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Republic of the Philippines

Bepartment of Education
REGION X- NORTHERN MINDANAO

DIVISION OF MALAYBALAY CITY pm Y- Oe- 2%
PP EE Y= Ty DIYISICA
June 14, 2024 ELEASED%
' 1 4 JUN 2024

No BTN 0o

ANNOUNCEMENT OF VACANCY AND ACCEPTANCE OF APPLICATION
DOCUMENTS FOR ADMINISTRATIVE OFFICER II (KOI)

TO: Assistant Schools Division Superintendent
Chief Education Supervisor, CID and SGOD
Public Elementary and Secondary School Heads
All Others Concerned
1. This Office calls the submission of Applications for the vacant position in the

Division Office on or before June 26, 2024. The ranking shall abide with the guidelines
stipulated in DepED Order No. 7, s. 2023, otherwise known as “Guidelines on
Recruitment, Selection, and Appointment in the Department of Education.”

2. The foliowing Qualification Standards (QS) shall be considered in the initial
evaluation of the applicants. Only those who meet the minimum QS may proceed to
further evaluation. Applicants found to fall short of the minimum QS for either education,
experience, training or eligibility shall be automatically disqualified.

Plantilla f::)airyl Monthl Experien Place of
Position Pay | Sala w’ Education | Training ce" Eligibity | ) loament
Grade
Administrative " P27,000. | Bachelor's | None None Career Elementary
Officer Il (AQI) 00 degree required | required | Service and
relevant fo Professional | Secondary
the job (Second Level | Schools
Eligibility)

3. Attached are the duties and responsibilities of the vacant position which shall serve
as reference in the exam to be conducted in evaluating the qualified applicants. The
core behavioral competencies and skills that all employees in the Department are
expected to possess are the following:

Core Behavioral Competencies: Self-Management, Professionalism and Ethics,
Results Focus, Teamwork, Service Orientation and Innovation,

Core Skills: Oral Communication, Written Communication and Computer/ICT
Skills

Address: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
Telefax No.: 088-314-0094; Telephone No.: 088-813-1246
Email Address: malaybalay.city@deped.gov.ph
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Republic of the Philippines

Bepartment of Education
REGION X- NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY
4, All applications must be submitted on or before the deadline of submission.
Applicants who failed to submit the complete mandatory requirements (the documents
listed from ‘a’ to ‘§’ in ‘Annex C' of DepEd Order No. 7, s. 2023) shall not be included in
the official pool of applicants. Enclosed herewith is Annex C to serve as reference for the
documentary requirements to be prepared, for submission.

8. Interested qualified applicants are required tc register, fill out necessary
personal information and upload scanned copies in PDF format of all the necessary
supporting documents through this link . In the meantime, the link
can only be accessed in the Division Office hence, applicants are advised to scan first
their pertinent documents in PDF format before coming to the Division Office to do the
creation of account and uploading of pertinent documents by 1:00 PM of June 25, 2024.

6. The following employees shall compose the Human Resource Merit Promotion
and Selection Board (HRMPSB) and assist the Appointing Authority in evaluating all
applicants and selecting the best candidate for the position.

Chairmman: Ralph T. Quirog, Chief Education Supervisor, CID

Member: Lorenzo O. Capacio, Chief Education Supervisor, SGOD
Manuel D. Dinalayan, I, Administrative Officer V
Guia Ma. G. Villahermosa, Administrative Officer IV/VHRMO IV
Rosie A. Salupado, EPS/ Representative Second Level

Secretariat: Gwendolyn G. Quirong, ADAS III/Personnel Unit
Anjelica L. Bahian, Admin. Aide VI/Administrative Services

1. The Human Resource Management Officer (HRMO) together with the HRMPSB is
expected to ensure that vacancies are filled not later than August 1, 2024.

8. This Office strictly observes the Equal Opportunity Policy (EOP) in all steps to be
undertaken for this purpose. Hence, all decisions and actions shall be based solely on
guidelines set forth, with no discrimination on the account of age, gender identity, sexual
orientation, civil status, disability, religion, ethnicity, or political affiliation.

9. This Office directs the immediate dissemination and strict compliance of this
Memorandum.

Copy furnished:
Records Unit
Personnel Unit

TO BE POSTED ON THE WEBSITE

Address: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
Telefax No.: 088-314-0094; Telephone No.: 088-813-1246
Email Address: malaybalay.city@deped.gov.ph

2199 0060



o T e N A e e e e e e

el

N

Depeartment of Education

JOB DESCRIPTION

Position Title

Adminisirative Officer i

e

JD No

Anne

Job Description — Ver. 2

e

L e
i
|
i Revision Code: ____

 Parentheftical Title

Administrative Officer |

Unit

Elementary $chool or Junior High Schoal

R to

School head

1 ons Supervised

Administrative Assistants/Aides in the School

— JOB SUMMARY

R

-

[Trhis position is rasponsible for the implemnentation of an effective and efficient administrative suppor and selected financial functions
? particularly on personneladministration, property custodianship, and financial-related tasks in the school,

i

T Satary Grade ) 11 - T

| Governance Level School ]
”L]Mu__«._ ectivityDate_ _ | T )

l__!!’_.__._,.._ —— .._.__'_k____.___._,."_.._..___.._____ﬂ,g_.._.....,,1

P R P e Rl

R T T T T T T QUALIPICATION STANDARDS T T ]
A csé‘ﬁ-m&aﬁﬁm T _"'_-_.___.*___.___..A T
____Education | Bacheior's degree relevant io the job e
Experience | None required r '
__ENgibiity | Career Service Professional (Second Level Eiigibiiity) ]
__________Traiings | None required - - o
B. Preferred Qualifications . _
o —__Education | Bachelor’s relevant to the job
' None
T :‘Eﬁ"mr Professional (Second Level Egibilly) T . o
—_____ Trainings [ None required T R —
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[ KEY RESULT AREA/S | 1
Personne! Recruitment and Selection o
Administration PmmmmmmswmmmhmmdmonN(HRMOIl)ofmo

T e Tl TR S S AR

SDO in the following HR-related functions:
8. recruitment and salection of applicants in the school assignec
b. promotion and deployment of personnel in the assigned school by checking and vaiidating the completeness
of documents to be submitted to the HRMO for preparation/issuance of appointmen

ond authenticity
c. Prepare ERF of qualified teachers and submit to SDO for processing

Personnel Records
a. Update reguiarty 201 Gles and maintain databese of personal information of school personnel
b. Act/assist the designated Agency Authorized Officar (AAD) in the fleld in terms of verifying/approving GSIS
loans and agency remillance advice (ARA) as may be delegated
c. Consolidate daily time record (DTR) of school personnel and prepare monthly repori of service (Form 7)
d. Monitor and record attendance/absence of school personnel and report to school head issues and concems
reiated thereto
8. Acts on appication for inaves of school personnel and facilitate recommendation by the school head and
approvad by the SDS
Update vaceiion servicalleave credits of $chool personnet and regularly communicate (o all concernaed
Maintain the confidentiality of personal information of schoot personnet to which he/she has legal access.
Coordinate with concerned offices, such as BIR, GSIS, PhilHealth, Pag-BIG. CSC, and ather

agencies/entities on the implementation of policles arxi guidelines relevant to personnel.

Ta ~

Compensation and Benefits
8. Compute and submit to SDO sppiicable personnel benefits for processing, funding. and release {e.g.
matemity benefits, stsp increment, sslary differentials, overtime pay, proportional vacation pay, etc)
b. mmmmmmmmmwummmmolmmmmm
for checking and verification
c. Pmrewmmmmmlmhmmmmwmmmmmsoo

Other HR-reisted functions
a. Update school personnel of the iatest HR-related policies
b. Develop and presant to the school head/HRMO innovative strategias in improving HR practios in the school

c. Asaist the school head in performance management, rewards and recognition, and learning developmant
policles and practices implementation in the school .
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| KEY RESULY AREA@_L _DUTIESANDRESPONSIBILITES ~
( Prepare and submit HR-related reports to school hesd/HRMO
Coordinate reguiarly with the HRMO in the implerentation of HR policies and guideiines
Fachitate submission and approval by the SOS of Parmit to Study/Practice of Profession, Authanty to Travel,
and other school requests for school personnel.
Proparty 8. Fackitate procurement of supplies, malenials, sqUipment, sic of the School based on approved SIPIAIP of |
Custodianship as directed by the school head.
b. Ensure that supplies, malerials, equipment, textbooks, and other learning resource materials are stored property
in a secwred facility.
¢. Kesp an updated inventory of ail supplies, materials, equipment, taxtbocks, and other leaming resource
; malerials.
i d. Issue supplies, materials, equipment, taxtbooks, and other iearning resource matanals to requesting teaching i
and non-teaching personnel of the school. '

o. Prepare and submit reports on al property accountabiiity of tha school.
General a.” Aasist the schoot head in the preparation of School Form 7 (SF 7 Vicading of teachers. e T
Administrative b. Assist the school planning team in the preparstion of SIP/AIP. 1
Support c. Provide general administrative support to schoo! head and teachers like reproduction of learning t
, materials sncoding of reports, preparation of documents, etc.
[ id Perform other functions as may be assigned by the Schoot Head.
Finencial ) WMWMm“mmndwmoowm;whubmmimttodto
Management + Cash disbursement register

*  Authority to debit/credit account
» Liquidation reports including supporting documents
} For iUs, assist the School Head on the preparation of required reports from COA. DBM, and other oversight
¥ mm'
‘E) Faciitate submission of all financial documaents to the SDO and/or bank, If necessary.

) Provide assistance to other financial-reisted task of the School Head.
} Pufonnothorfunctiunsanmaybensigmdbymsmooi Head.
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Note: mszmsaumm«ammmwrmwmm msmwmmof%tﬂmsﬂmnmgsm
Technical Funchions (copy ettached, for ready reference), essanlially provides that positions soceled 1o the new position tlles may be sssigned sny
combination of the disies and responsibilities of he previous position tlles (including the AQ ) such as AQ 1, Hurmman Rescivce Mansgement Officer |
(HRMG 1), Information Oficer | (0 1), Public Relstions Officer { (PRO 1), Budget Oficer | {BO i), and others. Please note that the scape of supervision and
juanisdiction of an A 1t st the school level is detenmined by the duties and Runclions sssigned by the PrincipalVSchool Head (for Elernentery/ Junior
High Sohool) or Assistant Principsl for Operstions and Leerner Supporiffor Sanior High School).

Pagelofl



CHBECKLIST OF REQUIREMENTS

Annex C

Name of Applicant: Application Code:
Position Applied For:
Office of the Position Applied For:
Contact Number:
Religion:
Ethnicity:
Perscn with Disability: Yes [ } Ne( }
Solo Parent: Yes{ } No{ }
Verification
sﬁ;m_” O;n {To be fillad.out by the HRMO/ HR Officc/ sub-commttac)
Basic Documentary Requirement {to be filted-out by the Status of
applicant; iasi Remarks
Chack if submitted) j:f‘:::::, mas
a. {Letter of intent addressed to the Head of Office or highest
human resource officer
h  |Duly accomplished Perssnal Data Sheet (PDS)
{CS Form No. 212, Revised 2017) and Work Experience Sheet, if
applicable
¢. |Photocepy of valid and updated PRC Licenae/ID, il applicable
d. |Photocopy of Certificate of Eligibility/Repart of Rating, if

e

e. |Photocopy of scholastic facademic recerd such as but not
iimited to Transcript of Records (TOR) and Diploma, including

compietion of graduate and poat-graduate unita /degrees, if

available

ol

Phoutocopy of Certificate /8 of Training, if applicable

%

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

Photocopy of latest appointment, if @prica.ble

e [

Phatecopy of the Performance Ratings in the last rating
period(s| covering one (1} year performance prior to the deadline
of submission, if applicable

J- |Checklist of Requirements and Omnibus Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents subrmnitted and Data Privacy Consent Form

Other documents as may be required for comparative
assessment, such as but not limited to:

Means of Verification (MOVa} showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance of sppointment

Photacopy of Perfermance Rating obtained [rom the relevant
work experience, if performance rating in Item (i is not relevant
to the position to be filled

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

1 hereby certify that all informaiion above are true and correct, and of my personal knowledge and belief, and the documents

submitted herewith are original and/ur certified true copies thereof.

DATA PRIVACY CONRENT

I hereby grant the Department of Education the right to collect and process my personal information as stated above, for purposes
relevant to the recruitment, selection, and placement of peraonnel of the Department and for purposes of compliance with the

lews, rules, and regulations being implemented by the Civil Service Commisaion.

Subacribed and sworntobefore methis __ _dayof =, year

Name and Signature of Applicant

“Person Adminiatering Oath

In coasonance with Repubtic Act No. 8792 or the “Elpctrozic Commerce Act of 2000°, [cjkclronic ducuments shail have the eyl cffect, vaiidity or enforceability a9 any other

document or legal writing and a) (wihers the law requires » decument W ke in wiising, 1hat ogultcment is Wel by X6 clClronc

maintiigis irs integrity and reliability and can be authenticatad 80 as 1o be usable for subsequernt referencs.

& e saxi ic ducumert




Basic Documentary Requirement

Status of Submission
{To be filled-out by the client;
Check if submitted)

Letter of intent addressed to the Head of Office, or to the highest human resource officer designated by the
"[Head of Office

.{Duly accomplished Personal Data Sheet (PDS) {CS Form No. 212, Revised 2017) with Work Experience Sheet

. |Photocopy of valid and updated PRC LicensedD, it applicable

-|Photocopy of Certificate of Hligibility/Report of Rating, if applicable

Photocopy of scholastic/academic record such as but not limited to Transcript of Records (TOR) and
' |Diptoma, including completion of graduate and post-graduate units/degrees, if available

. {Phatocopy of Centificate/s of Training, if applicable

Phatocopy of Certificate of Employment, Contract of Service, or duly signed Service Record, whichever is/are
"lapplicable

.1Photocopy of iatest appointment, if applicable

Photocopy of the Performance Ratings covering one (1) year performance in the last rating period/s prior to
" |the assessment, if applicabte

. |Checklist of Requirements and Omnibus Swarn Statement on the Certification on the Authenticity and
" [veracity (CAV) of the documents submitted and Data Privacy Consent Form

.|Other documents as may be required for comparative assessment, such as but not limited to:

Means of Verification (MOVs) showing Cutstanding Accomplishments, Application of Education, and
Application of Learning and Developiment reckohed from the date of last issuance of appointment

A. Outstanding Employee Award
a. Any issuance, memorandum or document showing the Criteria for the Search;
b. Certificate of Recognition/Merit

*both MOVs should be present for point/s to be credited

B. Research and innovation

a. Proposal duly approved by the Head of Office or the designated Research Committee per DO No. 16, s.
2017

b. Accomplishment Report verified by the Head of Office

c¢. Centification of utilization of the innovation or research, within the school/office duly signed by the Head
of Oflice

d. Certification of adoption of the innovation or research by another school/office duly signed by the Head
of Office

. Proof of citation by other researchers/ (whose study/research, whether publtished or unpublished, is
likewise approved by authorized body) of the concept/s developed in the research
*at least MOV A should be present for point/s to be credited

{C. Subject Matter Expert/Membership in National TWGs or Committees
a. Issuance or Memorandum showing the membership in NTWG or Committees;
b. Certificate of Participation or Attendance;
¢. Qutput/ Adaption by the crganization/DepEd

*Atleast MOVs A & B should be present for point/s fo be credited

D. Resource Speakership/Learning Facilitation
a.Issuance/Memorandum/Invitation/Training Matrix
b. Certificate of Recognition/ Merit/ Commendation/ Appreciation;
¢. Slide deck/s used and/or Session guide/s

*All MOVs should be present for point/s to be credited




E. NEAP Accredited Learning Facilitator

a. Certificate of Recognition as Learning Facilitator issued by NEAP Regional Office
b. Centificate of Recognition as Learning Facilitator issued by NEAP Central Office
*Either of the MOV may be credited point/s

Application of Education
a. Action Plan approved by the Head of Office
b. Accomplishment Report verified by the Head of Office
c. Certification of the utilization/adoptlion signed by the Head of Office

*At least MOV A shouid be present for point/s to be credited; That relevant ta the position applied for will
edrn mare score

Application of Learning and Development (L&D)

a. Certificate of Training or Certification on any applicabte L&D intervention acquired that is aligned with
the Individual Development Plan (IDP); for external applicants, a certification from HR stating that the L&D
intervention is alighed with the core tasks of the applicant in their current or previous position shali be
required

b. Action Plan/ Re-entry Action Plan (REAP)/ Job Embedded Learning (JEL)/ Impact Project applying the
learnings from the L&D intervention done/attended, duly approved by the Head of Office;

c. Accomplishment Report together with a General Certification that the L&D intervention was
used/adopted by the office at the local level;

d. Accomplishmant Report together with a General Certification that the L&D intervention was
used/adopted by a different office at the local/higher level

*At least MOVs A & B should be present for point/s to be credited; That relevant to the positionh applied for
will earn more score

Photocopy of Performance Rating obtained from the retevant wark experience, if performance rating in ltem
{i) is not relevant to the position to be filled




