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A$ist!trt Schools Division Supcritrtctrdetrt
Chief fducation SupcrvisoB lrd Strfi, CID .trd SGOD
School H€ads (Elemctrtsry sDd Secondary)
S.ction /unit Hcrds rnd Strlf
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FROM: R BAGUIO
Schools s

TO

Administrative
Assista u
(sc 8)

(Prcfembly o graduate of
ottyJirunaal rclated

course)

RE

DAT[: July 3I ,2018

MERIT SELECTION AND COMPARATIVE ASSESSEMENT FOR
ADMINISTRATIVE ASSISTANT II, ADMINISTRATIVE ASSISTANT I AND
ADMINISTRATIVE AIDE VI POSMIONS

This is to hform the field rhat the merit selectiotr atrd comparative ass€ssmeot for
AdEi[istr.tivc Assistsnt Il, Admitristrrtive Assislart I, rnd AdDitristrxlive Aide VI
positiofls are now open lo all qualified applicants. Inrerested applicants $ould meet the

mrDiEum Quatificahon Stadards provided h DepED Order No. 66, s. 200?, to wit:
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Positior Educatiotr Erpcrience Tnining Eligibility

t year

relevant

experienc€

4 hous of
releva

Eaining

Career

Service Sub

Professional
- I st l,evel

Eligibility

Completion oftwo (2)

years itr college education

Zone 6, Sayre HlShway, Barantay Gsis.n& Malaybalay CftV

Telephone No.: ((B8) 81+1245: rebf.x No.: (G8) 314{o9l
Webslt€: depedmalayb.lay n€! Emall: malaybalay.city@deped.goe ph, deped malaybalay@tmail.com
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Admhistntive
Assistant I

i (sc 'r)

Administradve
Aide VI

(sc 6)

Completion of two (2)
yes$ in college

Compl€tion oftwo (2)

years studies h college

lnterested atrd qualified applicants shoutd sigtri& h writitrg. Attach the following
documents lo the application lencr:

l. Fully accompl-ished Personal Dat8 Sheet (PDS) wittr recrnt passlort-sized pictue (CSC

Foni No. 212, Revis€d 2017) which caD be downloaded at www.csc.lrov.Dl.l

2. Photocopy of Transcript of Records;

3. Photocopy ofcertificate ofeligibility/PRc rating atrd un€xpired License;

4. Perfomanc€ Rating for the tast three (3) yea$ rvith num(rical rating duly sigDed by the
rater and ratee per rEtirlg p€riod.

Pedormance rating m 6e present positioo for one (l ) year (if applicable)

Section 95, Rule IX ofCSC MC No. 24, s. 201? states that, "An employee should hove

oblained at leasl Very Sonsfactory performance mnng for one (l) teot in lhe prcsefi
posilion before being consideredfor promotorl "

Item III.A of DepED Order No. 66, s. 2007 atso Fovides 0lat the "Performonce

Rating ofthe cahdidalesfor the lost three (3) rahng periods prior lo screening should

be at least Yery Satisfactory."

5. Updated Scrvice Records;

6. Cenificatey's of Outstading^{eritodous Accomplishmeot;

7. Outstanding Employee Award;

8. lnnovatiotrs (Conceptualized ao imovative wort plan and property documented and

approv€d by imrnediate chiefand att€stEd by authorized regionaydwision official),

Career

Servic€ Sub

Professional

I s trvel
Eligibility
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relevant

expedenc€

4 hotrs of
relevatrt

Eahhg

I year

releEnt
experience

4 hours of
relevatrl
traidng

Career

Service Sub

Professional

- lr Level

Elicrbility

Zone 5, Sayre Hithky, BadnSay Crsisan& Malaybalay City
Telephone No.: 1088) 813-1245: Telefartlo.: (GE) 314{094
website: d lp€d malaybalar net; Email: malaybalay.cfty@deped.8pv. ph; deped malaybalay@Small com
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9. Rcsearch and D€velopm€nt Proj€cts;

I 0. Publication/Authorship;
I 1. Consultarcy/Resouce Speakership;

12. Education atrd Training;

13. Certificats of fainitrgs attendod not crcdited during the last prqnotion;
14. Chairmanship/Co.chaimeNhip ofa technical / planning corfldttee.
15. omdbus c€rtification as to authetrfcity atrd veracity ofall documents submitted

Deadline for slbrdssion ofapplication witl be oo Augult 15, 2018 until S:00PM only.

Queries relative to this can be relayed to Jutchel L, N4r8, Administr-ative Officer V/OIC-

Persotrrcl Services (093639669 5 3 ).

For immediste strd widest diss€mination.

Copy fimished:
Records UDit
Persomel Unit
AO File

TO BE POSTED IN THE WEBSI'IE

zon€ 6, sayre Hi8hw.y, BamngaY crslsang, Malavbalavcitv
Tel€phone No.: (oEE) 81+12{5: fel€fax No.: (cE)314{094
Websit€:depedmalaybalaY.n€! Email: malaybalav citv@deped gov.Ph; depedmalavbalav@gmail'com




