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Assistanr Schools Dvision Supedntendent
ChiefEducation Supewisor, CID end SGOD
Public Elementary and Secondary School Heads

All Others Conc€med

FROM: VICTO
Schools on Superirtendent S

. GAZO, PhD., CESO V

DATE: July 6,2020

SUBJECT: ANNOIINCf,MENT OF VACANCY
ASSISTAI{T tr (ADAS II) POSITION

FOR ADMINISTRATTYE

L This Offic€ amounc€s tho selection proc€ss of the lacant Adminisfative Assistart II
position in this Division. Applicants to tho position should meet the herein qualification stardaxds

as embodied in DepED Order No. 66, s. 2007to wit:

2. This Office adheres to the Principles ofMerit and Fihess and to the Equal Employment
OpportuniB Principle (EEOP). It ensurEs no discdmimtior in the selection of its employees
provided Qualification Sta ards s€t by the CSC and DepED are met Thus, all applications
regardless of applicant's age, sex, sexual orientatior, gender identity, civit status, erhnicity,
religio4 disability, or political affiliation are tr€ated with respect and equi8.

3. Iaterested qualified applicanS are required to submit t}le following pertin€rt doqErants
propedy ear ma*ed to this Office on or before July f3, 2020.

3.1. Application tettq addressed to the Schools Division Superintendent

3.2. Duly aocomplished Personal Data Sheet (Revised 2017 form 212) with rec€nt 2x2
picture attached

3.3. Copy of transcript of records
3.4. Etigibility - Cenificat€ ofEugibility / PRC Rating and unexpired license
3.5. Performance Ratings for the las three (3) yean (numerical)

Positiotr Educatior Erperieoce Training Eligibitity
Adminiskative

Assistant II

(sG 8)

completion oftwo
(2) year sudies in

College

1 year

relevant
experience

4 hours of
relevant
t-dining

Career Service (Sub-

Professional) First Iavel
Eligibility
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3.6. Updated Service Repords
3.7. Certifi calds of Ortstsrding[vleritorious Acromplishment;

a) Outstanding Employe€ Award;
b) Prmf of lnnovatioN (Conceporalized an itrnovative work plan and properly

documented and approved by imrnediate chief and attested by authorized

regiooaVdivision offi cial;
c) Rese&rch atrd Developmeot Projecls;

d) Publicatior/Authorship;
e) Consultarcy/Resourc€ Sp€akership;

3.8. Certificaes oftrainings attended not crcdited during the last promotion;
3.9. Proof of ChsirmlnshilCochairoanship ofa techicsl / plaaning committee;
3.10. Omnibus certification as to autherrticity and veracity of alt documents submitted.

4. Penons widl Dsability (PWD) and lndigenous People (IP) are ercouraged to submit their
application.

5. Qualified applicants shall be Dotified oD the dalc of iuterview which shall be on Augwt
2020. They shall bdng the originsl copy of their pertinent documents dudng the int€rview.

6. Qusries relative to this can be Eleycd to Guia Ma- G. Villahermosa, Adulinistrative
Officer Iv at 0917706745.

7. Lnmediste diss€mimtion ofthis memorandum is desircd.

Copy fitr sh€d:
Records Unit
P.$onnel Udt

TO BE POSTED ON THE WEBSITE

Pulok 6, C-.sir.na, M.LybaLy Oty
T.l€far 1088) 31il{o9l
Emril: M.l.ybalry.city@Stn il.com


