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2 0ct 2024

' s. 2024
pprslcgrFTMORapuM

RECRul"RT, sc€HIHG AHD sELEorloN FOR TEACHING
A»D RTOAV-TmclmrG poslTIOHs

TO      :          Assistant schools Division superintendent
Chief Education Supervisors
Pubnc Schools Disdict S-upervisors
Public Elementary and Secondary School Heads
All Others Concerned

This is to armounce the recmitment, screening and selection for teaching and
non-teaching positions, this Division, to mention:

-.  I  , Wa- hadme ofindndseiom
Master Teder I Trirmdo Eenen:tary School

iat::£i¥::sUnit!==
Special              Echicafion Flantisco    G.     Naprmuceno
Teeher I MmHS
Dentist 11 Sro drgives Cfty
Admin.      Assistant      H Angrles Cfty Sdence HS
(Disbursing Oncer H
Admin. Aide VI (deck in) RRErds unit
Admin. dude IV givr H! sro An9ds try

2. The CSC Qualification Standard and Job Description of the said position are
stated belorm--
Ebsil::ifm "e: Dentist D Stry Grade: 17

14omthly Salary: P45,138.00
Station of Deplarment: SD0 Ang=eles Cifty
csc Qunlmx:Amons:
Education: Doctor of Dental Mdirine or Dental Surgery
Erfuence: I ytar rd-I          ce
Training: 4 hours of rdevant training
Dll:u',       ,                              iRA loco

DtiED
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JOB SUmART: To pronife, protect and maintain the physical and mental
wen-being and -readiness of lerners to lcam,  ty planning,  folmulating
strategies for Dental health programs, to prwide edal"ichment of viable and
sustainaHe  linlragr2s  wh  educa:tional  partnas  and  stakeholders  with
Dental Health Eho
GrmEHAL Dij¢iii[iis Am ±±sgt)m±E±EE±Et
Dental Beam EfegiiiD and Segivsees

•    Plans and frfullates pelieies and gtriddines linited only to Dental
Health Programs Of the Schools

•   Division oEcewh endyasis that the Dentist n has no direct
supervisory function to the Nursing Srfuees in the Schools Division
Office

•    Derrdop, Design, nnErdment, REhiate; 14oninor and Repon
SustainaHe Dental Health Fhograms for all leamcrs of the Schools
rmsion Cife

•    Prepares and siihaits periodic riepods of accormedichments in Dental
Heam Car Ppgrams

HBtritioai PDogpm Sendce qu e±=E±=E= oo nEndll halth ctrty
•   Monitor  and  ewhiate  the rtyenented  School  Dental  Health  in

support of Nutrition Ptograns or the Schochs REsion Office that will
directly benedt the learners Of the SDO

•    Mbritor, REluate and Eapoct the Dmfal llearm stattis ofleamers in
theSD0insupputOfHcamandNIthionThpgralnsthatwlldirectly
benefit the leamtHs Of the SD0

Pantnershfty
•   Establishes and llinths Ftrthrdipe and Agrements with other

agpricies and  stalchaldus based on DapED  Standards for Dental
Health and in direct sii ofanREt± in the SDO

DfiED
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necessary accounting, budgrting, cash lrmnagquent and payroll services
other financardard functions, to ensure eflident office o tions.

Assist the Senior thdeeper/Schofll Herd h the perfumance of the
f®uowing

•   Praparatim/minfroance of ngstries of allotment and obligations
•   Fheparatinn of finandal and accountahility raports and maintenance

Of subsidiay ideRE
•    Fhepara:tion of lfqpridafion ofaash adrmnees
•    Fhe-auditing   Of   financial   documents   (disbursement   vouchers,

fiquidation reports, eta)
•    chalysis Of COA anidit fudELgp and mcollmla±dafians as men as the

direct contml on rmnitchng of its status of -plianee undertaken
by the school/schools division

•   Prapara:tion  of  Honthly  Su-any  of  Cash  Advances  Received,
Liquidated and Balances

•   Other rdated bocklrtyng and a-unting taslrs as may be assigned
try the School ELrad and/or Schools ELsion Aooountant.

Btidg€Gng Sieni-
•    Assist and gather data in the crmduct Of liwiev of the budgeting

aysten towards its continuous improvement.
•    FTwide dchcal supput in the ii[-eij.aiafron ofbudgct proposals
•    Rwiow  complefroess  of  supporting  documents  of  claims  as  to

compfiance  with  chidgrfug,  accounting  and  auditing  niles  and
rqgulalonsBudget I-a

•   mqure data neded to approve chligrfron neqiests
•   Gather dha needed to ccalnate and prxpae status gcport on budget

utillzafron
iud t-srer to other units

D¢ED
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JOBS
To provide        ..      tire stippoct to the Records onrm in the mainteriance
of a records                   I givm for the c±m, dassificafron, storage,
maintenance, use and dispesition of operating rends and dociments of
permanent,legal, and   -      .     vabe and ensure the security, preservation,
andefficientaccessandrehievalofsuchrecodswhmneededtrytheschools
division office managrmut and stafli
GEHBRAL Dons AID mso
>Receiving and REeasing aH               ts trmicht tl the reands unit.
>Assist  Rermds  OErm  in  documm:t  arfuentieatim,  Vdication  and
Certifications followhg protoct]1 for such.
>Gather data and iud         .     required in the                on of annual and
other adrinistrative rEpods.
> I+ovides technical assistance and int-tions to stipport effective records
management in the Schools REsin, schools and lcaminf= Centers.
`   ,  :i          ,   ,          „   `   I     ;

Fbsitim"e:    -Ills-idl-li    Aide rv         Salary Grade: 4
q)riwEr H)                                  Homth|y salary: P16,209`00

Station of Dqp   -           once of the schools REsion s[ipedutendent
csc QUAI+IRlcA:mods
Education: Eenentary School Grachrate
Experience: N- RIxprird
Training: None
EhigibilityT. Fndtssinal rmeFs hi-se

•;

I+ovide transport srfuee to the Schools REsion Superintendent and deriver
prompt  and  quality  stipport  service  to  the  OSDS  ty  assisting  in  the
implenentafim of    Trrin±                                                and projects in order
for the Director to pedotm his/her duties cffidently.GREEN Du€ Am -           .
> Drives the service whid€ of the sDs to                   s as directed ty the
SDS/ASDS or thmuch the office Administrafroe Assistant
>             /encndes fad and ofl                tin and distance traveled and
stltRnis nqu to Gened Services.
>             ends rqErd or lxplaz-eat of               parts to General services
unit and follours up to ensure wide servioeaREity a± all tines.
>Bringmenos,dou]mentstoofli-asassigredtytheofioeAdministrative
Assistat.
>Receive and record in ldrdk documents addiressed to the office and
turnover such to the Adrinistrarfure Assistaint.

DfiED
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i
P0Bifim "e= SD           I Stry Grade: 14

Monthly salary:  res,434.00
Station of Dapleyment: Flandsco G. Nap-icmo M- HS
Cse QmAlmcA:mozrs
Education: Bachdors dcgee in Education with        .   .   tion in special

ELcafro
Erfuence: NQne
Training: None RGquid
EliSbifty: PBFT/Teacher/RA 1080 QEI) €
JOB                                                learners  wh  apecial  needs  such  as
children/youth  with:  hcaring  .       -    eat,  visual  impainent,  autism,
speech dedrty in                disaREties,                 prbblens, orthopedically,
physically  ham  -                aperial  health  pndHcm,  learning  disabifities,
multiple disabilities, 9i" and talented; and prepare them for    regular
classroom  setfug  thLrouch                      modfficafian/a¢ustment  to  meet
their diverse individual                     needs.

•    I.:i,           ,'     -         ,     .`'     .    ,        :

Pblifil)aL "k lll-          I Stry -e= 18qH-I-qu Monthly Salal'y: P 49,015.00
Station of Dtrylqprent:                EeDelldry sGbool

i                 ,               .               I-                  -``       ,            _=

Education: Bachdor Of E]mentary Education q3EEd} or Bachdor'sdegreechls18preddimalimisinEchica:tion;andl8

units for a h4asteds defpe _in Ed!ication or its equivalent
ce= 3 yens rdevant cxpchmoe

Ttainf= Hone
Efi9itffity: REEF/Teaclier/RA 1080 QEI)
JOB                                       full          -     load; takes change of curriculum
enrichment,    tcacher   coaching/mentoring,    professional    development,
research, community linkages, forofessionaldeveloprent} and provided at
least 20% assistance to school head in                               tafion.

3. Only those who meet the minimum qualification standards as per the initial
Evaluation  -Results  (IER)  wffl be  included  in  the  selection  line-up  for  the
Division Open Ranting.

DtiED
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4. Evaluative  assessment  on  the  appficant's  competencies  conducted  by  the
Division HRMPSB will be based on Doped Order No. 66 8. 2007, "Revised
Guidelines on the AppointD€nt and homotlon of Other Teaching, Rchted
Teaching and ii®n-Teaching ?Ositibn8* and ilepRI Order ipa. 7- 8. 2me3,"Guidelines   on   Recruitment,   Selection,   and   Appointlnent   ln   the
Department of Education", Enclosure »o. 5: Criteria and Point System for
Hlripg and Promotion to H®n-Teaching Poslti®ns

5.      All   interested   and   qualified   applicants  may  register   throuch   this   link:
httt]s://bit.Iv/Regvacantpositions   and   may   suthit   the   photocopied
dhalnrmtry ±mts fasfued in a tie illB fu tE±ch±±g poedtioac
and  vhlte  folder  for  nob-teaehipg  pesrmons  and  properly  labelled,  as
provided in DepEd Order No. 7 s. 2023, Annex C (Checldist Of Requirements),
until  October  9,  2ae4  5:Oopln  at  the  Records  Unit.  Bring  the  original
documents during the scheduled Open Ranling for verification purposes. AII
submitted documents will no longer be returned to the appficant.

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

7.      The   appficant   assumes   full   responsibility   and   accountabifity   for   the
authenticity and veracity of the doculnents submitted. Any false and fraudulent
docLment shall be grounds for disqLialification.

8.      The  D?partment of Education  adheres  to  the  eristing  general poHey  of no
discrimination based on gender identity, sexual orientation, disabilities, religion
and/or  indigenous  group  membership  in  the  implementation  of its  Merit
Selection and Fbomotion Plan.

9.      Immediate dissemination of this Memorandum is desired.

i+=£
ENGR EDGARD C. DOHINGO PhD, CESO

Schools Division Superintendent

Encl.: As stated
References..  1.DO 66 s. 2007

2. IX) 07 s. 2023
To be indicated in the Perpetual Index under the fouowing subjects:

EMPLoyMENT                    pROMorloNs                     RECRulTMENT

C" I AI0IV I OcL 2, 2!f y24
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Attachment to CS Fom Mo. 212

lThstmrfucus=   a-. 5ndarfe dy gfe RTyck expeTieF± rdeBraTh± to gife prgsfro being applied to.

2L 3ife dtEaifeTh s3paHRE REErfe steF€ and iinfsde detes, ff klrmrm, month in abbreviated
fry 5 kFTFunrm, ed gpr in fiE]. ifer the cHREeT± p®siibTh, use ifie iarord PTeseTiQ e.g.,
€998ifeseF± lllfaTk apTEeTsce sfro\RE be 85ded from most tecetit filet.

•   DUJaton:
t   Posi6on:
..   Name of office/iJniE
•   Immediate supervisor:
•   Name of AgeneyHHganizafron and !ecaGen=

•    Lis{`OfArmmpE5hFiteFds and cinrfuELjfims GarH}

•    SuTnmay ofAch]al ihrfees

(Signature O\rer Printed Name)
Bate:


