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TO Assisrant Schools Division Superint€ndeDt

ChiefEducotion SuFwisor, CID and SGOD
Public El€m€ntary and S€condery School Heads

Al[ Others Concerned

FROM: . GAZO, PhD" CESO
Superintendent Y

DATE 2021

SIIBJECT: Auoutrcement otr the Submilslotr of Pertitretrt Docum€trb for Nor-
T€achiDg PoEitionr

l. This OfEce announces the s€lection proc€ss ofthe following vacant positions in this
Dvisionto wit: AdDiaistrative Aidc VI, AdDioirtrrtiveAflilt rtl,[,rtrdm Applic{trts
to the position should me€n the h€rein qualification standards as embodied in De@D Order
No. 66, s. 2007 to wit:

Po3itio! Edrcrtion Erpericncc Training Eligibility

Administrative
Aide VI

(sG 6)

completion oftwo
(2) year studies in

Cotlege
none DOnC

C.areer Scrvice
(Sub.,Professional)

First l€vel
Eligrbilrty

Administrative
Assistant I

(sG 7)

completion oftwo
(2) year studies in

College
none none

Career Service
(Sub-Professiooal)

First kvel
Eligibility

Administrative
Assistant II

(sc 8)

completion of h,r,o

(2) year studies in
College

I y€or

relevant
experienc€

4 hours of
relevaDl
rraining

Carcer Serice
(Sub-Professional)

First kv€l
Eligibilrty

c Purok 6, c.sls.l|; M.hyb.hy Clty
LL'ax {@} 31il{Xr94
E.nail: Mabyb6by.cfryorm.ll.com
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2. Interesaed qullified applicarts ale r€quired to submit the following pertinent

documcnts prope y eff marked to this Oflice on or before Decrember 14,2t21.
2. 1 . Applic.ation letter address€d to the Schools Dvision Superinterdent
2.2. Duly accomplished Personal Dara Sheet @evised 2017 form 212) with recent 2x2

pictnrE sttrched
2.3. Copy oftnnscriF ofEcords
2.4. Eligibility - Certificate ofEligibitity / PRC Reting and unexpired license
2.5. Performance Ratings for the last three (3) years (numerical)
2.6. Updated Sewice Records
2.7. Certificst€./s of OutstsndingMeritorious Accomplishment;

a) Outstanding Employee Award;
b) Proof of lnnovations (Conc€ptualiz€d an innovative work plan and properly

documenbd and approved by imm€dia& chief and anested by authorized
regionaVdivisioa of Ecial;
c) Res€arch and Devclopmert Projecls;

d) Publication /Authonhip;

e) Consultancy/Resource Speake$hip;
2.8. CenificatEs oftainings attended not crEdited during the last Eomotion;
2.9. Proof of Chairma$hiy'Co-chdrnsnship ofa technicsl / planning commiteei
2. 10. Onnibus certification as to suthenticity and veracity of 8ll documents submitted

3. Qualified applicrrtts shdl bG Dotified on tbe dse ofintervisw which shall be on Janrury
2022. they shall bring thc original copy oftheir pqtncr dooumeDb during the brervieu.

4. Queries rElative to this ca! be relaycd !o Guia M4 G- Vittahemosa, Administrative
Ofticer IV/HRMO at 09177067745.

5. hmediate diis€minstion oftbis memoraDdum is d€sired.

Copy firmisbed:
Recods Uuit
Pelsomel Unit

TO BE POSTED ON THE WEBSITE

Administative
Assistart trI

(sG e)

completion oftwo
(2) yeor studies in

College

I year

relevSnt

expericncc

4 houn of
r€ler'gnt

t'aining

Career Service
(Sub.Professional)

First Level
EliErbility
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