
ytlq-

LU-?
frorUir C tli Dlalimalltd

oil- 20 o

lo ?ti . :, '';4

-t

Dr{urtneff of @tutation
REGION X. NORTITERN MINDANAO
DTVISION OF MALAYBALAY CITY

April 8, 2024

OTPTO MALT

R,;
YEALAY CIIY DIVIE.A, S E

APR m2tl

sraN

D
Oale
By

DIVISI
No.

MEMON,INDT'M
s.2024

INNOI'NGEMEIIT OT Yf,Cf,NCT TND TGCEPTINCE OT TPPLICf,TION
DOCITMEIITS FOn IDMINISTnf,TTVE ISSISTf,ttT II (DISBITRSING OITICER)

11o Assistant Schools Division Superintendent
Chief Education Supenrisor, CID and SGOD
hrblic Eementary and Secondary Sctrool Heads
All Others Concerned

l. This OEce arurounces the acceptanc€ of application docomenta of the position of
Administrative Assistant II (Disbursing OEcer) vacancy in this Division. The sltert !!d
polEt sylbm to be applied are embodied in the naw RSA Guidelines, DepED Order No.
7, t. 2023, Applicants to the position should meet the herein qudiEcation Btandards as
prescribed by the Civil Service Commission as followE:

Career S€nrice
(Sub-
Professional)
First l€vel

2. Interegted qualified applicants are reguired to register and EII out the necessary
intormation in the link provided: bit.ly /3 x*X RFO

Flrrther, interested quilifiedl applicants are required to submit the following
pertinent docu:nent8 l*olnrly ear ma ed to thB Office on or before 5:00 PM of f,prll 25,
2024.

2.0 Checklist of Requirements with Omnibus Srporn Statement duly notarized @O
No. 7, s. 2023 Anaex c) attached

2.a Application letter addre8sed to the Schoolg Divigion Superintendent;
2.b Dnty accomplished Personal Data Sheet (R€vised 20I? form 212) with recent
2x2 picture attached; with work exp€rience sh6ets, if applicable;
2.c Photocopy of valid and updated PRC License/ID, if applicable;
2.d Photocopy of Eligibility / Rating, if applicable;
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2.e Photocopy of scholastic/academic record guch ag but not limited to ltatEcript
of Records (IOR) and Diploma, including completion of gmduate and post
graduate units/degreee, if available;

2.f Photocopy of Certificate/e of Training relevant to the position to be filled,
acqulred alter the lalt promotlo!; but wlthta the last flye yeaE;

2.9 Photocopy of CertiEcate of Enployment, Contract of Service, or duly digned
S€rvice Recotds. Eq)erience must be relevanl to the position to be flled;

2.h Photocopy of latest appointrnent, if applica.bl€;
2.i Photocopy of Perlormance Rating in the last rating p€riod(B) covering one (l)

year or 12 montlls Irorformarc€ in tlre cErent or previous job or posi$on
relevant to the position to be lilled with at leaat Very Satisfactory (VS) in the last
rating period prior to the dat6 ofassessnent.;

2 . I 0 Outstanding Accomplishment acquired after the last promotion;
2.10a Awards and Recogmition

a.I Outstanding Employe6 Award
a.2 Awards as Trainer/Coach

2.I0b Research and Iurovationg
2.10c Srrbject Matter Expert / Membership in National TllVGs or Committeee
2. 10d Resource Speakership / Learning Facilitation
2.Ioe NEAP Accredited l€arning Facilitator

2.I I Application of Education acquired a.frer the laat Promotion;
2.12 Application of L,earning & Development (lXrD) acquired aft€t the last

promotion.

3. The following shall compose th6 HRMPSB for the Non-Teaching vacancies as
provided in DepED Order No. 19, s. 2022 the new Merit S€lacdon Plar:

Chairman
MembetE:

Aliena S. Dajay, ASDS
lorenzo O. Capacio, Ghief SGOD
Manuel D. Dinlayan II, AO V
Guia Ma. G. Villahermosa, AOI.HRMO
Rhysa Cyle C. Roseleios, Accountent m
Lee A- qem, ADAS III, NEU8epresentaaive (fr$t level)

Secretariat: Gwendolyn G. Q|dlong, ADAS Itr
Glaive May D. Mulawen, ADAS m

4. Ttris OEce adheres to the Principles of Merit and Fihes6 and to the Equal
Enployment Opportunity Principle (EEOP). It ensures no dis6imination in the solection
of its employe€s provided Qu.lification Standards Bet by the CSC and DepED are met.
Thus, au applicaEons regardleBs of applicant's a{Je, s€x, 3€xual orientation, gender
identity, civil status, ethnisity, religion, disab ity, or political .ftiliation are tr€ated with
respeqt ard equlty.
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5. Qualifred applicants shall be notiEed on the date of intenriew which shall be
sometime on lvlay 2024. They shall bring the original copy of their pertin€nt documents
during the irterview.

Queries relative to this can be telayed to the Personnel Unit at 0907-88&9009

Lrunediate dirsemination of this menorandum is desired-

CEERRY
Schools D

Copy furnished:
Recor& Unit
Personnel Unit

TO BEPOSIED ONTHE WEBSNE
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