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Assistant Schools Divlsion Supenntendent

ChlefEducation Supervisor, CID and SGOD

Public Elementary and Secondary School Heads

All Othe rs Concemed

TO

FROM: VICTO
Schools

v. GAZO, PhD., CESO V
sion Superintendent il

DATE: February ,2021

SUBJECT: Announcement ofVacttrci€s for Educrtion Program Specialist Il- Human
Resource I)evelopment aod Admiristrative Aide VI

I This Office announc€s the selection proc€ss ofthe vacant Education Pro$am Specialist

II - Human Resource Development and Adminrstrative Arde vI in this Divisron. Applicants

to the position should meet the herein qualification standards as embodied in Memorandum

from the Offrce of the Undersecretary Re: Compendium ofDepED Oltce Functions and Job

Description dated January 25, 2018, and DepED Order No 66, s. 2007 to wil l

RA t0t0: Career

Servic€
(Profesrional )
Appmpnste

Elidbility for
S€cold Level

Position

Career Servicc

SuEProfessional
(Firsl l-€vel
Elglbility)

Prelerred DepED Qwlrficutrcnfor Admin. Aide Vl bdsic knowlcdge m computer operatrcn
such as Mcrosofl Ofice, lixcel, Po er point, use of the inlenet

Position Education Erperience Training Eligibility

Education

Program

Sp€cialin II
(EPSpll-HRD)

(sG 16)

Bachelor's degree in
Education or its
equivalenl and

completion of Acadernic
Requirements for
Master's DeFee

relevant to fie job

2 years experience
rn education,

research

development,
implementation or

other relevant

experience

8 hours of
relcvant
trarning

Administsative
Aide VI
(sc 6)

Complerron oftwo (2)
years in College

None rcqu ed
None

required
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2. Interested quahfied applicants are required to submit the following perhnent documents

properly ear marked to this Offrce on or before March 5, 2021.

2.1. Application lefler addressed to the Schools Division Superintendent

2.2 Duly accomplished Personal Data Sheet (Revised 2017 form 212) with recent 2,
pictue atlached

2.3. Copy of transcript of records
2.4. Eligibility Certificare ofEl-igibility / PRC Rating and unexpired license

2 5. Performance Ratings for the last tkee (3) years (numerical)
2.6. Updated Service Records / Certificate ofEmployment
2.7. Certificate/s of Outstanding / Meritorious Accomplishment,

a) Outstandrng Employee Award,

b) Proof of InnovatioDs (Conceptuahzed an innovative work plan and properly

documented and approved by immediate chief and attested by autho.ized

regonaYdivlsion official;
c) Research and Development Projects,

d) Publicatioo/Authorship;
e) Consultancy/Resouce Speakership,

2.8. Certificates of trainings attended not credited dunng the last promotion;
2.9 Proof of Chairmanship/Cochairmanship ofa technical / planrung committee;
2.10. Omnibus cenification as to authenticily and veracity ofall documents submifted.

3.

2021
Qualified applicants shall be notified on the date of irferview which shall be on March
They shall bring the orignal copy oftheir pertinent docurnents during the rnterview.

4. Attached are the Minimum Qualificatior Standards, Job Desc ption, and Dutres and

Responsrbilrties of the above positions.

4. Queries relahve to this can be relayed to Guia Ma G. Villahermosa, Administrative

Officet lY at 09177067'145.

5. knmediate dissemination of this memorandum is desired

Copy firmished:
Records Unit
Personnel Unit

TO BE POSTED ON THE WEBSITE

@
Purok 6, Casis.ng, MabybalayCiW
Telehr (088)314{094
Email : Ma lavba lay.city@8ma il.com
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Department of Educ€tion

JOB DESCRIPTIOT{ JD No Revision Code: 00

PoBltlon Tltlo Education Program speoialist ll Salary Grade

Paronthetlcal Title Governanca Lavcl Schools Dryision Office
OfflcG/Bureau/Service UniUDlYi!ion School Governanc€ and Operations Division

- Human Resource Development
Roports to Sehior Education Program Specialist Eftectivity Oato

Positlons Supervised
.,{,8 SUffiAFY

To assist the Chief and Education P.ogram Supervisors in mainiaining systems ahd implementing its components in order to ensure delivery of
quality and sustainable HRD servic€s

A. CSC Prescribed Qualificatlona
Education Bachelo/s degree in Educaton or its equivalent and completion of academic requiremehts for maste/s degree

.elevant to the job
Experience 2 years expenehco ih educ€lion, reseaach, developmenl, implementation, or other rolevant oxpe ence

Eligibility 8 hours of relevant training
Trainings RA ,l080; Career Servic6 (Professional) Appropriate Eligibility tor Second Level Position

B. Preferr€d Qualificationa
Education

Experience
Elioibilitv
Traininqs

Job DescdDllon - Ver.2
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KEY RESULT AREAS DUTIES AND RESPOiISIBILINES
Hr Slrategic Plan6 And
Policies

Gather data from reporls, resea.ch findings and behchmark studies data as inpuls to HRD needs
assessmenl and findings as basis for HRO plans and programs.
Assist in preparing report on HR development needs and situation analysis to tacilitate by providing the
facts and data gathered
Assist in the preparation of a Human Resource Development Plan for lhe Schools Divrsion to ensure the
availability of competent p€rsonnel in the schools diviaion when needed.

Profe8sional And Career
DeYelopmcnt

Provide technical support in identitying professioml and competency development needs ot individual
personnel in the schools dlvision, implementing the syst€m designod for such , in order to anive at
profiles on individual and g.oup competency development needs.
Provide technical support in implemehting system for proparing HR Development Plans (including
professional and career development plans of employees) of personnel of th€ schools division.

Training And Career
Development Materiala

Customize lraining and career development manuals and handouts packaging to make it applicable to
the SDO situation ahd requirements.
Reproduce in print or eleclronic format trainirE and devolopment matorials to be us6d as reforence by
participantrs.
Prepare training venue and logishcal r6quiroments or coordinate venu6 arangemsnls to ensure a
physic€l environmenl conducive lo learning.

scholarship And Professional
P.ogram Coordination

Provide technical support in the screening and selection of applicants for scholarship by gatherirE
additional data and coordinating acquisition of suppoding documents as basis for final selection.
Provide supporl in coordinating with institulions re@mm€nd€d scholars ahd documentary requirements
to facilitate attendance and availment of the schobrship-
Provide support in the registraUon of scholars in couEes as needed.
Assist in monitoring, evaluating and submitting report on the slalus and progress of scholars, and the
benefits of the scholarship programs lo the agency.

Training And Development
Rocoads

Gather and encodo data and maintain records on training parlicipants and training and developmen(
activilies using data caplure tools and instruments design€d for th6 syst€m.

Successlon And Exlt Generate TDIS Records and Documenls on peformance in Leadership and Development programs for
high potential employees to be considered in the candidate pool
Gathe. data heeded in lhe idehtification of high potenlial employees targeted to be part of a candidate
pool for crilical positions in the SDO

Job D6scription - Ver.2
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KEY RESULT AREAS DUTIES ANO R.ESPOIISIBILITIES

Collect records and documents of peEonnel in the candidate pool to create a podfolio for candidates to
be used as reference in the selection process.
Assist in coordinating the implementalion of retirement programs tor employees due for retiremont to
p.epare them and the oEanizalion for the transition.
Gather dala from resigning personnel to get feedback on tac{ors that helped or hindered employees in
the performanc€ ol his/her work and implications towards continuous improvement in the work climate
and in the workplace.

Employogs Woltar. . Assist in gatheing data on welfare need6 of employees.
. Provide technical support in proposal preparation, design, and implemenlation (upon approval) of

programs tc respond to the welfare needs of various employee groups.
. Provide lechnical support in the review, proposal prepariltion and coordination of the implementation of

rcward and recogniton programs
. Provide technic€l support in the conducl of monitonng and evaluation of employee welfare progEms

and submission of roport on its status, p.ogress, and impact in o.der to provide feedback to
management.

Technical Aaaiatance Assist in providing Technical Assistance to schools and learning contors by responding to the identified
ne6ds in relation to HRD and other mattors on governance and operations

Job Oescdplion - Ver.2
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