Plantilla Item No Assignment !
|
T I ] OSEC-DECSB- GENTOLEA, DIVISION OFFICE- |
| Denustnl 17 4303000 | hpNT2.750040-1098 | MERLYN EUMAG SGOD |
\ ’ OSEC-DECSB- ) DIVISION OFFICE-
| Dentist 11 17 43,030.00 | hoNmo s c0030.1998 | CECILA GUZMAN B |
L
Administrative Officer ‘ DIGNADICE, DATALBMC_) E3
I (Administrative 11 28,512.00 | ADOF2-840107-2022 CHRISTINE (STATION),
f Officer [) | ] DIANNE MACAMAY | DATALBLAO NHS
ministrative wcer
- ; . PAMA, JANET (STATION), DATU
11 28,512, ADOF2-840081- :
| u [Ai;‘:}f::;tlr)atlve 28,512.00 ADOF2-840081-2022 OMOSURA SALAYAN ES. |
! NEW DATALES |
| Administrative Officer OMAS-AS, TACUPIS ES
I (Administrative 28,512.00 | ADOF2-840049-2023 | KRISTINE MARIE (STATION),
| Officer) ~ ORIO BUKLOD ES
{ Administrative Officer _ B -
i | 2851200 | ADOF2-840052-2016 CAS?;O(?MRE(;NNIE LAGUILAYAN NHS
‘ & LW
N e I R E—
Assistant II ‘ 9 22219.00 | ADAS3-840132.2017 | DPIYO, CRISTINE PURIKAY NHS
(Senior Bookkeeper) JOX
Administrative 2 KABUGATAN, SENIOR HIGH
Assistant I1 20 53400 | ADAS2-840315-2016 NAMRAIDA UTAP SCHOOL |
. CABALLERO
Administrative ¥
| o 20,534.00 | ADAS2-840296-2016 JERIC ROY SRNIGR HIGH
s SCHOOL
GALLENERO

(-
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SENIOR HIGH
| Administrative \ 8 | 20.534.00 | ADAS2-840316 2016 | VENUS, JOY A. SOHOOL
Assistant 1! \ ]
e S R PADUA, RHEA MAE BAD NHS
Admunisirative C o8 2033400 | ADAS2-830050-2018 ‘ L USTRIA BAM
Assistant Il ' 1 R B o
S N 1 ] MAGBANUA JR., s
A:m'mt];:taltlwe | s | 2053400 L ADAS2-840127-2017 ROSALITO KALANAWE
| o } ' EULLARAN
‘ {Disbursing Officer 1 ‘
isira NIG i1
‘ A: m‘mtl:;ia[tlwe 8 30.534.00 | ADAS2-840119-2017 | BOLIC, GLENDA 5. KALAMAS
SS815 - )
! [Disbursing Officer 1)
l GUMAWA, JESSIE | LEBAK NATIONAL
' Administrative Aide ] i 1353000 ¢ ADAL-840203-2004 | REVALDO HIGH SCHOOL J
) ) , |
2. Attached are CSC Prescribed Qualification Standards (Enclosure 1) and Genera

Duties and Responsibilities (Enclosure 2).

3. Preferences will be given to those interested applicants who possess courses
related to the position being applied for and residing in the barangay or nearby
barangays where the vacancy exists.

4. Pursuant to CSC Memorandum Circular No. 24, s. 2016 re: Program to
Institutionalize Meritocracy and Excellence in Human Resource Management (PRIME -
HRM) which requires the institutionalization of the Equal Opportunity Principle
(EOP) in all areas of human resource, all interested and qualified applicants to the
positions regardless of age, sex, gender, gender identity, sexual orientation, ethnicity,
political affiliation, religion, economic and social status, and physical disability who
meet the basic Qualification Standard must have their documents received by the

Records Section and shall submit requirements 1o the Personnel Services Section on
or before September 11, 2024

4. . The following are the documentary requirements to be submitted by the
applicants following this sequence and with tabbing:

A. Application letter specifying the position being applied for addressed to:

CRISPIN A. SOLIVEN JR., CESE

Schools Division Superintendent

D}Aly Accomplished Personal Data Sheet (CS Form 212) duly notarized
with Work Experience Sheet, if applicable;
Photocopy of valid and updated PRC License/ID, if applicable;
Photocopy of Certificate of Eligibility/ Rating, if applicable; ’
Photocqpy of scholastic/academic record such as but not limited to
Transcript of Records (TOR) and Diploma, including completion of
graduate and post-graduate units / degrees, if available:

Moo w
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Photocopy of Certificate of Trainings, if available;

Photocopy of Certificate of Employment, Contract of Service, or duly
signed Service Record, whichever is/are applicable;

Photocopy of latest appointment, if applicable;

Photocopy of Performance Rating in the last rating period(s) covering one
(1) year performance in the current/ latest position to the deadline of
submission, if applicable;

J. Checklist of Requirements and Omnibus Sworn Statement on the
Certification on the Authenticity and Ve

e = Qm

L. racity (CAV) of the documents submitted and Data Privacy Consent Form
pursuant to RA No. 10173 (Data Privacy Act of 2012), using the attached
form (Annex C), notarized by authorized official; and

M. Other documents as may be required by the HRMPSB for comparative
assessment, including but not limited to:

i. Means of Verification (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last issuance
of appointment; and

ii. Photocopy of the Performance Rating obtained from the relevant
work experience, if Performance Rating in Item (i) is not relevant to
the position to be filled, if applicable.

N. Neuro-Psychiatric Examination Result

5. Applicants to the position must meet the minimum requirements. Those who are
not qualified shall be excluded from the screening,

6. DepEd Order No. i 5. 2023 shall be the basis in the evaluation of documents
and computation of points for the presented vacant positions.

7. Schedule of interview will be announced later.

8. For your information and guidance.

CRISPIN @:’R" CESE
Bclisenrasnons Schools Division-Superintendent

Reference: as stated

To be indicated in the Perpetual Index under the Jfollowing subjects
APPLICANT

REQUIREMENTS VACANT POSITION
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Enclosure 1lto DM OSDS No.

. 2024

CSC Prescribed Qualification Standards

Position Title
(Parenthetical Title

Qualification Standards

B

if applicable) l Education \ Training | Experience Eligibility
4 hours of 1 1 year of
. Bachelor of Laws or Juris relavaiit celevant RA 1080, as amended
Attorney Doctor o ; (Attorney)
\ training | experience
| D - of Diesital Medicine 4 hours of 1 year of
Dentst 1l ‘ Ucmf S . ;T;L o ] ! relevant relevant RA1080 (Dentist)
or Lent MIBRLY training Experience
i Career Service
Administrative Bachelor's degree relevant None . .
Officer II the iob ——— None required (Professional) Second
(Administrative to thejo & | Level Eligibility
Officer I
Administrative ' . . 4 hours of 1 year of Career Service (Sub
., | Completion of Two Years : ;
Assistant 11 [ studies in College relevant relevant Professional) First
(Senior Bookkeeper) ' =aleg training experience Level Eligibility
Adiinistrative Completion of Two Years 4 hours of 1 vear of Career Sem’ce (Sub
Assistant I studies in College relevant | relevant Professional) First
training experience Level Eligibility
1 —
. ) — ) None ; ) Career Service (Sub-
Administrative Aide 11l | Completion of Two Years required | None required Professional) Fl‘irsl

studies in College

WPP/OSDS/DM- ANNOUNCEMENT OF
v3r0.0e01.11.21/ August 21,2024
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Enclosuiﬂv';to DM OSDS LQ s. 2024

General Duties and Responsibilities

DENTIST I_I J
L‘ KEY 1oy DUTIES AND RESPONSIBILITIES
e : ici idelines limited only to Dental
o Plans and formulates policies and guide 1 . -
i e | Shelihs [ 3 ivision Office with emphasis that the
. Program and | Health Programs of the Schools Divisio

s Division Office. . '
icl[;czzl(;%lopn Design, Implement, Evaluate, Monitor and Report Sustainable

Dental Health Programs for all learners of the Schools .Division Qfﬁcgéma]
c. Prepares and submits periodic reports of accomplishments 1n

Health Care Programs. . t
Nutrition Program | a. Monitor and Evaluate the implemented School Dental Health in suppor

i 3 1 ing Services in the
| Services Dentist 11 has no direct supervisory function to the Nursing Service
\ ervic

Service (with | of Nutrition Programs of the Schools Division Office that will directly benefit
on | the learners of the SDO. '
:)Tr]:t}:;sm Health | b. Monitor, Evaluate and Report the Dental Health Status_oflc_earmlnjsbm lg?;
Care) SDO in support of Health and Nutrition Programs that will directly ben
the learners of the SDO, _ - s
Partnership a. Establishes and Maintains Partnerships and Agreements with other

agencies and stakeholders based on DepED Standards for Dental Health |
and in direct support of all Nutrition Programs in the SDO.

il

ADMINISTRATIVE ASSISTANT III (SENIOR BOOKKEEPER)

KEY RESULT |
AREA/S | DI{?IES AND RESPONSIBILITIES |
Tinancial Records | &) Ascertains that transaction have been properly recorded in books
and Reports b)

Verify financial statements made by subordinate, verify the journal
voucher

) Prepares adjusting entries and journal vouchers 1
| d) Prepares trial balances, monthly statements of income and expenditure
L | _and other financial statements;

| Account Tracking | a. Prepares schedules (o Support statements of accounts and other

financial statements for incorporation in the books of accounts or progress
reports

b. Prepares the reconciliation of books of

accounts to make the necessary

o adjustments to maintain accuracy and updated records
4 nancial a. Recqmmends to management and drafts correspondence pertaining to
Rmns?;i:uons fmanma] /bookkeeping matters based on issuances of CO Finance and
' Recording 01v_c=rszghl agencies and monitors understanding and application of such by
Procedures SDO, schools and learning centers. )

| b. Provides inputs for improvement of accounting section

‘ | c. Reviews, revises and gives feedback on the work of accounting and
‘ | bookkeeping staff
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ADMINISTRATIVE ASSISTANT 1I (SENIOR HIGH SCHOOL)

KEY RESULT DUTIES AND RESPONSIBILITIES

AREA/S . : —

SHS OPERATIONS a) Provide administrative and clerical support to his/her supervisor;
AND LEARNER b} May be designated to assist either in Principal/ School Head or any

PPORT GROUP of the Assistant Principals; _ .
sv | ¢) May be designated as property custodian to the canteen services of
i the school, as deemed necessary; and _

d) Reports to the Assistant Principal for Operations and learner

Support and/ or Principal/ School Head.

ADMINISTRATIVE ASSISTANT II (DISBURSING OFFICER)

KEY RESULT
AREA/S

DUTIES AND RESPONSIBILITIES

Financial Records

a)

Maintain Transparency Board

and Reports b} Prepare report of Disbursement
¢) Remit to BIR :
d} Bank Statement !
| ¢) Responsible for dissemination of updates regarding financial |
: matters as per  advice by  immediate  supervisor
to help School Heads in Budgeting and planning activities
For Optimal Uttlization, liquidation and reporting school MOOE '
f) Perform other functions that maybe assigned by the Division |
Accountant ]
| —
} ADMINISTRATIVE ASSISTANT II
- KEY RESULT | R — —
i AREA/S | DUTIES AND RESPONSIBILITIES |
LOAN J a) Act on all e-mailed requests for net take-h |
VERIFICATION verification received from the following, ome pay (NTHP) |

{
WPP/OSDS/DM- ANNOUNCEMENT O
y3r0.0e01.11.21/ August 21 2024

L re who are within their sco
of responsibility: * [
Scho_ol perspnnel, for their own APDS transactions with the APDS |
accredited private entities and government financial institutions |
Sugh la_s the Land Bank of the Philippines:
iS50S5 Authorized Agency Officers {AAQs), for D
s 1zed 3 , cpE 5 i
GSIs Ipan applications; ! PEd personnel’s
Designated Provident Fund (PF)
personnel’s PF loans; and
De;Egle;:)mentlnglUnIit Secondary School Personnel Officers, for
crsonnel’s loans under the Home Develo ’
ment
Fund (HDMF) or Pag-IBIG, for brevity; ? Hatual
Prepare report of Disbursement
Remit to BIR
Bank Statement
rligjsi{)onmblc for dissemination of updates regarding financial
: \,icc:\N s ats per advice by immediate supervisor
ACANT NONTEACHING POSITIONS AS OF JUNE 2024/DSK-DIT DivMemo-
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10 help School Heads in Budgeting and planning activ];;hes
‘ For Optimal Utilization, liquidation and .reportmg school MIO}? 4
| Perform other functions that maybe gsmgged by the SC}}I?:L; ;{:zlme
b) Strictly follow the «“procedures for Verification of ths Net ! e Home
Pay (NTHP) by the DepEd Verifier under ‘Fhe APDS7, bot}rx or
and for Insurance Premia and Membership Dues/ Contnbutlon?, Es
stated in Annex B of Enclosure 2 and Annex C of Enclosure 3 of the
DepEd Order (DO} No. 18, s. 2018.; ‘
c) Ex};rcise diligence and prudent Judgrppnt to ascertain tléaitn 3112
pertinent information to be used for verification, as containg
| i muailed request, are:
! | ) Complete, as required in the said Annex B of Enclosm: 2 e;ni
| i Annex C of Enclosure 3 of DO No. 18, s. 2018 (both Annexe
attached for your reference}; and _
Authentic, based on the information in the official payroll. hed
d} Check that the contractual interest rate of the loans being applie

for are within the DepEd prescribed ceilings,
e} as follows (based on DO No. 18, 5. 2018):

]

Term of Loan Maximum : |

| Contractual |

: Interest Rate ; |

| 1 year 7.50% 1 year 7.50% ;
2 years 9.00% . 2 years 9.00% | |

3 vyears 9.66% 3 years 9.66% ‘

i Provide assistance on the finance-related functions in schools and
to facilitate efficiency in SDO and school operations such as
accounting, budgeting, cash management, and payroll services, to

= : . |
cnsure efficient office operations. !

i ﬁ |

—_

\ ADMINISTRATIVE OFFICER II (ADMINISTRATIVE OFFICER I ﬁ’
KEY RESULT |
AREA/S DUTIES AND RESPONSIBILITIES T
PERSONNEL Recruitment and Selection
ADMINISTRATION
Provide human resources mana

gement support to the school head and

| coordinate with AQ IV (HRMO I} of the SPO in the following HR-related

[ functions:

a) recruitment and selection of applicants in the school assigned
’ b) promotion and depluoyment of personnel in the assigned school by
| ‘ thecking and validating the completeness and authenticity of
| docume_ms to be submitted to the HRMO for preparation/issuance
L ‘ of appointment

| ¢} _Prepure ERF of qualified teachers and i i
WPP/OSDS/DM- ANNOUNCEMENT OF 4 . SO e e processing
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a)

b)

1 gl

b

a)

b)

<)

Personnel Records

Other HR-related functions

Update regularly 201 files and maintain database of personal
information of school personnel _ . .
;-‘?c'? /assist the designated Agency Agthonzed Officer (AAC?) ;ne :112;
field in terms of verifying/approvlrllg GS&S loans an g
i advi : delegate
mittance advice (ARA] as may be
r(grons.olida‘ue daily time record (DTR) of school personnel and prepare
ly report of service (Form 7
EEE}[@? anpd record attendance/absence of school personnel and
report to school head issues and conccrnls related z};e;;t:; eilitate
icati € f school personi
s on application for leaves ©
,:ctcommen%atiun by the school head c‘fmd approval by the SDeSI: o
Update vacation service/leave credits of scheol personnl
: service fleay >
regularly communicaie to all concerne . _ |
Mgintain the confidentiality of personal information of schoo
personnch to which he/she has legal access.

=

Coordinate with concerned offices, such as BIR, GSIS, PhilHealth, ‘

Pag-IBIG, C8C, and other agencies/entities on the implementation
of policies and guidelines relevant to personnel.

Compensation and Benefits

Compute and submit to SDO applicable personnel benefits for :

processing, funding, and release (c.g. maternity benefits, step

increment, salary differentials, overtime pay, propertional vacation

pay, etc)

Monitor and prepare notices for step increments and adjustments

of school personnel and submit to HRMO for checking and
verification

Process retirement/separation benefits of school personnel for
indorsement by the school head to the SDO

Update school personnel of the latest HR-related policies

Develop and present to the school head/HRMQ innovative
strategies in improving HR practice in the school

Assist the school head in performance management, rewards and
recognition, and learning development policies and practices
implementation in the school

Prepare and submit HR-related reports to school head/HRMO
Coordinate regularly with the HRMO in the implementation of HR
policies and guidelines

Facilitate submission and approval by the SDS of Permit to

Study/ Practice of Profession, Authority to Travel, and other school
requests for school personnel

g
h)
i)
)
k]
lj

| PROPERTY a)

CUSTODIANSHIP

Facilitate procurement of supplies, materials, equipment, etc of the

ls;chool based on approved SIP/AIP or as directed by the school
ead.

|

\NSP(F)’,-‘“DO;SIIJSI /an_ ANNOUNCEMENT OF VACANT NONTZACHING POSITIONS AS OF JUNE 2024/DSK-DIT DivMemo-
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) Ensurc that supplies, materials, equipment, textbouks, and other
Jearning resource materials are stored properly in a secured facility.

¢) Keep an updated inventory of all supplies, materials, equipment,
textbooks, and other learning resource materials.

d) Issue supplies, materials, equipment, textbooks, and other learning
resource materials to requesting teaching and non-teaching
personnel of the school,

e.) Prepare and submit reporis on all property accountability of the

school.

GENERAL a) Assist the school head in the preparation of School Form 7 (SF
ADMINISTRATIVE 7)/loading of teachers.
SUPPORT b} Assist the school planning tearn in the preparation of SIP JAIP.

c) Provide general administrative support to school head and teachers
like reproduction of learning materials, encoding of reports,
preparation of documents, ete.

L d) Perform other functions as may be assigned by the School Head.
FINANCIAL a) Assist the School Head on the preparation of the following
‘ MANAGEMENT documents such as but not limited to:
+ Cash disbursement register
+ Authority to debit/credit account
« Liquidation reports inciuding supporting documents

b) For IUs, assist the School Head on the preparation of required reports

from COA, DBM, and other oversight agencies.

¢) Facilitate submission of all financia! documents to the SDO and/or

bank, if necessary.

d) Provide assistance to other financial-related task of the Schoo! Head.

¢) Perform other functions as may be assigned by the School Head.

I
S ADMINI?’?BATIVE OFFICER Il (SENIOR HIGH SCHOOL)
KEY RESULT
AREA/S DUTIES AND RESPONSIBILITIES

General 4l Res y - - -

Administrative ) a;icr;[ij;)’l??lrbl? for the execution and continucus improvement of the

Support prepl Is lrauvefpf;ocess of the school including budget planning and !

aration of financial reports, subj . '
. S}ghmi Head or Principal; m?d » subject to the approval of the !
eports to the Assistant Princi :
. pal for Operatio
Support and/or Principal/School Head perations and Learner
- ADMINISTRATIVE AIDE I
DUTIES AND RESPONSIBILITIE
o — _ ‘ S
) Maintained the cleanliness and hygiene of the work areas;
b} C .
) Completed all tasks as assigned by the supervising manager;

WPP/QSDS/DM- ANNQUNCEMENT OF VACANT NONTEACHING
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al cleaning at least once a week.;
c) Performed general cleaning at leas ;

. o . ¢
d} Reported/ repaired defects, damages and malfunctions of any facility or equipmen

e) Perform other tasks that may be assigned by the School Head

WPP/0OSDS/DM- ANNOUNCEMENT OF V.
¥3r0.0e01.11.21/ August 21. 2024
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Annex C
CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:

Position Applied For:

Office of the Position Applied For:
Contact Number: ___

Religion:

Erhnieity: _

Person with Disability: Yes () No [}

Splo Parent: Yes [ No i)

T 7 T Verification j
Status of (To be filied-out by the FHRMO HR
Submission Office/ stth-committtee) i
ic Documentary Requirement (To be fiied-out Status of
o o by the applicant Submission Remarks

Check if submitted) (Check if complied)

r 1 Letter of intent addressed to the Head of Office, or to the highest human resource l
i @ | officer designated by the Head of Office

T

. Duly accomplished Personal Data Sheet (FDS) X ¢ nticabi \
Lb‘ 1 {CS Form No. 212, Revised 2017} and Work Expenience Sheet, if applicable

Photocnpy of valid and updated PRC Li(‘exE-;,_fE)._i_t;;\pplirable

<.

d. | Photacopy of Certificate of Eligibility / Report of Rating, if applicable ‘
Photocopy of scholastic/academic record such as bul not limited to Transcript of
e. | Records (TOR) and Diploma, including completion of graduate and post-graduate
units/degrees, if available

[7f. | Photocopy of Certificate/s of Training, if %pﬁpli_c_a?ile:ﬂ__
e _}’_h;cljy_pT:-l—L_emlzatg of Employment, Conoact of Service, or duly signed .
i Service Record. whichever is/are applicable |

h. i bi. Photocopy of latest appointment, 1&};);}1_1_(:11)15

Pth(?&Jy of the Performance Ratings in the last rating period(s) covering one (1)
year performarnce prior to the assessment, if applicable

Checklist of Requirements and Omnibus Sworn Statement on the Certification on
i- | the Authenticity and Veracity {CAV) of the decuments submitted and Data Privacy
Congent Form (Annex C)

1

k. | Other documents as may be required for comparative assessment:

WMeans of Verification (MOVs) showing Outstanding Accomplishments, Application
of Education, and Application of Learning and Development reckoned from the
date of last issuance of appointment

i
l_ Photocopy of Performance Rating obtained from the relevant work experience, if
! performance rating in ltem {i} is not relevant to the position to be hlled

Attested:

Hurman Resource Management Officer

OMNIBUS SWORN STATENMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

I hereby certify that all information above are true COrTeCL, & ]
by 3 : ue and cerrect, and of my personal knowledge and belief, and i i
are original and/or certified true copies thereof ) ¥ ‘ e documents submitied ferewith

DATA PRIVACY CONSENT

I hereby grant the Department of Education the right to collect and process my personal information as stated above, for purposes relevant ta the

recruitment, selection, and placement of personnel of the De i i
r ) : partment and for purposes of compliance with the law 1 i i
implemented by the Civil Service Commission. ? F © faws, rules, and regulatians being

Name and Signature of Applicant

Subscribed and sworn to before me this day of year

Person Administering Oath

I cons ce withl He 1 jo. B7Y
' onance with Repubhe Act No. 8792 or the Elecirunie Commenes Avt ol 2000, Jejelectroig doviniems shali have the legai etfect, validity or enforceability as any other document

or legal w AW . . N
' gal wrinng and a; (wihere the law requires a document fo ke in writing. that requirement 15 met by an electronic docwment if the said electronic docurment maintaing its X
and reliabihity and can be authenticated $o as to be usable for subseqaent reference § 1Es integrity




