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De$rtment of Ctut{tton
REGION X. NORTHERN MINDANAO

DIVISION OF MAI.AYBAIJTY CITY

DIVISION MEMORANDUM
No fil
1()

FROM: VICTOR

s.2020

Assrstant Schools Division Superintendent
ChiefEducation Supervisor, CID and SGOD
Public Elementary and Secondary School Hcads

A1l Others Concemed

Schools Di
v. GAZO, PhD., CESO v
sion Superintendent I

DATE] December 7,

SUBJECT: Announcement ofVlcancy for Setrior Educstion Program Spocialist (SEPS

- Planring and Resesrch), rtrd AdmiDistrttiye Assistant III (Sr.
Bookkeeper)

l. This Office announces the seleclon process of the vacant Senior Educalion Program

Specialist (SEPS Planning and Research), and Administrative Assistant III (Sr. Bookkeeper)
in this Division Applicants to the position should meet the herem qualrfication standards as

embodred in Memorandum fiom the OIIice of the Undersecretary Re: Compendium ofDepED
Office Functions and Job Description dated January 25,2018, and DepED Order No. 66, s.

2007 to wit:

Position Eligib ityf,duc{tiotr Experience
Trsini

trE
Senior

Educahon

Prograrn

Specraist
(SEPS-]'lanning

(sG le)
Administsative

Assishnt tlt
(Sr Bookleeper)

(sc e)

Bachelor's degree m
Educatiotr or its
equrvalent, and

campletion of Academic
Requirements for
Master's Degree

rclevant to lhejob

2 years experimce
in educa[or\

research

development,
implementation or

other relevant

exPenence

I ye3r relevant

experience

t hours

relevanr

trainilg

RA 1080. Caresr
Service

(Professlonal)

Appropnale
Eligibility for
Secold Level

Position

Completion of trvo (2)
years in College

4 hours

relevant
training

Career Service
Professional (First
t evel Eligibihtr)
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Delartment of GDurtion
REGION X. NORTHERN MINDANAO
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2. Interested qualified applicants are required to submit the following pertinent doouments

prcperly ear marked to this Oflic€ on or b€fore December 15, 2020.

2.1. Apphcation letter addressed to the Schools Division Supenntendent

2 2. Duly accomplished Personal Data Sheet (Reyised 2017 form 212) with rec€nt 2x2
picture attached

2.3. Copy of transcri pt ofrecords
2.4. Eliglbihty Certificate ofEligrbihty / PRC Rating and unexpired license

2.5. Performance Ratings for the last tkee (3) yean (numerical)
2 6. Udated Service Records / Certificate ofEmployment
2 7. Cerhficate/s ofOulstaDding / Meritorious Accomplishment;

a) Outstanding Emptoyee Award;
b) Proof of Innovations (Conceptualized an innovative work plan and goperly
documented and approved by immediate chief and attested by authorized

regionaVdivision offi cral ;

c) Research and Development Projectsl

d) Publication/Authorship;
e) Consultancy/Resource Speakenhrp;

28 Cenificates oftrainings attended not credited dunng the last promotion;
2.9. Proof of Chairmanship/Co-chairmanship of a technical / planning comminee;
2.10 Omnibus cenification as to authenticity and veracity ofalldocuments submifted.

3.

202t
Qualtfied applicants shall be notified on the date of intewiew which shall be on January
They shall bring the original copy of ther pednent documents during the intervlew.

4. Attached are the Minimum Qualification Standards, Job D€scription, and Duties and
Responsrbilities of the abovc positions

4 Queries relative to this can be relayed to Guia Ma G. Villahermosa, Administrative
Officet IY at 09177067745

5 lmmediate diss€mination ofthis memorandum is desrred

Copy fumishedl
Records Unit
Personnel Unit

TO BE POSTED ON THE WEBSITE

@
Purok O Casisang, Malaybalay Crty

Telef"x (088)314-0094

Email I M a layba lay.city@ gma'l.com
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