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DIVISION MEMORANDUM
No ObS , s. 2020

TO Assistant Schools Division Superintendent
ChiefEducatron Supervsor, CID and SGOD
Public Elementary and Secondary School Heads

All Others Concemed

FROM: VICTORTA CAZO, PhD.. CESO vp
n Superintendent ISchools Dr'vis

DATf,: August 17,

SUBJECT: ANNOUNCEMENT OF VACANCY FOR ADMINISTRATIVE OFFICER It
(AO D POSTTTON

I This Office announces the selection process ofthe vacant Administsative Officer II (AOl)
position in thN Division. Applicants to the position should meet the herein qualification standards

as embodied in DepED Order No. 66, s. 2007 to wit:

Experiencc Eligibility

Career Service
(Professional) Second

Level Eligibility

2. Itrterested qualified applicants are required to submit the following pertine[t docurnents

properly ear marked to this Office on or before August 26, 2020.

2.1. Application letter addressed to the Schools Division Sup€rintendent

2.2. Duly accomplished Personal Data Sheet (Revrsed 2017 form 212) wlth recent 2,
prcture attached

Purok 6, CaslsanS, Melaybalay City
Ielefax (088) 314-0094

Email: Malaybalay.cty@gmail.com

Position Educrtion Training

Admrnistrahve
Ofiicer II (AO I)

(sG 11)

Bachelor's degee
relevant to thejob

none

required requ ed

none
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2.3. Copy of transcript ofrccords
24 Eligibiliry - Certificat€ ofEligibility / PRC Rarrng and unexpred Lcense

2.5. Performance Ratings for the last three (3) years (numerical)

2 6. Updated Service Records
2 7. Certrficate/s of Outstandrng,Meritorious Accomplishment;

a) Outstandhg Employee Award,

b) hoot of Innovations (Conceptualized an innovative work plan and properly

documented atrd approved by immediate chief and attested by authorized

regronaVdivision official;
c) Research ard Development Projects;

d) Publicatioo/Authorship:
e) ConsultancyA.esourcc Speakership;

2 8. Certificates oftrairiflgs attended not credited during the last promotion;

2 9. Itoof of Chairmanship/Cochairmanship ofa technical / planning committee;

2.10. Omnibus certification as to authelticity and veracity ofall documetrts submitted.

3. Qualified applicants shall b€ rotified on the date of tntcrview which shall be on September

2020 They shall brirg the orighal copy of ther pertinent documenb during tlrc mterview.

Disqualified applicants shall be informed through text message or via call.

Attached is the Job Descnphon and Duties and Responsibilities ofAO U (AOI)

6. Queries relative to this can be relayed to Guia Ma. C Villahermos4 Administ-ative Officer

lV at 0911'1067145.

7 lmmediate diss€mination ofths memorandum is desired

Copy lumrshed:
Reco ds Umt
Personnel Unit

TO BE POS'T'ED ON THE WEBSITE

4

5

@
Purok 6, Casirang, Malaybalay City

Tel€fax (088) 314-m94
Email: Malaybalay.city@Smail.com
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JOB DESCRIPTION JD No Revision Code

Po3itlon Titlc Adminislrative Officer ll Salary Grado 11

Parenth.tical Tld! Adminislrative Otricor I Govehanca Lovol School
Unit Elem6ntary School Divigion
R6ports to School head and

AO V for Adminstrative Services in th6 SDo
Effectivily Date

Administrative Assistants/Aides in the School Pag€/s

Ihis position is responsible for the implementation of an effective and efficient administrative suppo( funclions parlicularly on personnel
administration and property custodianship in the school.

A. CSC Proscrlbad Qualifications
Education Bachelor's degree rel€vant to tho job

Exp€rience None requi.€d
Eligibility Career Service Professional (Second L6v6l Eligibility)

Traininos None r€quired
B. Preturrcd Qu.llticationE

Education Bachelor's degree relevant to the job
Expenence None 16quired

Eliqibility Career Se ice Professional (Second Level Eligibility)
Traininos None required

Job Descriplion -Ver 2
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Personnel
Administratlon

Recruilment and Seleclion
Provide human resourcas management support lo the school head and coordinale wilh AO lV (HRMO ll)of the
SDO in the lollowing HRjelated functions:

a. r€cruiunenl and selection gl applicants in the school assigned
b. promotion and doployment of personnel in the assigned school by checking and validating the compleleness

and authenticity of documenls to be submitled lo the HRMO for p.eparatiorvissuanc€ of appoinlment
c. Pr€parB ERF of qualified toachers and submit to SDO for processing

Personnel Records
a. Update regularly 201 files and mainlain database of personal information of school personnel
b. Acvassist the dosignated Agency Authorized Officer (AAO) in the tield in terms of verifying/approving cSlS

loan6 and ag€ncy rcmitsnce advice (ARA) as may be delegat€d
c. Consolidale daily time record (DTR) of school personn€l and prepara monthly repod of service (Form 7)
d. Monitor and record attendance/absence of school personnel and report to school head issues and concerns

related thereto
e. Acts on application for leaves of school personnel and racilitate r€commendation by the school head and

approval by the SDS
f. Updale vacation s€rvice/lsave credits of school personnel and r€gulalry communicate to all @ncorned
g. Mainlain the confldgntiality of personal informatlon ot school personnel lo which he/she has legal access.
h, Coordinate with concomed offices, such as BlR, GSIS, PhilH€alth, Pag-lBlG, CSC, and other

agencies/entiiies on lh6 implementation ot policies and guidelines relevant to perconn6l.

Compensation and Beoerils
a. Compute and submit to SDO applicable personnel benefits lor processing, funding, and release (e.g.

matemity benelits, st6p increment, salary differentialE, overtime pay, proportional vacation pay, etc)
b. Monrtor and prepare notices for step increments and adjustments ol school porsonngl and submit to HRMO

for checking and verificaton
c. Procass rcliremenuseparalion benetits of school personnel for indorsement by tha school head lo lhe SDO

Other HR-relatBd functions
a. Update school personnnel of the latesl HR-related policies
b. Develop and present to the school head/HRMO innovative shategies in improving HR praclice in the school
c. Assist the school head in perlormance management, rewards and recognition, and learning development

icies and tm lementalrcn in the school

Job D€scriplion -Ver. 2
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Job Descriplon - V€r.2

,Vol6.' /fems 5.2 ahd 5.3 of the D"partment ol Budget and Man?gethent @AM) Bu.tget Clrcula. No. 21001-3 ConveEion of Pos,tlors
Poioming StatrNon-Technical Functions (copy atteched, fot rcedy rcle'ence), essentia y provides thal pos[iors a//ocated to the now position
trties rray bo assrgaed any comb,n,,a on of lhe dulea and responsibtlities of tho previous position titles (including lhe AO ll) such as AO t,
Hunan Resource Mdnagement Ofrcat I (HRMO l), lnfomation Of,icet I (lO l), Public Relations Ofrcet I (PRO l), Budget Ofrcet I (BO l), and
othe.s. Please note lhat lhe scope of sulP.wisi@.n and juisdiction ol an AO ll at the school level is de,.rmloed by the dutles and lunc ons
asslgned by tha Principa/School Head (for Elqn.ntaryl Junlor High Schoot) ot Assistant Principal lgr Opel?toas and Lea.ner Suppotl
(fot Senlor Hlgh Schoot).

]SBX,EFWI4EE{E ';.:.i.i1'.ti:.'t\".:,\t','t).),.) '.:.t::,:i,i19.eg:..!igi:'rtt'rlPtInFf _4*5EBtS*H!E*t:,;li:; i ;;. .. .t...:
Prepare and submit HR-related roports to school head/HRMO
Coordinate regulsrly with the HR[ilO in th€ implementation ot HR policias and guidelines
Facilitate submission and approval by the SDS of Permit to Study/Practive oF Profession, Authority to Travel,
and other school requests for school personnel,

d
€
f.

Prop.rty
Cu6todlamhlp

Facilitate procument of supplies, materials, equipment, etc of the school based on approved SIP/AlP or as
dirocted by the schoolhead
Ensure lhal supplies, materials, equipment, textbooks, and other leaming resource mate als are stored properly
in a secured facility.
Keep an updated inwntory of all supplies materials, equipment, texlbooks, and olher learning resource
mateials
lssue supplias, materials, equipment, texlbooks, and other learning r6sowc6 materials lo requesting teaching
and non-leaching personnel of the school.
Prep€re and submit reports on all property accountability of the school-

a.

b.

c.

d.

6.

Gonoral
Admlnlstr6tive
Support

a. Assisl lh6 schoolhead ih the preparalion of School Form 7 (SF Tyloading of teachGrs
b. Assist the school planning team in tha prepartion ot SIP/AlP
c. Provide general sdministrative supporl to schoolhead and teachers like reproduction oI leaming materials,

encoding of reports, preparation of documents, etc
d. Perform other funclions as may be assigned by the immediate supervisor.
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