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SCHOOLS DIVISION OFFICE OF ANGELES CITY
17 July 2025

DrvlsloN MEMORANDUM
No.      227 s. 2025

RECRul"Erm, SCRENING AND SEIBCTION FOR SCHOOL
ADunlsTRAT]oN, RELiITED-TEACHNG, AND NON-TEAclENG poslTloNs

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

1.        This  is  to  announce  the  recruitment,  screening  and  selection  for  school
administration,  related-teaching,  and  non-teaching  positions,  this  Division,   to
mention:

Pkrdtin sit-„a- -ofSgbmdDjasin rm. Cben

school Fincipal Ill Elenentay
try 22,2025

July 23,2025

Guidance  Counsellor >Angdes Gty Hafional HS Tote
Ill >Angives  try  Nalonal  Thde at the -ouncedSk- FtecdsUnit
Adin. Asst. in >Francisco G. Nxpcmu©o HS

>mv.                  Uinit 8--5=cOI-
Adnrfu. Asst. H Ementay Sthouls
Adrfu. dude VI Anales dy Nalonal HS
FToject Dev. Offica I SDO Angrles City / Clustered

Ementary Schoots

2.        The csc Qualification standard and Job Description of the said positions are
stated below:

post.moH pRomE
Position Title: Schod                in SG21

Monthly Salar:y: P70,013.00
Station of Deplqyment: Henenfary School
QUA-cAmons:
Eiducation: Mastjer?s degree in Education, or Edticafroal Management, or

Educafronal I+eadedip: or Masters degree in relevant leaning
area with at least 15 units in                   t

DeSED
AIATAT^G~*~`~`.   a-care.airm.^s

Jesus St., Etry. Puhingivuhl, Angcles City 2QQ2
045\ 901 -9498 / angeles.citv@deDed.gov.Dh
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SCHool,S DIVIsloN OFFICE OF ANGELES CITY

Experience: 5 years teaching aperience and 3 years experimce in school
and

Training: 40 hrs. of training in any of or a - e of the ronowhg:
airriouhim,                , School M t and Operafions,
Instmctional I.eadaship whim the last 5 years

Efiribility: RA 1080, as admcnded qE=acheB ; NQBrsll fasser
JOB S              : The Ftindpal ull prwide leadqrty and adinistration which
will motivate instructional and support prsonnel to strive for supror
performance so as to prwide the trst €ble

I -es for student growl
and devdopment, hath edu     -          and

pormoH -rmJ=
Position Title: Guidance                   in Salary Grade: 13

Monthly Salary: F84,421.00
Station of Depleylnent: Angtles Gty Nalonal Tfade School / Angrles City

National ltich School
CSC QUAI.mcAmoRE
Education: Masters defHee in Giridance and Counseling
Fkperience: Name mqtiid
Training: Hone rBqurfu
Eligibility: RA 1080 (Gutdanoe Counselor|
JOB S               : This positin is             -He ron                g servies in the
school.
GENmAL I}u€ AHD RE-"
> Guidance and
> Administration of Ptycholorical and IQ
> Counsding-Ftsonal, Academic, C- and Vbcafroal
> Caeer Guidance
>                  'p and   -             to GO.s, NGO's, ILGUs and other
> Reserd and Ehafuafion

posrmon rmmE
Position Title:                            m© Satry -e: 1 1Om-I Monthly Salanr. P30,024.00
Station of Depleyment: ELsion once / Chlsfrod Eenen:try Schools
CSC QUALIHchmom-
Eflucation: Bachdors degree ldcant to the job
Erience: •-
Training: None
Eligibility: Career Service Fhofessional (Second IIevel EiSfflit5fy
UOB S                : Under the direct supervision of the school Head, the position is`` responsitble for faditatipg the inplenentafion Of the various proFTams, projects. A

BetrD
INFTNFTNRl.... _an®hnun.-    oreanemmres

Jresus Sit., Bngy. Pulungbuhi, Angeles City 2QQ9
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SCHOOLS DIVISION OFFICE OF ANGELES CITY

and activities initiated lay the School or mandated ty the DapEkl Central Office at
the School I.evel. The position is expected to perform taste or roles rdated to
prog[an  management  and  indenentation,                  on,  partnerships,  and
advocaey in the school.
GENERAL DUTrs ^HD REin
>Program Managquent and mplenentafion
>Fhogram Coordination and Fbrinrdips
>Advocaey
>Secondary Duties as may be assimed try the SuTxrisor.

P0Smon rmomB
sition Title: JLiniiii=ful                        in       Salay Grade: 9

Monthly Salar]r: F23,226.00
Station of Depleyment: Frandsoo G. REaprmucHio HS and Diy. Ptsonnel Unit
CsC QOAlmcA:rams:
Education: Compledon OftrmLyear sttidies in cullegr (prior to 2018), or

Completion of Grade 12/Senior rtych School (starting 2016)*
Experience: I y- rch-t
Training: 4 hrs. of lulevant trining
Eli8ihifity= Cancer sdeee strh                    qFirst Ink Effi9ihifity)
JOB S               Y=
For Fmncisoo G. kepoDuceDo Hem rs
To maintain and safegtrard the bods, rHnds and s]I        -     schedules of the
school by keeping track of accounts and verifying the                of procedures
used for recording financial data that are n              for the peparation of timely
and retiable rieports which win aid the                     I in ntialrin# informed decisions.
a          Du-||I] HErmm
Accounting ser±

•                  -    /main:t3mance ofrt:gives of              I and obfigrfrons.
•                   on  of           -and aocounfarmify lxpods  and maintenance  of

subsidiary ledges
-,.     .  ,,,    ,I,  I   .,,  ,,,    ,      ~  ,I    ',,  ,-'''  ,a

•    Fhe-auditing of financial documents
•    Prepara:tion of Monthly                   Of cash Adrrmces Received, hiquidated

and
•   CTher related boofdreqring and armunting tads

BtrD
VATATAC-m*.-*~`>~.    -.coeera-ls

Jlesus St., Brgr. PulunBbuhi, Angeles City 2QQ2
045` 901 -9498 /angeles.citv@deDed.gov.Dh
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SCHOOLS DIVISION OFFICE OF ANGELES CITY

JOBS "I.`           '     . il
For Dilrlslon   _aaoD_Del Thit qpa:qu               I I'The position sham assist in payrott and administra:tire related
services ensuring chcient offoe oprations. I
a DtrrusIAm I
>Salary Administrafron and Benife A     -- On I

Check the accimaey Of salaries and benefits gin to employees on a periodic
basis and respond to qiiches         .  -g to salary/hacht claims;
Assist in pndding technical assistance HirBited to Fnyron and salary and
benefits administration; I

® Submit documents and n               deductims to RFSu for inclusion in the
montldy payroll. I

`.-I rm other functions as mapr be assigr!ed dyr the supervisor

msrmonrmmE
Ftosition Title: ldn=ni=i=hatine               I H             Salary Grade: 8

Monthly Salay: P21,448.00
Station Of Ixplqyment: Een!© School
CSC QUAILmcA:more
Educafron: I     OftmrJycar studifes in cndlege (prior to 2018), or

Comriledon of Grade 12/Senior IEch School (starting 2016)*
Exprience: 1 year tdfREnt endence
Training: 4 hrs. Ide`nant training
Eliribility: Career Service S`1b-Hofessional (First lievel EiribiHty|
•oB SunnlAR:I: To pmvide                      e assistance and finance-rdated functions
to the School Head and coordinate with the 1"0 in the provision of personnel
administra:tion/france servi€ to the                   t.
G             DUTus JLID HE-

•   FTepare all documents needed for the comtletion of school's monthly MOOE
I`iquidation.
•   Monitortheu..     .     ofMcOEandsBFTfundsyear-round.
•   Report and rfuim Monthly M00E and SBFP hiquidation to the SDO.
•  Hwides htman                                at soppoct to the School Head and

with the IIEn40 of the SDO.
•  Pedomi other flmctions on property oustodianchip as may be assigned by
the inmediate silpErvisor

Dth
AIATXT^Cr_-etum+in-hn.    A.ca.rsmJftlE.S

Jestis St., Eke. Puhlngivuhl, Angeles City 2QQ9
045` 901 -9498 / angeles.citvrtDdeDed. gov. Dh
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I-OHmqrpe
Position T"e: JLAmi-          tine Aide vI                      Salary Grade: 6

Monthly Salary: P18,957.00
Station of Deplqyment: Angdes Gty Nan Hah School I
csc                   qu          musL- I
Education: Compledon of twoJyen st]idies in cones I
Experience: None Rquird I
Training: None I
EnribiHty: Carar Service Sub-FbofessionaL q`irst lievd Ehiribility)
JOB S                : The position shall provide assistance to the school in the ddivery
of prompt and quafty                       and               sumut in ce with the
Department's polides and p I
GENERAL DtrrlEs AHD I
>Receives, reeds and endor±              and. 'cations;

>Maintains office rquds and other documents; I
>Reproduces official c-urications/documen:ts fro  . •on to other units;

>Assists in the               .     Of training I
>Perfolms secretarial services when n              , and I
> Perfor]n other a                      and technical assistance as may be determined by
the School Head. .

3.        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.

4.        Evaluative  assessment  on  the  applicant's  competencies  conducted  by  the
Division HRMPSB will be based on the following:

4.1 For School Adrinistartion : DepEd Oner H®. 20 s. 2024, ffGutdelines to
the  Recruitment,  Selection, and App®intDeDt to Higher Teaching
Positions EiLclosure No. 3 Criteria and Point System for Hlring and
Promotion to School A_dm±G±stmti®D Positions

4.2  For Related Teaching : DepEd Order No. 20 s. 2024, "Guidelines to the
Recruitlnent,   Selection,   and   Appointment   to   Higher   Teaching
Positions Eiiclosure No. 4 Criteria and Point System for Hiring and
Promotion to Related-Teaching Positions

4.3 For  Non-teaching:  DepEd  Order  No.  20  s.  2024,  "Guidelines  to  the
Recruitment,   Selection,   and   Appointment   to   Higher   Teaching
Positions Enclosure No. 5 Criteria and Point System for Hiring and
Promotion to Nob-Teaching Positions

DtrD
VATAIAG~-*-~   -.conermLmis

Jesus SL, Btry. Puhmgbuhi, Angeles City 2QQ2
045\ 901 -9498 / angeles.citv@,deDed . gov.Dh
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5.          An  in:eErtsed  and  qpaffied armBieaElts  may  rqristff  thrmich  this  link:
https: / /bit.1y/Regvacantpositions and may sutmit the thotermpied documentary
requirements at the Records Unit, fastened in a green folder and properly labelled.
The Annex C Checklist of Rquirements (downloadable) is reqLiired to be sworn before
any public officer authorized to  administer oath pursuant to Book I,  Chapter  10,
Section 414 of EO 292, as amended by RA No. 6733 and as further amended by RA
10755.

6.           For positions requiring performance Rating, Section 20(i) of D0 007, s. 2023,
the applicant must submit a photocopy of the Performance Rating covering one year
performance rating period acquired in the current or latest position prior to the date
of submission. For applicants whose previous job uses other performance appraisal
tools  in  which  the  rating period  fonows  a  semestral  or  quarterly  eycle,  one year
performance shall be equivalent to two or four performance ratings.

7.          Bring  the  original  documents  during  the  scheduled  Open  Ranking  for
verification  purposes.  All  submitted  documents will no  longer be returned  to  the
applicant.

8.          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  appficants.  No  additional  documents  shall  be  accepted  beyond  the
prescribed deedfroe.

9.          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.

10.        The Department of Education adheres to the existing general polity of no
discrilnination  based  on  gender  identity,  sexual  orientation,  disabiHties,  rdigion
and/ or indigenous group membership in the implementation of its Merit Selection and
FTomotion Plan.

11.        The schools Division office of Angeles city strictly adheres and complies with
the     Zero  Tolemnoe  BOHcy  against  comiption  especially  to  "pay-for-position"
schemes in appointments, promotions, and designations and is consistent with the
principles  of  merit,   fitness,  competence,   equal  opportunity,   transparency,   and
accountabinty pursuant to the DepEd Merit Selection Plan (MSP).

DtrD
AIAT^TAC--q.~~`-.    a.co.mqujHtt\s

Jefflis St., Bngy. Puhmchulu, Angeles City 2QQ9
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Immediate dissemination of this Memorandum is desired.

^z,I
EHGR. EDGARD C. DOMING0 PhD, CES0 V

Schools Division Superintendent   o`/-

Reference: DO 7, s. 2023 ; DO 20 s. 2024
To be indicated in the Perpetual Index under the following subjects:

EMproyMENT

CLM/AOIV/July 17, 2025

Day
urFTNFTNRi.`com*_*q*.--hco-     \\coneonJ"Jls

PROMOTIO NS                              RECRUITME NT

Jlesitis St., Brgr. Pulungivihi, Angeles City 2QQ9
045` 901 -9498 /angeles.citv@,deped.gov.ph


