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REcrmTHRIT, SCEUEErmG AND SELECTI0H FOR HON-TEACHING and

SCHOOL ADarmffiRAff'ioH puslTIO#s

TO      :          Assistant schools Division superintendent
Chief Education Supenrisors
Public Schools District Supervisors
Public Elementary and Secondary School Heads
All Others Concerired

1.        This is to announce the recruitment, screening and selection for non-teaching
and school administrafim posifrous, this I}=vision, to -tion:

- Wa- _orSqdymriBston

Admin Assistant H A-mfrg tinit;  Anggds Cfty ran. 16, 2025
Science HS; Angdes City Natl 8:Ooam -
Tfade School - SHS 5:OOF-attheFberdsUnit*EtiREon

Admin.       '       t in -      EJnd

Education           mogram Sthcol       Gorrtrmanee      and
Specialist 11 -n-
school ELdrty H Sthonl                     i arm dLDELtDhezEun-a.

2.        The csc Qualification standard and Job Description of the said positions are
stated below:
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Stry Grade: 8
E20,534.00

Sta:from Of Dqpeqyment: Amedes Cfty Sfrienee HS
csc quAlmcAmom&
Edincation: CoDEB!edon of trm years studies in odiqge
Experience: I ytar redevan:i e±ce
Training: 4 hrh Of redcNrmt trfuning
Eli9itffity: Career Srfuce Sub-Hufess:ienal qrirst led Eigiitrility}

This position sham assist the Senir Boeddseaper and/or School Heed in the
perfomance of their functions, such as but not fimited to undertaling the
necessary aeeounting, indggting, cach management and payroll services
and other france+nElated functions, to casune efficient office rafrons.GjHEiIAL irijiiiis Am ±±
Assist the Serior Bootheepe!F/School Herd in
fouogng

•    Heparafron/nBaintmance of registries of aillotmcnt and oungrtions
•   PrEparaton of financial and a-untahilfty rxports and maintenance

of subsidiary hendbe
•   Hrt± OfHqrfuEafro ofcach adrmoes
•    FbeTaniditing   Of   fuancial   documents   (disbursenient   vouchers,

liquidation reports, ctc.I
•    Analysts ®f Cofi andit froding§ and ifecrm±mendafuns as weH as the

direct contlol on monitrfug of its status Of camplianee undertaken
ty the school/schools division•   Pr±m  Of Henfty SG-ay ck Cach  Adrances  Received,
hiqridated and Balances

•   Oner rdated holrfurfug and a-unting tasks as may be assigned
ky the School Head and/or Schdets ELsirm Acoounfant.

SkHnriEes
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•   Assist and gather data in the -duct Of rwiev of the budgeting
eystrm towards its cam:tinuous ipprourmfflt.•   Fhovide cleried supgiv in the pr± Of bugiv prppesals

•   Revigiv  compl±ess  of supporfug  dociments  of  clains  as  to
compliance  with  budgrfug,  arREunting  and  auditing  rules  and
regulafi-

Budgct EBecqdin
•    Ehepare da:fa needed to approve chligrrion requests
•    Gather da:fa needed to ewhlaife and prxpare sfafils r`eporfe on budget

utili3za_t±on
Fb es dr-eats to fund trmsfa to other o units

Stry Grade: 8
120,534.00

Station Of Dedprm:I: A-Iz=fag tjinft
CSC QUJLLmcamon&
Eklucation: Ccm:dedon of tne pps studies in conggB
Erience: 1 year rdevant eHenoe
Training: 4 hms. of redtmanl training
EliBibifty: C± Service Sub-Fhafess=rmal qurst lienal EH9ithityT

To support ac"mting oEXREfions ty ffig dsoumen:ts, recmcilingsoft-
GRIERAL Bqrus AHD ±iiHiiiiiEii=
Accoqmting Sendces

•   Preparation/maintmance or rqEistries of alrfuent and obfigrtions.
•    maparatirm of financial and aeemntarmty repoits and maintenance

of subsidiary hafro
•    Ppeparafron drtiquridatrm ofcach adcange§.
•   Fhe"rditing of finandal documents
•   Prqprmafro  af  ELmthky  Summary  of  Carl  Adranes  Received,

hiquiffrod and Balances
•   Other rchted txrddEeEping and accounting tasks as may be assigned

the Schools RErion Aecenm±an:1
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i

Etosition"e: JLA   -         tits                in     StryGrade: 9
RIonthly Salary: P22,219.00

Station Of Dapleyment: Accounting Urfu
csc QUAlmcA:m€
Education: Complchon Of tiro yens stiidies in college
Erfuence: I year rd-
Training: 4 has. Of rcte`rant tmining
Eli8ibifty: Career Srfuce Sub-I)mfessienlal qFirst Level RIi9Lbhity)
JOB
To maintain and safquard the bondrs, records and suppening schedules of
the Division Office try krfug track Of aermmts, and verifyng I:he accurayOfproceduresusedfir.fiincialdhatifeaenforthe

preparation Of timdy and rename rEpods which un aid the lnanagrment inmaldnginformeddedsions.

*`    +    '                ,    I         I:L:-,    ,     '

Financial              and
•            -   that             .    hamebtmpapdyrecordedinhods;
•Verify  financial  statrments  made  try  snnd>ondinate,  vdify  the  journalvouchtr,

• Hqures agivisting enhies andjourmal

/haunt hacEfrqE
•                scheduis to s"ppdi stiainenfs ofafmiunts and other froancial

stateneritsforincorprraloninth€bocksofaccountsorprogFessreporta;
•   Prepares  the  _         ---      Of hocks  of aeouints  to  lnake  necessaryadjusinmtstomaintinandupdafoed]neconds.

-ca____    and
•  fuancial/= to   -    manasatndhased= isrmanes of a fin:: 8ant:

oversitht agrmcies and mrmids understanding and appHcation of suchtySDO,schoolsandlcalningcenfiBs,

•  Fhovides input for the inpruvunent ofaccounuting sedien
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Fbsitim Tltle:                                                   Salay Grade: 16

SHinomthhr Salary= P 41616.00
Station of Deployment: Scbed                  and ii==        '

ffirman RfREirce Deedropmenticsc QUAlmth-
Education: Bachdors ds± in Echiedon or its equivalent
Experience: 2 years                 in edrcatirm              , dedopment,

inplenentatm or other r±t
Training: 4 hours of rderant traininE
Engibifity: PERT; Teacher Ca© Service qufessionafty4ppropriate

ELfffty fr SGcrmd lienE:I H]silin
JOB S               : To assist the chirfand Educafron prngran supervisors in
maintaining ©s and irndenenting its components in order to ensure
deliveryofqitralftyand   --     -t   -     -Irmeezvices
GERERAL Dtr€ Ann HErmo
>HR Stra:tegic Flans and Endiries
>FTofessional and €aqueer                      ±
>Thaining and Career Development
>ScholarshipandHo      .
>Thaining and                 mt Recrmds
>Empleyees WeELrtb SuaBession and Erit
>Technical Assistance
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Requlests and distrutmtes dstmctinnd
FhactiesequftahiedistriinltirmOfteai::hinghad;andobstmesteacher-
leaner ratio.
Initiatesand-pflesteachas8punfessionddrm-tsinperffolios.
fatesallschcolpr±ndperfoma]ineandIHmmznendspromotion.
Einsurescoxpfrocetoeristingke,pelidiesLandex[]€rsoffundraising
projects for the sdhcoL
EstablishesHnkagraswithsfakchoraers.RecxpjasarmmpHdrentsof
Stakeholders.

ma*Erds.

>HanessesparGcipafroOfaEurmiamdothffargapizafrosquGOs,
LGUs, Fxp)

>LedsthepepantirmOfSIP/AIPandenanespartiripatirmof
staHchoHes.

> Evaluates the school danL pb::ys±cal facilities frees,
sufficien safitry and

3.        Only those who meet the mininum qualfication standards as per the Initial
Evaluation Results (IER) win be included in the selection line-up for the Division
Open Ranking.

4.        Evatuative assessment on  the  applicant.s  eompetencies  conducted  by the
Division HRMPSB will be based on the following:

For Nan-Teaching Positions: DepRI Order No. 7 a. 20e3, "chldehies on
Etecunitment,   Selection,   and   Appointment   in   the
Deparfuent Of RIucation", haclosue Ho. 5: Criteria and
Point System for mring and Promotion to Nob-Teaching
Positlous

For   School   Administration   Position:   Deped   Order   Ho.   7   s.   2023,
"Guidemes      on      Recruitment,      Selection,      and
Appointment    in    the    B®prtheait    of   Eiducation",
EnclesureNo.3:OuteriaandPointSystemformridLgand
Promotion to School Administmtion Pusitions

5._¥=¥gLffFg=E:chisthT:n¥
white  folder fen nonteadhing posREcas and pmperly ]abdled,  as provided in
DepEd Order No.  7 s.  2023, Armex C (Checklist of Requirements),  at the Records
Unit.   Bring  the  original  documents  during  the  scheduled  Open  Ranking  for
verification purposes. An submitted documents win no longer be returned to the
applicant.
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6.        It is undastcod 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
preschbed deadhae.

7.        The   applicant   assumes   full   responsibitity   and   accountability   for   the
authenticity and veracity Of the documents submitted. Any false and fraudulent
document shall be grounds for disqualfication.

8.        The Department of Education adheres to the existing general polity of no
discrimination  based  on  gender  identtry,  sexual  orientation,  disabilities,  rdigion
and/or indigenous group membership in the implementation of its Merit Selection
and frolnotien i>lan.

9.      Immediate dissemination of this Memorandum is desired.

•J-`

ENGR. EDGARD c. DomINGo phD, crso v
Schools Division Superintendent

Encl.: As stated
Rcterences:. 1. DO 07 s. 2023

To be indicated in the Perpetual Index under the following subjects:
EMPLOYMENT

CLM/AOIV/Jam. 07, 2025  I
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