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DIVISION MEMORANDUM

No.

, s.2020

TO:

Assistant Schools Division Superintendent

Chief Education Supervisor, CID and SGOD
Public Elementary and Secondary School Heads
All Others Concemed

FROM: VICTORIA V. GAZO, PhD., CESO V}/

Schools Disision Superintendent

DATE: December 7,2020

SUBJECT: Announcement of Vacancy for Senior Education Program Specialist (SEPS
~ Planning and Research), and Administrative Assistant I (Sr.
Bookkeeper)

1. This Office announces the selection process of the vacant Senior Education Program
Specialist (SEPS— Planning and Research), and Administrative Assistant IT1 (Sr. Bookkeeper)
in this Division. Applicants to the position should meet the herein qualification standards as
embodied in Memorandum from the Office of the Undersecretary Re: Compendium of DepED
Office Functions and Job Description dated January 25, 2018, and DepED Order No. 66, s.

2007 to wit:
. . . Traini T
Position Education Experience ng Eligibility
Senior Bachelor’s degree in 2 years experience RA 1080; Career
Education Education or its 1 education, Service
Program equivalent, and research, 8 hours (Professional)
Specialist completion of Academic development, relevant Appropriate
(SEPS-Planning Requirements for implementation or | training Eligibility for
and Research) Master’s Degree other relevant - Second Level
(3G 19) relevant to the job experience Position
Administrative 4 hours Career Service
Assistant {11 Completion of two (2) 1 year relevant . :
(Sr.Bookkeeper) years in College experience rel§v.an ! Professm.ngl (Flm
(SG 9) raining | Level Eligibility)

Purck 6, Casisang, Malaybalay City
Telefax {088) 314-0094
Email: Malaybalay.city@gmail.com
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2.

Interested qualified applicants are required to submit the follewing pertinent documents

properly ear marked to this Otfice on or before December 15, 2020.

3.

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
2.3. Copy of transcript of records
2.4. Eligibility — Certificate of Eligibility / PRC Rating and unexpired license
2.5. Performance Ratings for the last three (3) yvears (numerical)
2.6. Updated Service Records / Certificate of Employment
2.7. Certificate/s of Qutstanding / Meritorious Accomplishment;
a) Outstanding Employee Award,
b} Proof of Innovations (Conceptualized an innovative work plan and property
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. Certtficates of trainings attended not credited during the last promotion;,
2.9. Proof of Chairmanship/Co-chairmanship of a technical / planning committee;
2.10. Ommbus certification as to authenticity and veracity of all documents submitted.

Qualified applicants shall be notified on the date of interview which shall be on January

2021. They shall bring the original copy of their pertinent documents during the interview.

4.

Attached are the Minimum Qualification Standards, Job Description, and Duties and

Responsibilities of the above positions.

4 Queries relative to this can be relayed to Guia Ma. G. Villahermosa, Administrative
Officer [V at 09177067745,
s, Immediate dissemination of this memorandum is desired.
Copy furnished:
Records Unit
Personnel Unit

TO BE POSTED ON THE WEBSITE
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a Level S
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| - Planning and Research . .
ports to | Education Program Supervisor _| Effectlvity Date
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-~ __ JOB SUMMARY

To provede tactinieal support and inpuis in the preparation and updating of the schoo! division's B-year shralagic plan and annual wiork
plans )

F »  Tuprowde lecr nical assistance in the preparation of the strateqic and operational work plans of schools and jearning canters, and of the
units ir the division office.
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KEY RESULT AREAIS
ning Frame, Systems, and

1

s

DUTIES AND RESPONSIBILITIES

Provide techmeal }l\.puts and suppor to the crafting of the first draft of the Schoul Swision s
Steateqic and Oparationa’ Pians (6-year DEDP and SDO annua work ana financial placs) s
facantata the graftisg of the plan for the Schooks Divisior

Frepae the final draft of the school drvsion s strateqic plan DEDP based oo cutput o the Civsice
Franneg Taan: for review of the Chiet of Goverrance angd Opaation and approval of e 408
Frepara thw final draft of the Annual Imprementakien Plar and subsequent adiustmants based on
the autput of the Division Planning Team for review of the Chiat Gaverrance ang Oparaton and
approval of the 505

Devsion appreach and method fo movitoring and evaluatang the impismentatios of the glanning
ayslmt il thir Gehools Divison (Miice and in schoois and leatrirg centens towads cortnuaous
mprsvement of the system i
Assesy reports and gata gattetsd on tre pianing systent and sabme recommengalichs a0 pniTy
forraation oo matlars sesvant ko aducation planting systans. panmr stargans and cotana. and |
Ci@NCIAnG RIonesses based on actarn research

Covrdinate proparation by tne Plantinyg Team of the Annual Accompushiment Repon aqmest pians
uf the schools division for submission to the management ot the schoms diviswn

R

i¢ Education Information
em {E-BEIS) Maintenance
Report Generation

nical Asgistance

oy MAE reports TA repens the managsmaent of

Prepare descripbve and analyticsi reports of processed basic aducation data and its imiplications, to
De used as hasis for facts-based and dala drven pianning and declsion making

Consgidate. analyze, and validate ragqui-emants of schooie and learming centels as basis tor
rglighie and accurale resource ailocation !
waad rodasgang Ccooidinaling ang impemanting soscy and suanning research studies s denchf Bg
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Provide Techmical Assistance to schools and leasming canteas by raspontding to the idestbod reerls
i At 1o planting and ather matters on governance and aperalions . B ) P
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JOB SUMMARY b
I it i safaguand the Dooks, records and supporting schedules of the Divisior Office by keeping track of accounts. and varifying the
acy ol procedures used 1or tecarding financiai data that are necessary for the proparation of imely and reliable reporis which wiii ain the
jragenant in inaking informed decisions, -
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KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES - -
ial Records and Reports -

Asrirtains thal tarsactian nave heen properly recorded in books

Yerfy financial statements made oy subordi-ate, verfy the jourta) voucher
Prapares adiusting antrigs and iownal vouchers -

i 4. Prepares nal balances, monlhiy statements ot income and expenditlrie ara other
: fingnciai statements:

oo~

nt Trackin Propares schedules 10 support staler eats af avcounls and orer firancia; staler
b p

2. Prepares the reconcil@tion of uooks of AGCOUTIE 1 MAKe INa NGNSERAry adustmests L
manlain accuracy and updated reroils

jai Transactions Recording "t Redommends 1o management ane: drafts coresponderca patairing to _ : *
I nancial/bookkeeping matiers based on wsuances of SO France and QVETSIGNT Agentias
redures ! tinancia g " :
' * : ana montors understanding and appacation of such by SOG. schaois and teaing i
i centers .
: 7 Provides inputs for improvemnent of aceounting secton i
i 3 Reviews. revises and gives feedback un the work of accadnbng ard pookkeepng statt
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ngorpotation in the books of accounts or prograss reports : ‘



