Republic of the Philippines
Departinent of Education
Region X - Northern Mindanzo
DIVISION OF MALAYBALAY CITY
Sayre Highway Purok 6, Casisang, Malaybalay,Gigy . .
: ilyd

E DepcdMALAYBALAY CITY DIVISI
! RELEASED

DIVISION Anwsonv?% Date . 2L S
BBy :

TO: Chief Education Supervisor & Staff, Curriculum Implementation Division
Chief Education Supervisor & Staff, Schools Governance & Operations Division
Public Schools District Supervisors/District 0IC’s
Elementary and Secondary School Heads
Section/Unit Heads and Staff
All Others Concerned

J:
FROM: EDILBERTO L. OPLENARIA, CESO VI 'M/
Schools Division Superintendent ¢t

DATE: August 1, 2016

SUBJECT: Dissemination of CSC - Memorandum Circular No. 16, s. 2016 “Revised
Qualification Standards for Legal Assistant  and Legal Assistant Il Positions and
Qualification Standards for Legal Assistant 11 (SG 14) Position”

1. For the information and guidance of all concerned, this Office hereby disseminates the
herein Memorandum Circular No. 16, s. 2016 issued on July 22, 2016 by the Civil Service
Commission regarding the Revised Qualification Standards for Legal Assistant | and Legal
Assistant it Positions and Qualification Standards for Legal Assistant il {5G 14] Position,
content of which is self-explanatory.

2. For widest dissemination.

Encl:
As stated
Copy Furnished: .
Records Unit

Personnet Unit

TO BE POSTED ON THE WEBSITE



CIvil
EOMMISSION

MCNo. 16 s 2018

MEMORANDUM CIRCULAR

TO : ALL HEADS OF CONSTITUTIONAL BODIES; DEPARTMENTS,
BUREAUS AND AGENCIES OF THE NATIONAL
GOVERNMENT; LOCAL GOVERNMENT UNITS;
GOVERNMENT-OWNED OR CONTROLLED CORPORATIONS
WITH ORIGINAL CHARTER; AND STATE UNIVERSITIES AND
COLLEGES

SUBJECT : Revised Quallfication Standards for Legal Assistant |
and Legal Assistant |l Positions and Quallification
Standards for Legal Assistant lll (SG 14) Position

Pursuant to CSC Resolution No. 16800501 dated 16 May 2016, the
Commission amends the existing qualification standards for Legal Assistant | and i
positions and adopts the qualification standards for the newly created Legal
Assistant Ill position, as follows:

Legal Assistant ! (SG 10)

Education : BS Legal Management, AB Paralegal Studies, Law,
Pofitical Science or other allied courses

Experience None required

Training : None required

Eligibility : Career Service Professional/ Second Level Eligibility

Legal Assistant Il (SG 12)

Education : BS Legal Managemant, AB Paralegal Studies, Law,
Political Science or other allied courses

Experience None required

Training : 4 hours of training relevant to iegal work, such as
legal ethics, legal research and writing, or legal
procedure

Eligibility : Career Service Professional/ Second Level Eligibility

Legal Assistant lli (SG 14)

Education : BS Legal Management, AB Paralegal Studies, Law,
Political Science or other allied courses

Experience 1 year experience in legal work such as preparation of
pleadings, legal opinions and memoranda or legal
research

Training : 8 hours of training relevant to legal work, such as legal
ethics, legal research and writing, or legal procedure

Eligibility : Career Service Professional/ Second Level Eligibility
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The approved qualification standards shall be the bases of the Civil Service
Commission in attesting appointments to subject positions in the government.

CSC Resolution No. 1600501 dated May 16, 2016 shall take effect fifteen

{15) calendar days afler its publication in the Official Gazette or in a2 newspaper of
general circulation.

ALICIA dela ROSA - BALA

Chairperson
27 JulL 2016

CSC Resolution No. 1600501 dated May 16, 2016 was published on 08 July 2016 in the Phifippine Star
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