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DIVISION MEMORANDUM
NO. 240 . s. 2024

RECRUITMENT, SCREENING AND SELECTION FOR ADMINISTRATIVE
OFFICER II (HRMO I) AND SPECIAL EDUCATION TEACHER I

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
Administrative Officer II (HRMO I) and Special Education Teacher I positions
are now officially opened to all qualified and interested applicants, to wit:

Activities Date Time Venue/Attendees
Deadline of Submission | July 2, 2024 8:00am - | Records Unit
5:00pm
Initial Evaluation of | July 3-4, 2024 | 8:00am - | Personnel Unit
Applications 5:00pm
Division Open Ranking | To be announced.

2. The CSC Qualification Standard and Job Description of the said positions are
stated below:

POSITION PROFILE

Position Title: Administrative Officer II Salary Grade: 11

(Human Resource Management Officer I} Monthly Salary: P27,000.00
Station of Deployment: Pampang Elementary School

CSC QUALIFICATIONS:

Education: Bachelor’s degree relevant to the job

Experience: None Required

Training: None Required

Eligibility: Career Service Professional (Second Level Eligibility)

JOB SUMMARY: This position is responsible for the implementation of an
effective and efficient administrative support and selected financial-related
tasks in the SDO.

GENERAL DUTIES AND RESPONSIBILITIES:

»Personnel Administration and Records

»Compensation and Benefits Administration

»Property Custodianship

»General Administrative Support

»Other HR-Related Functions
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POSITION PROFILE

Position Title: SPED Teacher I Salary Grade: 14
Monthly Salary: P33,843.00

Station of Deployment: Schools with SPED classes

CSC QUALIFICATIONS:

Education: | Bachelor’s degree in Education with specialization in Special
Education

Experience: | None Required

Training: None Required

Eligibility: PBET /Teacher /RA 1080 (LET)

JOB SUMMARY: Accommodates learners with special needs such as
children/youth with: hearing impairment, visual impairment, autism,
speech defect, intellectual disabilities, behavior problems, orthopedically,
physically handicapped, special health problem, learning disabilities,
multiple disabilities, gifted and talented; and prepare them for regular
classroom setting through curriculum meodification/adjustment to meet
their diverse individual educational needs.

3t All interested and qualified applicants may register through this link:
https://bit.ly/RegVacantPositions and may submit the photocopied
documentary requirements as provided in DepEd Order No. 7 s. 2023, Annex
C (Checklist of 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 applicant;

4. 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.

S. The applicant assumes full responsibility and accountability for the
authenticity and veracity of the documents submitted. Any false and
fraudulent document shall be grounds for disqualification.

6. Only those who meet the minimum 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 known as the Data Privacy Act of 2012.
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7. Evaluative assessment on the applicant’s competencies conducted by the
Division HRMPSB will be based on by DepEd Order No. 7 s. 2023,
“Guidelines on Recruitment, Selection, and Appointment in the
Department of Education”, Enclosure No. 5: Criteria and Point System
for Hiring and Promotion to Non-Teaching Positions; DepEd Order No. 66
s. 2007, “Revised Guidelines on the Appointment and Promotion of Other
Teaching, Related Teaching and Non-Teaching Positions”

8. The Department of Education adheres to the existing general policy 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.

9. Immediate dissemination of this Memorandum is desired.

i

ENGR. EDGARD C. DOMINGO PhD, CESO V7j
Schools Division Superintendent

Encl.: As stated
References: 1.DO 66 s. 2007
2. DO 07 s. 2023
To be indicated in the Perpetual Index under the following subjects:

EMPLOYMENT
PROMOTIONS
RECRUITMENT

CLM/AOIV/June 25, 2024
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CHECKLIST OF REQUIREMERTS
Name of Applicant: Apphication Code:
Position Applied For:
Office of the Position Apphed For:
Contact Number:
Religion:
Ethnicity:
Person with Disability: Yes{ } HNoi }
Solo Parent: Yes|{ } Ne{ }

Verification
) ) sm’.‘f o b filled-cut by the FRI0/ HR Office/ subs commitee) |
Basic Docomentary Requurement 7 e filled out buy See Stans of
st S s Remarks
Check §f sadmtaed;

it if comepiendy

a. |Letter of mient addressed to the Head of Office or highest
human resource officer

b. |Duly accomplished Personal Data Sheet PDS)

{CS Form No. 212, Revised 2017} and Work Experience Sheet, i}
applicable

c. }Photocopy of valid and updated PRC License/ID. i appixable
d. {Photocopy of Certificate of Eligibility /Report of Rating, #
applicable

e. |Photocopy of scholastic/academic recerd such as bax not
limited to Transcript of Records {TOR} and Diploma  incioding
completion of graduate and post-graduste unitsfdegrees, &
available

Photocopy of Certificate/s of Traming, if apphcable

é
| 5:
il
[

Photocopy of the Performance Ratings in the Iast rating
period(s} covering one {1} year performance prior to the deadiine
of submission, if applicable
j- {Checklist of Requirements and Omnibus Sworn Statement on
the Certification on the Authenticity and Veracity {CAV} of the
documents submitted and Data Privacy Conserst Farm
k. jOther documents as may be rogured for comparatiee

sment, such as but not fmsted o
Means of Verification (MOVs} showing Outstanding
Accompilishments, Application of Education, and Appication of
Learning and Development reckoned from the date of last
issuance of appointment
Photocopy of Performance Rating sbtained froms the relevant
work experience, if performance rating in em §ij is pot relevant
to the position to be filled

Attested:

Human Resousce Management Ofoer

CERTIFICATION OF AUTEESNTICITY AND VERSCITY
I hereby certify that all mformation abose are troc 2nd correct, and of my persons! inowiedae and beled, and the documents
submitted herewith are aniginal and for certified troe copies thereof.

DATA PRIVACY CONSENT

1 hereby grant the Department of Education the right to collect and process my personal information as stated above, for purposes
relevant to the recruitinent, seiection, and placement of personnel of the Department 2nd for purposes of compliance with the
laws, rules, and regulations being mmpiemented by the CwE Service Comamission.

Navoe and Signature of Applicant
Subscribed and sworn to before me this day of year
B Ades = Ot
in consonance with Repubic Act No. §792 o the " Elecvoni Cammerre Actof 20007, Mm&rwﬂ&a.nhﬁy-df‘nhkynmm
document or legsl wrzing and & the law rogn EY 20 Be I Wit soetbyan a i the said

maintains its integrity and neliahiicy and oo &Mu-h&ﬂ&wm
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