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TI{NOI'NCEMENT OT VtrGIITCY IITD ICCEPTIIYCE OF IPPIICITIOIT
DOCUMEN.IS FOR rDMnIrSf,BrTryE IIDE Vr (Cr,ERr rrD

TO A$istant SchooIE Division Sup€rintendent
Chief Education Supervisor, CID ard SGOD
Public Elementary and Secondary School Heads
All Othera Concemed

I. ThiB Ofiice announces the acceptalce of application documents of the poEition of
Administrative Aide VI (Clerk ltr) vacarcy in this Division. The crlterla ard polnt lyltem
to be applied are embodled in the new RSA Guidelines, DepED Order No.7,., 2023,
Applicants to th€ position should meet the herein qualilication standards as prescribed by
the CivU Seryice Commission as follows:

Career Service
(Sub-Professional)
First Level
Eli b

2. IrrtereEted qualif,ed applicarts are required to regiser and 6ll out the n€ceasary

hformation in the link provided: bil.lY lCal2uqlK

Rrrther, interested quali6ed applicants are required to submit the following
pertinent docunrenb propcrr, e.t llr.rl1ed to thi6 OEce on or before 5:00 PM of trPrll 26'
202,il.

2.0 Ch6cldist of Requirementg with Omnibus Sworn Statement duly notarized @O
No. 7, s. 2023 Amer C) attached

2.a Application letter addreosed to the Schools Division Superintendent;
2.b Drily accomplished Personal Data Sheet (Revised 2017 torm 212) with recent
2r2 picture attachedi with work experience streets, if aPPlicable;
2.c Photocopy of vdid and uPdated PRC License/lD, if aPPlicable;
2.d Photocopy of Eligibifity / Rating, if apPlicable;
2.e Photocopy of echolastic/academic record srrch as but not limited to TrarscriPt

of Records GOR) and Diploma, including comPletion of gEaduate and PoBt
graduate unitB/degnees, iI available;
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completion of
two (2) year
studies in
College

None none

?t 9:t 660

I



etiq-

LUr
i4o[Iit d ga ]ralimancr

Deputment of Gtruruion
REGION X- NORTHERN MINDANAO
DTYISION OF MALAYBALAY CTTY

2.f Ptrotocopy of Certificate/s of Training lelevant to the position to b6 Elled,
acqulred efier tf,e lart prornotlou; but wlthla the la.t flve yea$;

2.9 Photocopy of Certificate of Enployment, Contract of Senrice, or duly eigned
Service Records. kperience must be relevant to the position to be illed;

2.h Photocopy of Iatest appoinEflent, U applicable;
2.i Photocopy of Performance Rating in the last ratfutg period(E) covering one (l)

year or 12 months performance in the current or previous job or position
relevant to the position to be filled with at least Very Sati8tactory (VS) in the last
rating period prior to the date of assessnent.;

2.I0 Outstanding Accomplishment acquired af,er the last promotion;
2.10a Awards and Recogrnition

a.l Outstanding Employee Award
a.2 Awards ae Ttainer/Coach

2.10b Reeearch and Lmovation
2.10c Subiect Matter Expert / Membership in National TWG5 or Cornmitteeg
2.I0d Resource Speakership / Learning Facilltation
2.10e NEAP Accrcdited I€arning Pacilitator

2 . I I Application ot Education acquired a.ner the ]ast promotion;
2.I2 Application of I€arning & Development (Id;D) acquLed after the last

promotion.

3. The following *rall compose the HRMPSB for the Non-Teaclring vacancies as
provided in DepED Order No. lg, s,2022 the new Merit Selection Plan:

Chairman:
Members:

Aliena S. Dajay, ASDS
Lorenzo O. Capacio, Chief SGOD
Manuel D. Dinlayan II, AO V
Guia Ma. G. Villahermosa, AOIV/HRMO
Rhysa Cyle C, Rosalejos, Accountant III
L,e6 A. Ej6m, ADAS III, lvEUReptesentative (first level)

S€cretariat Gwendolyn G. Quirong, ADAS Itr
Glaive May D. Mu]awan, ADAIi Iu

4. lhis OEce adheres to the Principles of Merit and Fitness and to the Equal
Rnployment Opportunity Principle (EEOP). It €nsure8 no dis(rimination in the eelection
of its employees provided QudGcation Standards Bet by the csc ard Depm are met,
Thus, all applications regardless of applicant's age, B6x,Eexual orientation, gender
identity, civil statua, ethnicity, religion, disability, or political afiliation ar6 troated lrith
respect and equity.

5. Qualifred applicanB Bha[ be noti.Eed on the dat€ of interview which shall be
gometirne on May 2024. Th€y 6hdl bring the original copy of their pertinent docurnents
during the interview.
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Queries relative to this can be r6layed to th€ Personnel Unit at 0907-688-9009

lmmediate dissemination of this tnemorandum is desired-

CEERRY Ir
Schools s nt

Copy furniBhed
R€cords Unlt
Personnel Unlt

TO BE POSIED ON TIIE WEBSTTE
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