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DIVISION MEMORANDUM
No. qo2 _, s.2023

Assistant Schools Division Superintendent
ChiefEducation Supervisor, CID and SGOD
Public Elementary and Se.ondary School Heads
All Others Concemed

TO

FROM MAI
Schools isil

DATE: Octobe. 31, 2023

SUBJECT: ANNOUNCEMDNT OT'YACANCY OF ADMINISTRATIVE AIDE VI
FOSITION OF TEE DryISION OFFICE-ADMINISTRATIVE SERI'ICES

l. This Of6ce armounces the vacancy of AdminisFative Aide VI (Machine Operator)
position of the Office of the AdmhisFatiye Servic€s, this Division with plantilla ftern number
OSEC-DECSB-ADA6-660034-2014. The crilcdr rrd poina syst m to be applied are
embodied in the new RSA Guidelines, DcpED Order No. 7, s. 2023. Applicants to the position
should meet the herein qualification standads as prescribed by the Civil Servic€ Comhission
to wit:

2 Interested qualified ne uLed to rcgister and fill out the necessary
fuformation in the link provided 0 -2Ol,lrurttrer, applicarts shall submit the
following pertiient docutrr.efis proryrly tt4lird to lhis Office on or before 5:00 PM of
November 15, 2023.

2.1 Checklist ofRequirchenb vdth Oriribus Swom Staternent duly nolarized (DO No
7, s, 2023 Annex C) attached

2.2 Application lette! addressed to the Schools Division Sup€rintetrdeDt
2.3 Duly accomplished Personal Data sheet (Revised 2017 form 212) with rccent 2x2

picture altached; with wort experience sheets, if applicable;
2.4 Photocapy ofCSC eligibility / PRC lic€nse;

L LIMBACO-REYEC
Sperirtendent y

Positlor
QUALIICATION STAIIDARDS

Fducatiotr Erperience Traitritrg Eligibility

AdministrEtive
Aide Vl
(sa 6)

Complction of two
(2) yeaB in Coll e
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Non€
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Carcer Service
(Subprof€ssional) Filsl Level
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eAddr€ss: s.yye Hi-way, Purok6,Casis.n& MalaYbalay City

T.lelrx No.: OE&3ltlOO4; Tel€phone ilo.: Oa&48-1245
EmailAddr€ss: n, tr.rtb?!qyr!t!{0 q€ p€i }r,! Etl\E,3
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2.5 PhotocDpy of scholastic/acadeoic record srrch as but not limite-d to Transcript of
Records (TOR) and Diploma, including compl€tion ofgraduate End post graduate
units/deges, if available;

2.6 Photocopy ofcenificate/s ofTraining relevant !o rhe position to b€ fille4 acquired
sftcr O. Llt proDoak)o; but wittil the lasl livc ycers;

2.7 Updated Service Records / Photocopy of Certificat€ of Emplo)menr. Experience
must be relevalt to the positioD to be filled;

2.E Photocopy of latest appohtmeff;
2.9 Photocopy ofPerfonnarce Rating covering one (l ) y€a. or l2 months performance

in the current or prcviolrs job or position relevant to the position to b€ filled with
at least Very Satisfactory ryS) in the last rating period prior to rhe date of
assessment,:

2.l0 Outstanding Accomplislnnent acquired after the last Fomotion;
2.10a Awards and Recognition

a.I Outstanding Employee Award
a.2 Awards as Trai ner/Coach

2.10b Research and Imovations
2.10c Subject Matter Expe( / MembeEhip in National TWGS or Committees
2.10d Resource Speakership / Leaming Facilitation
2.10e NEAP Accredited Leoming Facilitator

2.1 I Application of E/ucatioD acquired affer the last promotion;
2.12 Application of t-€aming&Development (I-&D) acquircd after the last promotion.

3, The following shall compose the HRMPSB forthe AdminisFative Aide VI vacancy as

provided in DepED Order No. 19, s. 2022 the new Medt selection Plan:

Chairman
Members:

Secrctariat

Aliena S. Dsjay, ASDS
Lorcnzo O. Capocio, Chief SGOD
Manuel D. Dinlayan tr, AO V
Cuia Ma- G. villahe.mosa AOw/HRMO
Lee A. Ejem, ADAS m, NEU Represenlalive (firsl lewl)
Evelyn Joy V. Do& ADAS Itr
Claive May D. Mulawan, ADAS m
Amorelle Fairh P. Go, AAVI

4. This OIIice adher€s to the Principles ofMerit and Fihess and to rhe Equal Employment
Opportulity Principle (EEOP). It ensures no disc minaJion in the seleotion of its employees

Fovided Qualification Standads set by the CsC and DepED 6e met. Thus, all applications
regardless of applicant's age, sex, sexual orientatiorl gender identity, civil status, ethnicity,
religiorq disability, or political affiliation are aea&d with respect and equity.

C"Addresr: S.yre Hi.way, Purok 6, c:sisan& Malaybal.y City

Telefar No.: OEa-31/HD94; Tclephone No.: Oa&E13'12i16

Email Address: !!1q!!br!J1Q!ssdGp! !l
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5. Qualified applicanB shall b€ trotified otr the daie off.c4 to fece iaterview (no virtual)
which shall sometime in November 2023. Th€y shall triry the original copy oftheir pertinent
documents during the interview.

6, Queries relative to this cin be rElayed to the Persotrnel Unit 0907-688-9009.

7. Itunediate dissemination ofthis m€moraodum is desircd.

Copy hmished:
Records Unit
Personnel Unit

TO BE POSTED ON TIIE WEBSITE

Address:sayr€ Hi-w.y, Pumt 5, C.sisan8, Malavbalav CrtY

f€lefax No.: o8&31/HD94; Telephoie No.: 08&8111245

EmailAddress: n,a avba av c lyi:!dq!q4,ov,pLr



cElcBr,tar ot rtorrEertf.B
Apprirtion Cod!: __ -

Po.itba ArFli.d Fc _,
OEe or (h.Ibsiti@ 

^ppri.d 
F@ 

-
Pcllo rith DiEbitrryr Y6( ) xD( )
soto Pa@!: Yc. ( | N6 ( |

Esic Ddodrsry R.quircdcm

veri6@rion
ItobtMd htbtM/M o!tu l5ir'r'ffird4

Irttd of incnt .ddr.s.d b tL ti..d cI OllE 6 hchdt
llrfu rc@re omer
Duly r@p[.h.n h!!@] Dltr StEt (PDS)

IC.s PoE No, 2 12, Rais.d 20171 ed Work ErEri.aa Sh.€t. il

Ph.ndpy ol v.rlid dd updat.d PRc uene/ID, ir a@lt3t L
Pho@p], o( C.rtilile ol EliAibrlity/R.pon of tu6& il

Pboteopy or .cholastic/aaddic Ecord dch E. but nd
LiEi(.d ro T6.cript or Rc@frt. GoR) ed Dipr@, iBlu.!n8
.6plcrj@ oI aradut md pd-aadurt ur t!/dcgrc6, ir

t Phoieo ol c..6trEt /. oaTEitri . iI.Eliobl.
4. Phot@py ol c..ti6Et o{ Emplot@nt, C.nEd of S.-icc, or

rnrll liocd Sdie R.cdd. Dbich.rcr i./@ .eDlic.blc
Phddov oI lat6r aoeoi,i!@t il .reteb,.

i md@tt of rh. P.rl@ t{.rng. in th. Llt Eting
Friod(.] @i.! 6. (r) y.6 Ffdlme Fio. to rh. d.drln.
of 3ub6i..q. if aoDliebre

I irrcr[lt ol FLqunE6t6 dd ODrftr. shtu Slit.ltEt @
rhc C.rti6carlo m th€ Audmt citt sd vcncity {Crv) of .h.
dcuaht .utnitt.d md DlE Fnur Cqrhl I.oB
Oth.. deum.nr! d @y t EquirEd lor @mpd.ft
ek.M.nt, !u.h $ but lot limit d to:
lr1.s6 ol V..ifierion tMovs) .hori,S Outllddlrg
Accomplilhn.nt , Applicadon ofEduEtion, Dd Apgliatid ol
t ahin8 ad D.Eloptunt r.rkoD.d fmm th. dd. of lst
isuue ot aDD.hrmdt
Fhotdlp, 6f P.rfru. Rdina obbin d fffi rh. aLler
work.xp..i.n.., ir pdro@e ntirl. in lt.h (il t nol €lcyd.
ro rh. !..tn6 to bc nu.d

HuM Rmrc Man gcodt OlEr

OTTTBUB 
'ION]f, 

SIATEIBE

crlltttc flor ot AurE flcltt AtD vltacttY
I hcEty.€ftE that aD hfd@tid abot 4. iru. and .d.ct, snd orbv p.@ql Ltdl,.tlg! ed lEli.f. 6d !€ dtrlmhtr
.ubaitt.d h.rmith e origbal Md/or c.rtilt d tru. copl. rh@ot

DAt  I.twtCY COIEGi.T
I h.Eby gr&t th€ D.p.mnt of Edu@ti6 rhc right to @[.ct ed PlEc$ y F.d.l info!futid e 6tarcd aboft, Ior purP@!
rcLvst lo lh. rcditltot, eldid, sd pL.66. oa P.mnnd of !h. D.Fsiln {t .nd (a pur!6.! 6f @4pliMa with th.
lrE. ).., ud r.€ulatiMs b.iiU iEPl.Edt.d b, lh. Civil S.,re cdn*io(

N@. ed Sgn,rc of appri.dr

SuEsib.d ed 3I@ to b.lor. @ th. 

- 

d.y ot

Pt rdr A.h:ili.tnriq A|Er

rn.me[Ers$r&lueM e.@ 6lb. tui.hi@k q/r@', c&dd dl-l]eablu hs G! iq! !!e!, lee (6h.dc E B, e
dd.!d6r{!ft4datrtk$.bqtur6|db&oni!4$rtqturLEabvo&!d
de.fihq'ivddrhfu'dkqb4@tfu(


