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Arrrttar d So PlilfuirrJ

TO:

DIVISION MEMORi4,NDUM
No. go( , s.2023

Assistant Schools Division Swerinrendenr
ChiefEducltion Supervisor, CID qd SGOD
Public Element r,' and secondary School Heads
All Others Concemed

FROM: CEERRY *"?
Schools Div s d€nt

DATE: November 17,2023

SUBIECT: ANNOUNCEMENT OF VACANCy oF ADMIMSTRATIVE ASSSISTANT tr
(I'ISBURSING OITICTR) FOSIIION

t. This Offic€ announces the vacancy ofAdrEinistativ€ Assislart ll (Disbuning officer)
position [ris Dvision with pldtilla item nunber OSEC-DECSB-ADAS246O232-2016. The
critcri4 ard poirt ty3teE to b€ applied arc embodied in the new RSA Guidelines, DepED
Order No. 7, s. 2023, Applicarts to dle posirion should meet the hercin qualification statrdards
as prescribed by the Civil Servic€ ConBiseion to wit:

2. Interested qudified ryplicana are required to register and fill out the necessey

infomEtion in the link govided: bit.lv/ADAS2-2023 Further, sppliclnts shall submit the

fotlowing pertinent docwnems properly eor rnot€d to this Office on or beforE 5:00 PM of
December l, 2023.

2.1 Checklist ofRequiremetrts with Omnibus Swom Statement duly notarized (DO No.
7, s. 2023 Annex C) altached

2.2 Application letter addrcssed to the Schools Divisio[ Sup€rintendent
2.3 Duly Ec.omplished Peasonal Dara Sheet (Revised 201? form 212) with rcc€nt 2x2

pictue attached; with wo* exp€rience sheets, if applicablei
2.4 Photocopy ofcsc eligibility / PRC licens€;

Po3ition
Q UALIFICATION STAI{DARDS

Educ.tior f,rperieDcc Trritrirg Elisibility
Admhistrative

Assistant II
(Disbtnsrng

Officer)
(SG E)

Completioo of two (2)
yea in Colleg€

I ye3r of
rclevant

exp€rience

4 hours
relevant
training

Career Service
(S ubprofessional) First Level

EligibiLty

Addrels:sayre Hi-way, Purok 5, Gslsan& MalaYbalaY CitY

Telefai No.: OE&31/H)094; Telephone No.: 08&813_1245

EmailAddr€!s: ..;i*"
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2.5 Photocopy of scholastic/acsdemic record such as but not limit€d to Transc pt of
Records (TOR) ald Diplomq including completion of graduate and post g!"aduate

units/degrees, if available;
2,6 Photocopy ofc€rtificatry's ofTrainilg relevant to the position to be fille4 scquiFd

afa.r the lost proEotiotr; but withitr ttc lrlt live yerlsi
2,? Updated Service Recods / Photocopy of Certificate of Emplolment. Experience

must be relevant to the position to be filled;
2.8 Photocopy of latest appointment;
2.9 Photocopy ofPerfomrmc€ Rating covering one ( l) year or 12 months performance

in the cErent or previous job or position relevart to the position to be filled with
at least Very Satisfactory (VS) in the last rating p6iod pdor to the date of
4ts€ssment.;

2.10 Ouctarding Accomplishment acquired after the llst promotiotr;
2.10a Awards ond Recognition

a- t Ousrmding Employ€e Awad
a.2 Awads as Trainer/Coach

2.10b ResearEh atrd Innovdtions
2. Ioc Subject Matter Expert / Membership in National TWGS or Commiftees
2.10d Resource SFakenhip / Leaming Facilitotion
2.10e NEAP AccrEdited Lsaming Facilitator

2.1 I Applicatiod ofEducaliotr acquired sfter the lrrt promotion;
2,12 Application ofleaming&Development (L&D) acquhed affer the last promotion.

3. The following shall codpose the HRMPSB for the Administrative Aide VI vacancy as
provided in DepED OrderNo. 19, s. 2022 the rcw Merit Selection Plan:

Chaiman:
Members:

Secretariat:

Aliena S. Dajay, ASDS
Lorenzo O. Capacio, Chief SGOD
Manuel D. Dinlayan 1l, AO V
Guia Ma- G. Villahermooq AOMHRMO
Lee A. Ejem, ADAS Ul, NEU Represerdative (first lerel)
Evelyn Joy V. DorL ADAS Ill
Glaive May D. Mulawan, ADAS III
Amorelle Faith P. Go, AAVI

4. This Olfice adherEs to Or€ Principles ofMerit and Fihess and to drc Equal Employment
opportunity Principle (EEoP). It ensues no discrimination in the selection of its employees
provided Qualification Standads set by the CSC and DepED are ma. Thus, all applications
regardless of applicant's age, sex, sexual orientatiot! gender identity, civil sratus, edmicity,
religion, disability, or political affiliation are neated with respect and equity.

Mdress: sayr€ Hi-way, Purok 5, c-asit n& Malaybalay city
T€lehx iro-:G&31/l{194;Tehpkne o.:08$813-12t15
Emailaddress:
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5. Qualified applioants sball be notihed on the date off.cc to f.ce interview (no virtual)
which shEll te sometime h Docemb€I 2023. They shall bring the originsl copy of their
pertinent docuEents durhg the interview.

6. Qudies reletive to this can be relayed to the Persomel Unit 0907-6t8-9009.

?. I-mmediste dissemination of this memorandum is desired.

Copy firmish€d:
Records Unit
Personnel I lnit

TO BE POSTED ON T}IE WEBSIIE

...+.:,
Mdress: Sayre Hiway, Purok 5, catisan& Malaybalar CIIY

Telelax No.: oa&3til-O094, felephone I{o.: G&813-1246

EmallAddre5s:


