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Bepublic of the Philippines oATBED | 4350 237
Bepartment of Education BY: =
REGION X- NORTHERN MINDANAO l
DIVISION OF MALAYBALAY CITY
DIVISION MEMORANDUM
No. 4ss , s.2021
TO: Assistant Schools Division Superintendent

Chief Education Supervisor, C1D and SGOD
Public Elementary and Secondary School Heads
All Others Concerned

FROM: VICTORIA\V. GAZO, PhD., CESO VI.V-
Schools Division Superintendent

DATE: September 13, 2021

SUBJECT: ANNOUNCEMENT OF VACANCY FOR ADMINISTRATIVE
OFFICER 11 (AO I) POSITIONS

1. This Office announces the selection process of the vacant Administrative Officer 11

(AO 1) positions 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 Eligibility

Administrative Career Service

Officer I (AQ 1) | Bachelor's degree none none (Professional) Second
relevant to the job required required | Eligibili
(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 September 27, 2021,

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 or 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 Qutstanding/Meritorious Accomplishment;
a) Outstanding Employee Award,
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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;
¢) Consuitancy/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 virtual interview which shall be on
October 2021. They shalil have with them 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 I1 (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 fumished:
Records Umit

Personnel Unit

TO BE POSTED ON THE WEBSITE
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Jaats Durscrapion - Ver 3
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: ¥ JOB DESCRIPTION JO No. Revison Code:
-“-..y"/
| Department of Education
Position Titie Adgmicustratve Officer It Salary Grade 11
Parenthwtical Tis Adeninistratiee Officer | Oovernance Level School
Lt Elemeamary School Diviston
Raports to Schoo! head and Effectivity Date
AQ V for Mrinsu'me Sarvm in the SDO

None required
Clgibity | Career Service Professional { Second Leved Ehgibity)
Trawwngs | None required
B. Preferred Qualficatons
Eaucation | Bachelor's degree retevant to the job
Ex None required
E igitiity | Career Service Professionat {Second Levet Elgibity}
Trawsags | None requred

Jab Descnpbion - Ver. 2

orsonnel Recrutment and Selection
Administration Provide human resources management support 1o the school haad and coordinate with AD IV (HRMO 11} of the
SDO n the following HR-retated functions:
a. recruitment and selection of apphcants in the schoal
b. promobon and deployment of personnel n the xssigned school by checkag and validating the compieteness
and authenticty of documents to be subrretied 1o the HRIMO for preparationdissuance of appontmert
¢. Prepare ERF of qualified teachers and submt o SDO for processing

Personnal Records

s. Update regularty 201 files and mantan database of personal inkornation of school parsonnal

b. Actasmst the designated Agency Authonzed Officer (AAC) in the field in terma of verifying/approving GSIS
ioans and agency remitance advice (ARA) a3 may be delegated

c. Consolidate dady dme record (DTR) of school personnel and prepare monthly report of service (Form 7)

d. Manttor and record aftendance/absence of school parsonnel and report %0 school head issues and concems
reisted thereto

& Acts on apphcation for leaves of schoot personnel and faciitate recommendation by the school head and
approval by the SDS

. Update vacation senncedeave credits of school personnel and reguialry communicate to all concerned

g Maintan the confidentiality of personal information of school personnes 1o whiach hevshe has legat access.

h. Coordinate with concerned offices. such as BIR, GSIS. PhiHealth, Pag- 181G, CSC. and other
agenciesientiies on the implementation of pohoes and guidetines relvant to parsonnet.

Compensation and Benefils
a. Compule and submit to SDO appicable personnel benafits for procassing. funding, and release (eg.
maternity benefits, step increment. salary differentals, overtime pay, propartional vacabon pay. etc)
b Moniter and prepace notices for step ncrements and adusiments of school personnei and submit to HRMO
for checking and venhcabon
¢. Process retremnent/separaion benefits of school personnel for indorsement by the school head to the SDO

Other HR+eiated functions
a Update schoal personnnet of the latest HR-redated polices
b. Develop and present to the schonl haad/HRMO mnovalive strategies m mmproving HR practice in the achoot
c. Asmst the school head in parformnance managemerd. rewards and recognibon, and Eaming development
pobcies and practres smplementation n the schoal

500 _ Schooi _ ADOF2
Page 2ol



Bepartment of Education

REGION X- NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

Job Descrplion - Ver 2
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e. Coordingte reguiarty with the HRMC in the implementation of HR policies and guidelines
f. Facltate submission and approval by the SDS of Permit to Study/Practive of Profession, Authonty to Travel,
and other schook requests for school personned.

Facirtate procument of supphes. materials. equipment, etc of the school based on approved SIP/AIP of as
drected by the schoolhead

Ensure that supplies, matenals. equipment. texibooks, and other learning resource matenals are stored property
in a secured faciity.

Keep an updated mventory of all supphes, matenais. equipment. textbooks, and ofher leaming resource
maerials

Issue supplies. materials, equipment, lextbooks. and other learming resource matenals to requesting teachang
and non-teachmg personnel of the schooi.

Prepare and submi reports on all property accountatulity of the school.

Administrative
Support

Assist the schoolhead in the preparation of School Form 7 (SF 7Vioading of teachers

Asssst the school planning team in the prepartion of SIP/AIP

Prowde general administrative support to schoofhead and leachers like reproduction of leaming materials,
encoding of reports. preparation of documents, eic

Perform other funchons as may be assigned by the immediate supervisor.

Note: ftems 5.2 and 53 of the Depertment of Budget and Mansgement (DBM) Budget Circular No. 2004-3 Conversion of Posibons
Performing StafiNon-Technical Functions (copy attached. for ready reference). essentially provides that posibons allocated to the new posibion
tites may be assigned any combination of the duties and responsibiihes of the previous position tiles (inciuding the AQ Il such as AO /.
Human Resource Management Officer | (HRMO i), informabon Officer | (10 1), Pubic Relations Officer | (PRO I}. Budget Officer | (BO 1), and
others. Please nole that the scope of supervision and jmsdiction of an AQ i at the school leve! 15 determined by the duties and functions
assigned by the Principai/School Head (for Elementary! Junior High School) or Assistant Principel for Operstions and Lesrner Support

(for Senvor High School).
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