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April  I, 2024

DIVISION MEMORANDUM
No.        138 s. 2024

RECRUITMENT, SCREENDIG AHI) SELECTION FOR
IIEALD TmcllER in, UASTER TEAicEDR 11, ADunlsTRALTlvE OFF[cER 11,

ADarmlsTRATlvE AsslsTART. n, ADMDilsrmATlvE AII]E rv AND
ADLrmsoRATlvB AIDE in poslTloHs

TO       :           Assistant schools Division superintendent
Chief education Supervisors
Public Elementary and Secondary School Heads
All Others Concerned

1 .   The field is hereby informed that the recruitment, screening and selection for
vacant   Head   Teacher   Ill,   Master   Teacher   11,   Administrative   Officer   11,
Administrative Assistant 11, Administrative Aide IV and Administrative Aide Ill
positions are now officially opened to all interested applicants, to wit:

ActMtles - Tine Venue/Attendeee

Deadline of Submission Apr. 8, 2024 8:Ooan - 5:Oopm Records Units
Initial     Evaluation     ofApplications

Apr.10-12, 2024 8:coan - 5:Oun Fk3rsormel Unit
Division Open Ranhin£ To bc announced

2.  The CSC Qualification Standard and Job Iiscription of the said position are
stated below:

poslTION pRomE
Position "tle: E[ead Teacher in {MATH DEpr.) Salay Grade: 16
osEc-DEcsELHrELCH3-i5oio8-igg8 Monthly Salarty  P39,672.00
Station of Deployment: Angeles City Natl mgiv School

``         .   ,            ,                       `       =

Education: Bachdors degree in Secondary Education; or Bachelor's w/  18
professional education units with appropriate field of-   -    lion

Experience: lTI' for 2 vtals; or Teacher for 5 yens
Training: 24 hours of relevant training
Eligivility: PBEIT/Teacher/RA 1080 (LEI)
JloB S                : Obsegives classes/teachers for effrfue and -petent delivery
of the curriculum. Assists the school heads in the planning of programs and
activities. Coordinates with the sutiect alca division supervisors in preparing
teacher training and inplenents school poficies and regulations.
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poslTION rmoFnB
Posltlon Tltle: Hacter Teacher D (EIEM) Salary Grade:  19
OSEC-DECSB- MTCHR2-150860-1998 Monthly salary:  P51,357.00
Station of Deployment: AMSIC integrated School

csc QUAlmcAnors:
ELucation: Bachelor of Eementary Education (BEEd) or Bachelor's degree

plus 18 professional units in Echication; and 24 units for a
Master's d-e in Echication or its equivalent

Erfuence: 1 vcar as Master Teacher 1 or 4 vcars as Teacher in
Training: 4 houls of rdevant traininf!
Eligibility: PBET/Teacher/RA logo (LET)
JOB a                : Fthoms fiill teaching load; takes charge of curriculum
enrichment, teacher coaching/mentoring, professional development, research ,
community linkages, trfessional development) and provided at least 20%
assistance to school head in progran inplenentafion.

poslTloH pRomc
P®ctt1®n "tLe.. H.rfu ®-chca H QTE uTh Salary Grade:  19
specidizc.tion in in FtLmiture and Cabine. Monthly salary:  P5 I,357.00
Maktng Tecfuutw)
OSEC-DECSEL MTCHR2-150336-2016
Station of Depleymcnt: Angdes City National Trade School

c8c QUAI,mclmols:
Education: Bachdor Of S-davy Education (BSEd) or Bachelor's degree

plus 18 professional units in Education with appropriate
major, and 24 units for a Master's degree in Education or its
equndent

Experience: 1 vear as Master Teacher 1 or 4 Years as Teacher Ill
Training: 4 hours of relevant training
Eligibhity: PBEr/Teacher/RA 1080 (IEr)
JroB S                 : Perfoms full teaching load; takes change of curriculum
enrichment, teacher coaching/mentoring, professional development, research ,
community linlrages, torofessional development) and provided at least 20°/o
assistance to school head in pxpg|am implenentation.
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.,          ,,                        .              I     „     1'     .      ,          1,           ,     ir,LJ         I Salay Grade: 1 I
(Human Resource Manaqemenl Offloer 11 Monthly Salav E27,OOO.00
Station of Deploymelit: Angeles City Natl Trade School - SHS
CSC QUAlmcArfuons:
Education: Bachdors de-
Experience: None Required
Training None Req±
Eliribility= Ca- Service Professional (Secmd lievel Eligibility|
JOB StJHHARY: This position is responsible for the ixplenentation of an
effective and efficient administrative support and selected financial-related tasks
in the SDO.
GEHERAI, DUTnEB Ann REDonann€:
> Personnel Administration and Records
> Compensation and Benchts Administration
> Ffroperty Cu stodianship
> General Administrative Support
> Other HR-Related Functionsin-
Position Title: |J|-i-                I--I-I---1[ Salary Grade: 4

(Cam IV' Monthly Salary: PIS,S86.00
OSEC-DECSB-ADAS2-150084-201 1
Station of Deployment: Rafael L. hazatin Memorial Hick School
CSc Qu         -s: QUJLrmclmoHs:
Eklucation: Completion of two- Education: Completion of at least 2

year studies in college years studies in Bachelor's Degree in
Accountancy or Commerce; or
Completion of 2 yrs. studies in
conegr w/ at least 9 units in
accountinF! subis.

Exi)erience: 1 year relevant experience
Training: 4 hrs. relevant training
Eliribility: Career Service Sub-frokesional lFirst lic`rel Eliribilitvl
JOB S              I: The position shall assist the senior Booldreeper and/or school
Head in the perfomanoe of their functions, such as but not liznited to undertaking
the necessary accounting, budgeting, cash                  eat and payrou services and
other finance-related, to ensure efficient office operations.
GEueRAL Du€ AHD REroFSDnJ€:
>Assists the Senior Bockkeeper/School Head in the performance Of the following:

•    preparation/maintenance of registries of allotment and ot.rigations;
•    preparation  of financial  and  accountahilrty  reports  and  maintenance  of

oubridiarv led~;
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•    Preparation of liquidation of cash advances;
•    FTc-auditing of financial documents;
•    Other related booldxping and accounting tasks as may be assig|ied.

> Budgeting System and Preparation
•     Assists  in  the  conduct of orientations  and workshops  on  the  budgeting

system;
•     Assists and gather data in the conduct of review Of the budgeting system

towards its continuous improvement;
•     Ffrovide clerical su rt in the of bud

'   .   :i         '.           I    '"    _   I      :

Position Title: LAME--                Alile rv /Cxerit zp Satry Grade: 4
OSEC-DECSB-ADA4-150187-2004 Monthly Salav: PIS,586.00
Station of Deployment: Angeles City Natl Trade School
CSC QUAlmcAmons:
Education: Compledon Of twoLvear studies in collcRE
Ekperience: None
Training: None
Eligibility: Career Service SutrFhofcssional fF`irst I.evel Eliribility)
JOB Sum^RY: The position shall provide assistance to the school in the delivery
of prompt and quality administrative and technical support in accordance with the
Department's poncies and Droced`ires.
GENERAL DUTrs ^rD EtrmoH
> Receives, records and endorses outgoing and incoring commuiiications;
>Maintains office reports and other documents;
>Reproduces official communications/ documents for dissemination to other units;
>Assists in the preparation of training matchals;
>Performs secretarial services when n               , and
>Does other tasks as may be assimed.

1m-
Position Title: .Aiitf-IfEtmaoe ^idc Ill /Cher* I) Salary Grade: 3
OSEC-DECSELADA3-lso162-2004 Monthly Salary: P14,678.00
Station of Deployment: Angeles City Natl Hick School
csc QUALn[cAT[oHs:
Education: Completion Of t~vear studies in coueFpe
Ex-ence: None
Training: None Reqtnd
Bliribilitv: Carieer Srfuce Sub-Fhofessional (First level Eliribility|
JOB S              I: The position shall provide assistance to the school in the delivery
of prompt and quality        ..        -and technical support in accndance with the
DeI)artment's policies and

Le,!TE^:  ®I .-,...-.. ~ -----     ]±=no qJm^S
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G             DUTrRE AND ©
>  I+ovide overall administrative and technical support to the School Head and
other school personnd in the daily operations of the school;
> Perform other administrative and technical assistance as may be determined by
the School Head.

3.  All      interested      appricants      may      register      through      this      link:
https://bit.Iy/Regvacantpositions    and    to    submit    the    photocopied
documentary requirements at the Records Unit. Bring the original documents
during the scheduled Open Ranking for verification purposes. All submitted
documents  will  no  longer  be  returned  to  the  appricant  resource  officer
designated by the Head of Office;

a)  Iretter of intent addressed to the Head of Office, or to the highest human
resource officer desigriated by the Head of Office;

b) Duly  accomplished  PDS  (CS  Form  No.  212,  Revised  2017)  with  Work
Experience Sheet, if applicable;

c)  Photocopy of valid and updated PRC License/ID, if applicable;
d) Photocopy of Ccrtificate of Eligibility/Rating, if applicable;
e) Photocopy  of  scholastic/academic  record  such  as  but  not  limited  to

Transcript of Reoords ITOR) and Diploma, including of graduate and post-
graduate units / degrees, if available;

I)  Photocopy of Certificate/s of Training, if applicable;
g) Photocopy of Certificate of Employment, Contract of Service, or duly signed

Service Record, whichever is/are applicable;
h) Photocopy of latest appointment, if applicable;
i)  Photocopy of the Perforlnance Rating in the last rating period(s)  covering

one ( I) year performance in the ounent/latest position prior to the deadline
of submission, if applicable;

j)    Checklist   of  Requirements   and   Omnibus   Sworn   Statement   on   the
Certification on the Authenticity and Veracity of the documents submitted
and Data Privacy Consent Fomi pursuant to RA  10173 (Data Thvacy Act
of 212), using the attached form (Annex C) , notarized by authorized official.

k)  Other  documents  as  nay  be  required  by  the  HRMPSB  for  comparative
assessment, including but not linited to:
i) Means of Verification (MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of Ifaming and Development
reckoned from the date of last issuance of appointment; and
ii)  FThotocopy of the performance raring obtained from the relevant wolf
experience, if perfomance rating in item (i) is not relevant to the position
to be filled, if applicable.
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4.   Only those who meet the rnininum qualification standards as per the Initial

Evaluation  Results  (IER)  will  be  included  in  the  selection  line-up  for  the
Division Open Ranking and which shall be posted in three (3)  conspicuous
physical places concealing the applicant's personal information in accordance
with RA No.  10173, otherwise lmown as the Data Fhivacy Act of 2012.

5.   Evaluative  assessment  on  the  applicant's  competencies  conducted  by  the
Division HRMPSB will be based on the guidelines set forth by DepEd Order
No. 7 8. 2023, "Guldellnes on Recn]ltment, Selection, and Appointment
in  the  Department  of BducatloD  Enclceure  No.  3:  Criteria  and  Point
System for Hiring and nomotlon to School Adminlatmtion Po8ltlon8,
Enclosure Ho. 5: Criteria and Point System for Hiring and Homotlon to
Nob-Teaching Po8ltiona, and MEG Order No.  10 8.1979

6.  The Department  of Education  adheres  to  the  existing general poliey of no
discrimination  based  on  gender  identity,  Sexual  orientation,  disabilities,
religion and/or indigenous group membership in  the implementation  of its
Merit Selection and Promotion Plan

7. It is understood that failure to submit complete mandatory requirements on
the set deadline indicated in the official memorandum shall not be included
in the pool of official applicants. No additional documents shall be accepted
beyond the prescribed deadline.

8, Immediate dissemination of this Memorandum is desired.

EHGR EpedLEm ctffMINcorm'Crov
Schools Division Superintendent

Encl.: As stated
Reference:
To be indicated in the Perpetual Index under the following subjects:

EMPI,OYMENT
PROMOTIONS
RECRUITMENT

CLM/AOIV/April 01, 2024
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