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Department of Glurtion
REGION X. NORTHERN MINDANAO

DIVISION OF MAIJTYBAJJTY CIfi

DIVISION MEMORANDTIM
No. 419 s. 2020

TO Assistant Schools Division Supenmendent
ChiefEducation Supervisor, CID and SGOD
Public Elementary and Secondary School Heads

All Othen

FROM: VICTORIA . GAZO, PhD., CESO V
Schools on Superintendent

020DATE: December 7,

SUBJECT: Annourcemetrt ofVacancy for S€trior Eigh School Registrsr I

I This OIfic€ announccs the selectlon process ofthe vacant Senior High School Registrar
I in this Division. Applicants to the position should meet the herein qualificatron standards as

embodied in DepED Order No. 19, s. 2016 (Guidelines On The Organrzational Structures And
Staffing Pattems Of Stand-Alone And Inregrated Public Senior High Schools (SHS) and
DepED Order No. 66 s. 2007 (Revised Guitlelines on the Appointment and Promotion of Other
Teaching, Related Teaching and Non Teaching Posrtions):

2. Interested qualified applicans are required to submit the following p€rtinent documents

properly ear marked to this Offica on or before D€cember 15,2020
2. l. Application teftar addressed to lhe Schools Division Supcrintendent

2.2. Duly accomplished Personal Data Sheet (Reilsed 2017 form 212) with recent 2,
picture attached

2.3. Copy of transcnpt of records
2.4. Eligrbili!, Ce.tificate ofEhgibility / PRC Rating and unexpired license

2.5. Performance Ratings for the last thle€ (3) years (numerical)
2 6. Updated Service Records / Certificate of Emplo),ment

2.7. Certificat€/s of Outstanding / Mentonous Accomplishment;
a) Oubranding Employee Award;

l/

Position Education Experience TraininB Eligibility

Regisrar I
(sG 1r)

Bachelor's degee none required
none

required

Career Service
(Professional) Second

Level Eligibihty

Purok 6, Casis.ns, MalaybalayCity
Telefax (088) 314{094
Ema il : M a laybalay.city@rm.il.com
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Do$rtment of €luation
REGION X- NORTHERI{ MINDANAO

DIVIS]ON OF MAJ,,/TYBAI,,/IY CITY

b) Proof of lnoovations (Conceptualized an innovative work plan and properly

documented and approved by immediate chief and attested by authorized

regionaVdrvisron offi cial ;

c) Research and Development Projects,

d ) Publicatior/Authorship;
e) Consu ltancy/Resource Speakershi p;

2 8. Certificates oftrainings attended [ot credlted dunng the last promotion;
2.9. ProofofChairmanship/Co-chairmanship ofa technical / plaming committee;
2 l0 Omnibus certification as to authenhcity and veraciry ofall documents submitted.

3.

2021
Qualified applicants shall be notified on the darc of interview which shall be on Janrlary
They shall bring the originat copy oftheir peninent documents during the intervlew

4. Attached is the Minimum Qualfication Standards, Job Description, and Duties and
Responsibilities of the above positon.

5. Queries relative to thls c4r be relayed to Guia Ma. G. Villahermosa, Administrative
Officet lV at 09177067'145.

6. Immediate dissemination ofthis memorandum is desired.

Copy fimished:
Records Unit
Personnel Unit

TO BE POSTED ON THE WEBSITE

Pu.ok 6, Casisans, Malaybalay Cty
Telehx (088) 314{094
Email: Malaybalay.city@Email.com
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. Rcsponsibl€ for thc cxccution and continuou! improvcErent of thc

ad.Einistrative process of the school including budgct planning alrd
prep€.ration of finEncial rcporta, subjcct to thc approval of t}lc School Hcad
or kincipal; and

. Reports to thc Assirtant Principal for Operationa and Lcarner Support
snd/or Principal / School Head.
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a

s, updatcs and Eaintains the records, reporta a.Ild documenta of

Ma-oages and updatca thc lra-tner lnformahon SyEtcm (LIS);
Ensures arl elEcient proccsa of rcgistration and cnrollmcnt;

records of'thc school stalf arrd learneE

e school, its stalf and learEera;

ofFacilitates thc
to the necesssry institutions; and

. Reports to the Assigta-nt kincipal for Operations and Learner Support
end/or Principd/ School Hcad.

i^ Medi n\ In ge and. Very Larg. SHS; in $Mll SHS drese Jtunctior6 are obsorbed bg thc
Assis0aat


