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Schools

v. GAZO, PhD., CESO V
sion Superintendent

Assistant Schools Division Superintendent
ChiefEducation Sup€rvison, CID and SGOD
Pubhc Elementary and Secondary School Heads
All Others Concemed

FROM
tl

DATE' November 22, 2021

RE VIRTUAL ORIENTATION ON TEE DUTIES AND RESPONSIBILITIES
OF TEE ADMINISTRATI!'E OFFICER II (Aor)

The field is hereby informed that there will b€ a conduct ofvirtual orientation for the
Administrative Officer II (AOl) on their duties and responsibilities rogether with their respective
School Heads. Further, CSC Bukidnon Field Office Dircctor and OSIS Malaybalay Branch
Manager are illvited to speak on imponant matters related to govemment services

Enclosed are the following for guidance:
l. List of participants - AOII and School Heads (Annex A)
2. Three (3) Day Orientatron Progam (Annex B)
3. AO ll Duties and Responsibilities (Annex C)

Provided is the link for the three (3) day orientation meet.oooole.com/b0-ibhv-bhf

Queries relative to this can b€ channel to the PeBonnel U t at 0907688-9009.

Thank you.

Copy fumished :

Records Unrt
Personnel Urit

@
Purok 5, Gsisang, MalaybalaYCitY

Telehx (088) 314{094
Email: dep€dmalaybalay@smail com
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AO II

I Balansag, Jeralrr G.

2 Conol. Archillo B.

3 Delos Reyes, Welrose A.

4 Deximo. Don Uba.

5 Evaqehsta, RhFa Fe M
7 Fajardo, Dhairyl Jean C.

8 Galorio. Celeste G.

9 Ma&onero, Clemfirtina O

l0 Medrdas, Angehe Ann T.

ll Miquiabas, Armabelte B.

12 Nericoa, Jadne M.

t3 Peialos4 Cheryl Jane C.

14 Ramos, Godisa M.

15 Dela Cema- Monsb€th P

t6 Bahian, Evangelioe P

17 Israel, Joe Randy H

l8 Garci4 Joseph L.

19 Garces, Brayan B.

20 Brigole, Ruel T.

2l Llncasan, Bonna B

22 Bandong, Aprille Mae H.

23 Dayo, Irene Joy G.

24 Desalan. Jocardo B.

25 Canson, Sh€lla Novie A
26 Bendrjo, Alve Anne Christy A.

27 Borres, Ness viola M.

List of Participarts for lhe AO tI Vrtual Orientation

Novembq 24-26.2021

School Hcrd SCH(X)L

Arceno, Zelda T-

Ontoy, Teofilo Jr., L.

SstrmiguEl, Vicente G.

Rojas, Alnor Celeste P.

Ygonia, Josette S.

Gurnayao, Mary Fe C.

Berondo, Alberto V
Barcen4 fucky S.

Gantalao, Arlene C

Buhowe, Benjanin M.

Ama, Leny G.

Penno, Genevieve P.

Valde, Armand Anthony S

Bongocan, Sharon Mae A.

Reyes, Reoato R-

Olarte, CosjuliE K.

Rojas, Sonny M.

Pabillaran, Demie J

Crusio, Rulyn Z.

Ronolo, Noralyn P

Hisona, Noemi

Berial, Crthia T.

Molim, Mylene Joy L.

Villallores, Jonathan

Daga-atrg, Jonathan T
MaraDba. Gemma A
Caballero, Nimfa A
Okit, Janryl tiuis
Taadog Marytan C.

Bacang, Juan Jr.C I 7

De la Cnrz, Norven Snl Y
Ongkiatco, Romulo L

A\ES
Bangcud CentDl Sohool

Casisang Central lntegrated School

Can-ayan Integrate-d School

Dalwangan Eleme ary School

KalosungBy C€nr"al School

San Martin Etementary School

BCT

Casisang National High School

Aglayan Cent-al School

Malaybalay City Certral Scbool

Sumpong Central School

San Jose Elementary School

Managok Central School

Brry. 9
Natid-osan Elerne[tary School

Linabo Cefiral School

Candiisan Integrated School

Cap1trJl Argel Integrated School

Sta. Ana Elementary School

Kilapagan lntegrated School

Patpat Eleruentary School

New Ilocos Elementary School

Damitan Elementary School

Macote Elernentary School

Macote National High School

Simaya Integrated School

Tutubratr IntegBted School

Magsaysay Integmted School

Kibalabag htegrated School

Imbayao Elementary School

Irnbayao National High School
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If,RE (3) DAY VIRTUAI ()nI[IITAT!(}{ pa.GXrI{ Of If,E NEtr LY f,IRf,D AITMII{ISTn TM OIfTER tr (AOD DI:Pi,oYED tr{ SCf,mUt
NovrroEr 24 - x, min, AT gxlAll-l2{Xll{N AND HXrPltl-s(DPM

NE
@.vl ACTMTY PERSOT{ t[.C]t RGE

7:30 lrli,i -
0:Cl0 AM

Rogistalbn (Google
Forms)

Secletaiat

8:15 AM -
9100A.l

opening ftogram
Nalional Anlheft
lnvocation

Wdcome Romarks

lntoduclion of
Pdtcipanb

Stab0Enl of PuDoce

Message

Md.o clip pEsentalion

Manuel0. oinlayan ll, DPA
Adminisfatv€ oficer V

Evelyn Joy v. oon
Addnistative A$lshnt lll

Guia Ma G. VilhtEiflpsa
Adfiin6rah€ oficer lV

Mcbria V. Gazo, PhD, cEso v
&hools Divison slpor nlend€nt

9:00AM-
9r30AM

Oualiv Policy
Manag€fient Sysbm

It anuel0. oinlay8n ll, oPA
Adnlnisfalive Oflcer V

9:3oArri-
10:00AM

Propor Fillineup of
Appointn6nt Docs. and
RSP Malbrs

Evelyn Joy V. oon ' ADAS lll
Bonna Uncasar -A0 ll

l0:00Arri-
10.30 r,,t

ERF 0S, Doc'./menb,
and Proc€ss noir, and
Monltorino b( NOSI

Apdlle Ma H. Bandong
Adninisbat,re Ofit.r ll

10r30rrt -
11 00A,,

Estaulshing and
Ljpdatiio of m1 Files

Jo.rdo B. O€sdan
Ad[inisfatvo oftcer ll

11:00AM-
11i30NN

Eslablishing of Leave
and S€rvice Credit
L6d9€r5

Rud T. Brigole
Administatw Ofrc€r ll

11:30AM
12:00NN

Guidolines on fle Grant
of Sorvic€ Credib

Anavolls V. Rivora
Administaliv. Aide

i2:00Nll
1:00PU

LUNCH BREAK

1i00Pil.
1r30 PM

Vorifying of Loans
(GSlS, Paq.iUq)

Ruhia J. Limbonoc{
Adfirnisfatve Oltrcer lV

l:3oPlir-
2:mPtl

Fqrn 7 Prcprdion and
Ot|e( tlonet ycldm
Ben€fb

ClEryl Jane C. Poialosa
Ad[inisfative ofic€r ll

2:00Pfi
2 30PU

Otur Beneft Cldm6 tlovilyn G. Pdma
Adrin6talive Oficer ll

2:30PM.

3:00PM

Porsonnel Servic€s'
DocunEntay
RoquircnEnb

Almira Nabor
Administatvo Ard€

3rtloPM-

3:30PM
other HR Relabd
Funclions

Guia Ma G. Villahormosa
Adminisfaive oficer lV

3130P[.i-

5100Ptl open Forum
Sunshino C. Gamboa
Administalive Assistant lll

TIf,E

@AY2
ACTMTY PERSON II'C}IARGE

7130r{ -
0:00 A ,l

Rs0isfation (Gooole

Foms)
Secrot, iat

0:00Air-
10 004M

GSIS MatEls and
Financial Libracy

Etuin E Caslca
GSIS Branch Manager

10r00AM-

10:30AM

Props(y Cusbdiarchip
Pan I

Evang€lins P. Bahian

Administativg Oficer ll

10r30^'l\/l-

1l:00Al,
Propslty CustodiarEhip

Part ll

l,leil ltla B. Cruzado

Administali,,/€ Assisbd lll

1limAl,t-
11 30AM

Prop€rtt C'bbdiaNhip
Pat lll

Kin! JaEs T. &anzuela
Adr nistdive Aid€ Vl

t 1:30r$,1.

12o0NN
CAV of School Records Florabolls R. Ponas

Adminisfatvg 06cer lV

12:00Ail.
1:00PM

LUNCH EREAK

1:(OPM-

l:30PM
Onlino CAV Pre-

evalualion

Glaive ltlay J.oublas
Admini6tat',/€ Aide Vl

1:3oPltl-
2:30Pi,

Generd Administalivs
SupM tunclions

ManuelD. Dinlayan ll, DPA
Administative ofic4r v

2i30PM
3:3OPM

Finanaid ManageiEr{
Funcliong

Rhysa Cy'e C. Ro6d€iG, CPA
Adninistatv8 As.lisla.t lll

3:30 PM
5100 PM Open Fo.um

Sunshlne C. Garboa
Administativ8 lssislait lll

nxE
@0.y1

ACIMTY PERSOiT ft.CltARGE

7:30 A..l -
8100AM

Registation (Ci@gle

Forms)

S€crotariat

8:001r!.
8:30An4

Eloction of A0ll O66els ADr lo l\,lae H. Eandong

Admini8rs6'a Ofic€r ll

9i00AM-

12:00NN

Ofrce Decorum LourdoE B. Pola€z, CPA

oirsclor ll

Civil S€rvi:o Cofi nission

12:mNM
1i00PM

TUNCH BREAK

1rooPi,i

1:O0Pt

Revised Guiruines on

Loave Ad,rinistalion rnd
oter Maters

Lourd€s B. Pder CPA

DirBclor ll

Civil Servioe Collmissio.r

4:00Pi.l

4:30Pi.l 0p6n Forum
Aprille Mae H. Bandong

Administsdliv6 Ofrcer ll

4:30PM-
4i45PM

Evalualion ofTraining
Giving of CertifcaEs

Eonna B. Lincasan

Adminisfalive Ofrcer ll

4 45PM
5i00PM

Closing Message oaffy C. Daguimol

Administaiive oficer lV

Motlvatlhg Q(otse:

"Ill.,xpart ir rnythirg rylc olcr . b.glnnor." -
Unknown

"A lrrlv job ir rot . mw baglml,U. tt ls . plth to ora.ta t
now ordlry." - Unknown

"Donl s6l oorrp.rt3ltior as a gorl. Find wort you lika, aid

fh, cohrpansltion willfollow." -- HardinS Lawrence
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Job Oesc.iplio. - vsl 2

JOB DESCRIPIION JD No

ent ot Educalion
Position Tido Adminislratrve Oflicer ll Salary Grade

ta slrativ6 Govamenca Lsvel
h E16 h School Dlvlalon

School head O.lo
rvl6ad AssistantgArdes in lh€ Scfiool

I partrcularly on personnoladminislration, prop€rty custodianship, and financial-related lasks in the school

OUALIFleTIloNSiFIi_DAFES
lficrllon.

EducaUon Bochelor's d€gre6 r€levant lo the job
Erporhnce l,lons Equh€d

Ekibilrty Car€er Service Level Eligibility)
T None

B. P,erenrd Qu.lmcluoru
Educ€tlon lo the

None red

u Revisron Code

II

L
I

I hrs posrtron ls responsi ble for lhe implemontation of an effective and eflicient administaative supporl and selected financialfunctions

Bacholor's

t- E
s

Caroer SeMce Prof

I I

oa

L -liE-il



l(EY RESULT AREA/S
Job D€scridion - Ver. 2

DUTIES AND RESFONSIBILTIIES
R6cruitmenl end Seloctbn
Provid6 human ,esou,ces managernent supporl to lhe school h6ad and coordinate with AO lV (HRMO ll) of lh6
SOO ih th€ following HR-.€lat€d functionE:

a recrultmenl and selectkln of applicanls in the saiool assigned
b. promolion and deployment of peEonnelin th6 assigned school by checking and validating the completeness

ond authsntidty d documents to be sub.nitlod to tho HRMO for preparation/issuance of appoinlment
c Proparo ERF oI quafified teachers and submit to SOO loa proc€ssing

Personnol Rocords
a. Updale rogularty 201 fil6s aDd flraintain databaso of personal information of sc]rool p€.sonn6l
b. AcUassist the de6lgnaled Agency Arthorizod Officer (MO) in the field in terms of veritying/approving GSIS

loans and agency.emilian@ advice (ARA) as may be detegaled
c. ConSolidale daily lime rocord (OTR) ol school p€rsonnel and propare monthly roport of s€rvice (Form 7)
d. Monitor and rocord atterdanc€/absonco ol school p€rsonnel and report lo school hoad issuss and concems

rolalod thoreto
o. Acts on applicalio.l for baws of school psrsonn€l and facililate r€commerdalion by the school head and

approval by tho SDS
I Update vacation s6rvic€/l6avo credits o, sdrool p€rsonnel and regulady communicate lo all concorngd
g Maintain the contid€ntiality ol personal information of school p€Bonnel to lyhich he/she has legal access
h Coordinalo with concorned olfices, such as BlR. GSIS, PhilHeahh, Pag'lBlG, CSC, and other

agoncios/entities on tho mplem€nlation of F,olicies and guid€lines relovant to personnol.

Componsation and Bsn6lll6
a Computo and subrhit to SOO applic.blo personnel beflorlls fo, proc€ssing, tundrng. and r6l6ase (o.9.

mEtornity b€nefrls, stop incr€ment, s€lary differentials, ovgrtimo pay, propo.tionel vacetion pay, etc)
b. Monitor ard p.eporo nolbes fq stop inc.ements and adJustn€nts ol school porsoonel end submit lo HRMO

lor chocldng and verificatlon
c Process rotiremenl/separalion benefits ot school personnel for indorsemenl by the school head lo th6 SDO

oth6r HR{olatsd funcliofls
a. Updsle school personnel ol th€ lated HR-rehted polici€s
b- Oevolop and prss€nt to the sctrool hoad/HRMO innovative stralogies in rmproving HR practico n the school
c. Asslgl the school head ih pedomanc€ manag€m€nt, rowards and recognition, and l6arning development

P.6onnal
Adminl.trdlon

and practices in the sctool



T AREA'S
Job D€scndoh - v.r 2

truTIES AND RESPOI{SIBILNIES
d Prepar€ and submit HR-rBlated roports lo school head/HRMO
e- Coordinate r€gulady with the HRMO in th€ implom€ntation ot HR policies and guidelines
f. Facilitate submission and approval by the SOS ot Pormit to Study/Practice of Prolession, Authority to Travel,

and other school reqUesls for school personnel

Proparty
CuBtodlanrhip

Genaral
AdminiatEtlve
Support

Fiaalrcirl
rnagemant

b. Ensure that supplies, oalerials, equrpment, textbooks, and other l6arning resource materiols are storod properly
ir| a securod ladlity

c. K6ep an updated invenlory of all 6upplies, malerials, equipment, l€xlbooks, and other learning resource
malorials.

d lssu€ supplies, materials, €quipmenl, tertbooks, and oth€r learning resource malBnals to requ€sting leeching
and non{oaaf ng personnel of the school

6. Prepare end submit reports on all propeny accountabilrty of th6 school

a. Facilh6t6 procurgm6nl of supplles, materials, equipmont, etc of the school bas€d on approved SIP/AIP or
as direcled by the school head

a. Assisl the school hoad in th€ proparation of School Form 7 (SF Tyloadrng oI leachors.
b. Assist the school planning team in lhe preparation of SIP/AIP.
c. ProvU€ general admrnistrativ€ supporl to school head and teachers like r€productrcn ol learning

materials,encoding ol repois, preparation of documents, €tc
d. Perfom other lunclions as may be assgned by the School Head.

Agsbt the Sd@l Head on lhe proparelion of the icllowing clocuments such as blrl not limiled lol
. Cash dEbu€ement r€gislrrr
. Authority to dobivcr€dil accounl
. Liquidalion reports inc.ludrng supporting documenls

For lus, assrsl the School Head on lhe preparalion of requrred reports from COA. DBM, and other oversighl
agencies.
Facilitale submission of all fnancial docum€nts lo the SOO ard/or bank, rl necessary
Provide assistance to other linancial-related lask of lhe School Head
Psrform othar functions as may be assignod by th6 School H€ad.

E)

!r
F]

llotc: lte/,,s 5.2 end 5.3 ol the O.ptfin ot Audgea .dd laqdneit ()el) gudg.a Clftul.. No- IOU.X Convercion ol Posittons Ponomng Slaff/llon-
Tochnbel Funclions (copy etlrchecl tor ,ae<ly refercnca), essanlielly provides lhal posilions dloceled lo lhe no,rl posilion lilles may bo aaalgn.d any
comblna on ol d- &t b en<t fisDpnsibtili€s ol he p'avrous *Cion tt,€s (includ,tE tb AO ll) such as AO l, Humen Resource Maneganeol Oficet I
(HRMO l), lnlofiEnoo dlicot I (lO l), Publh R.lalioos Otfrcet I (PRO l), Budgol O{ffcet I (BO l), end ol,],ers PLase nole lhal lh6 scope ol sup,Nlsioo and
tutisdlaioo ol en AO I ot tll€ s.ttul bvel b ddfi*t d by ahe dual.g, .nd funclb,B .t lgne<t by th. HnclptlrSchool Hcatl (for Er.m$tuyl Junlor
Hlgh Schoo/, o( Assl.fla? fufitclpal lot Op.tadons mcl L..mt Suppoi1(lo. Senlot Hlgh School).


