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Bepartment of Education ' Y

REGION X- NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

DIVISION MEMORANDUM
No. <30S s. 2020

k]

TO: Assistant Schools Division Superintendent
Chief Education Supervisor, CID and SGOD
Public Elementary and Secondary School Heads
All Others Concemed

FROM: VICTORIA Y. GAZOQ, PhD,, CESQO V
Schools Diviston Superintendent P

DATE: August 17, 2020

SUBJECT: ANNOUNCEMENT OF VACANCY FOR ADMINISTRATIVE OFFICER 1I
(AO 1) POSITION

1. This Office announces the selection process of the vacant Administrative Officer IT (AQO1)
position in this Division. Applicants to the position should meet the herein qualification standards
as embodied in DepED Order No. 66, s. 2007 to wit:

Position Education Experience | Training | Eliéihility
Administrative ‘ Career Service
Officer I (AO 1) | Bachelor's degree none none (Professional) Second
relevant to the job required required s
(SG 11) Level Eligibility
2. Interested qualified applicants are required to submit the following pertinent documents

properly ear marked to this Office on or before August 26, 2020
2.1. Application letter addressed to the Schools Division Superintendent
2.2. Duly accomplished Personal Data Sheet (Revised 2017 form 212) with recent 2x2
picture attached
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2.3. Copy of transcript of records
2.4. Eligibility — Certificate of Eligibihity / PRC Rating and unexpired license
2.5. Performance Ratings for the last three (3) years (numerical)
2.6. Updated Service Records
2.7. Certificate/s of Outstanding/Meritorious Accomplishment;
a) Outstanding Employee Award,
b) Proof of Innovations (Conceptualized an innovative work plan and properly
documented and approved by immediate chief and attested by authorized
regional/division official;
¢) Research and Development Projects;
d) Publication/Authorship;
¢) Consultancy/Resource Speakership;
2.8, Certificates of trainings attended not credited during the last promotion;
2.9. Proof of Chairmanship/Co-chairmanship of a technical / planning committee;
2.10. Omnibus certification as to authenticity and veracity of all documents submitted.

3 Qualified applicants shall be notified on the date of interview which shall be on September
2020, They shall bring the original copy of their pertinent documents during the interview.

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

5. Attached is the Job Description and Duties and Responsibilities of AO 11 {AOI).

6. Queries relative to this can be relayed to Guia Ma. G. Villahermosa, Administrative Officer
IV at 09177067745,
7. Immediate dissemination of this memorandum is desired.

Copy furnished:
Records Unit
Personnet Unit

TO BE POSTED ON THE WEBSITE

Purok &, Casisang, Malaybalay City
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Job Description — Ver. 2

. JOB DESCRIPTION JD No. Revision Code: ___
Department of Education
Position Title Administrative Officer Il Salary Grade 11
Parenthetical Title Administrative Officer | Governance Level School

Unit

Elemsntary School

Division

Reports to

School head and
AQ V for Administrative Services in the SDO

Effectivity Date

Positions Supervised

Page/s

This position is responsible for the implementation of an effective and efficient administrative support functions particulary on personnel
administration and property custodianship in the school.

A CSC PrescrlbedQuallflcations =

Education

Bachelor’s degree relevant to the job

Experience

None raquired

Eligibility

Career Service Professional (Second Level Eligibility)

Trainings

None required

B. Preferred Qualifications

Education

Bachelor's degree relevant to the job

Experience

None reguired

Eligibitity

Career Service Professional (Second Level Eligibility)

Trainings

None required
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Personnel
Administration

Job Description — Ver. 2

Recruitment and Selection
Provide human resources managaement support to the school head and coordinate with AO IV (HRMQO Ii) of the
SDO in the following HR-related functions:
a. recruitment and selection of applicants in the school assigned
b. promation and deployment of personnel in the assigned school by checking and validating the completeness
and authenticity of documents to be submitted to the HRMO for preparation/issuance of appointment
c. Prepare ERF of qualified teachers and submit to SDO for processing

Personnel Records
a. Update regulary 201 files and maintain database of personal information of school personnel
b. Act/assist the designated Agency Authorized Cfficer (AAQ} in the field in terms of verifying/approving GSIS
loans and agency remitance advice (ARA) as may be delegated
c. Consolidate daily time record (DTRY) of school personnsl| and prepare monthly repart 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 facilitate recommendation by the school head and
approval by the SDS
Update vacation service/leave credits of school personnel and regultalry communicate to all concerned
g. Maintain the confidentiality of personal information of school personnel to which he/she has legal access.
h. Coordinate with concerned offices, such as BIR, GSIS, PhilHeaith, Pag-IBIG, CSC, and other
agencies/entities on the implementation of policies and guidelines relevant to personnael.

-

Compensation and Benefits
a. Compute and submit to SDO applicable personnel benefits for processing, funding, and release (e.g.
maternity benefits, step increment, salary differentials, overtime pay, proportional vacation pay, etc)
b. Monitor and prepare notices for step increments and adjustments of school personnel and submit to HRMQ
for checking and verification
c. Process retirement/separation benefits of school personnel for indorsement by the school head to the SDO

Other HR-related functions
a. Update school personnnel of the latest HR-related policies
b. Develop and present to the school head/HRMO innovative strategies in improving HR practice in the school
c. Assist the school head in performance management, rewards and recognition, and learning development
policies and practices implementation in the school
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Job Description — Ver, 2

T

. Prapare and submit HR-related reperts to school head/HRMO
e. Coordinate regularly with the HRMO in the implementation of HR policies and guidelines
f. Facilitate submission and approval by the SDS of Permit to Study/Practive of Profession, Authority to Travel,
and other school requests for school personnel.

Property a. Facilitate procument of supplies, materials, equipment, etc of the school based on approved SIF/AIP or as

Custodianship directed by the schoolhead

b. Ensure that suppiies, materials, equipment, textbooks, and other learning resource materials are stored properly
in a secured facility.

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

d. Issue suppiies, materials, equipment, textbooks, and other iearning resource materials to requesting teaching
and non-teaching personnel of the school.

. Prepare and submit reports on all property accountability of the school.
General a. Assist the schoolhead in the preparation of School Form 7 (SF 7)loading of teachers
Administrative b. Assist the schoal planning team in the prepartion of SIP/AIP
Support c. Provide general administrative support to schoolhead and teachers like reproduction of learning materials,

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

Q

Note: ltems 5.2 and 5.3 of the Department of Budget and Management (DBM) Budget Circular No. 2004-3 Conversion of Positions
Performing Staff/Non-Technical Functions (copy aftached, for ready reference), essentially provides that positions allocated fo the new position
titles may be assigned any combination of the duties and responsibilities of the previous position titles (including the AO i) such as AO J,
Human Resource Management Officer | (HRMO 1), Information Officer | (10 1), Public Relations Officer | (PRO 1), Budget Officer | (BO 1), and
others. Please note that the scope of supervision and jurisdiction of an AO Il at the school fevel is determined by the duties and functions
assigned by the Principal/School Head (for Elementary/ Junior High School) or Assistant Principal for Operations and Learner Support
(for Senior Migh School).
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