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SCHOoLS DIVISION OFFICE OF ANGELES CITY

2 Sept 2025

DrvlsloN MEMORANDUM
NO.     9A1             ,s.2025

RECRIIITHEMT, scREBrmG AND SELRTIOH FOR RHAThD-TEACENG, AND
WON-TEAclnNG 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  related
teaching, and nun-tcaching pesitims, this REsion, to mention:

redtico Statin~acany Deadhie of`,

Guidance Counsdor I, 11, and in Secondary and Senior Hith Sept.      9,      2025,
Schools 5:00pm     at     theEfrordsUnit

Administrative        Offirm        IV
SD0 charles GtyI,(I+oourenent)

Administrative        Oncer        H
(Procurementl
Legal Assistant I

2.        The csc Qualification standard and Job Description of the said positions are
stated below:rmtin- se Eid-tin L,,- -eDce E"rmty ',
Guidance

11

Masters degreein N- None
RA 1080(Guidance

Counselor I and C-sdHrLg RGquired Counselor)

Guidance
12

MastctsdegreeinChidance and

None None
RA logo(Guidance

Counselor 11 CounsEting Required Counselor)

Guidance
13

hAastersdegpein-ceand
None None

RA 1080(Guidance

Counselor in Counschg Requind Required Counselor)
Job                 . frovides and indenents gtridance and counsehig services.

lbe att-eat 11

DefrED
INFTNFTNRi..in.~*ron-.-i-    -.ao-a.|ml.a

Jesus Sit. , Bngy. Pulungbulu, Angeles City 2QQ2
045\ 901 -9498 / ane[eles.citv@,deDed . gov. Dh
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SCHOoLS DIVISION OFFICE OF ANGELES CITY

posmoH rmomd£
Position Title: Icgrl               t I Stry Grade: io

Monthly Salary: F25,586.00
Station of Deployment: SDO Angrles City
*\`         ,   I            I-`      ,             ,       ``

Education: BS I.egrl                ant, AB Fhalegal studies, I.aw,
PoHtical Scierice or other allied courses

Endence: rvone Rbquid
Training: RToue R8quird
Efiribifty: Career Service (Ftofessional| Second I,evel Eriribmty
JOB  S                :  Thovides  legal  services  in  the  form  Of  assistance  in  the
management and   .       -.     Of cases. (She atd-hmJ-I 2|

posmoA rmomE
Position Title: JLAministr&tine Officer IV Salay Grade: 15

Monthly Satry. P40,208.00
Station of De                 SDO Apgr±es cfty
CsC QOAlmcAnom.
Education: Bachdors degree relevant to the job
Experience: One (1) year rdevant expenence
Training: 4 hours Of relevant training
Eligibility: career service pressiobal| scNrmd ILed EHgirmity

JOB  S             I:  The  position  is responsible for  supervising,  monitoring and
ensuring the tindy and effident inplenentafron of                eat pxpjects, from

eat  prng-ect                .in  thrmith                   g  per  se  until  contract
administra:tion; conducting the review, Inoritoring and preparation of reports in
cormection with the orldhact of                eat prqiect jnHriencntation; review., revise,
and  whorl  n            ,  give n-mendations  on  the  rystms,  processes  and
procedures related to procurrmerit; as lead BAC Secretariat for the BAG.|be att.ch-t 3t

Dfty
INd[Nd[NGi.com~--e*..in-*b-    --co-a.|rm..a

Jcenls Sit.ry Brgy. Puhlngivlfu, Angeles City 2QQ9
045) 901 -9498 / angeles.citv@deDed.gov.Dh
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SCHOOLS DIVISION OFFICE OF ANGELES CITY

posmoHrmmB I
osition Title: ldm±-3stmthe once n Salary Grade: 1 1

tl Monthly Salary: P30,024.00

Station of Deplnyment: SDO Angives try
CSC QUAlmtcAmoms:
Education: Bachdors degree relevant to the job
Experience: None Requid
Training: None
Eligibility: Career S€rrice qufessional) Second ldel Bri9ibility
JOBS
The position is resprmsible for pndding assistance in the Planned activities of the
Proourement Uhit relative to coordinating, monitorfug and assist in the preparation
Of bidding documents, Req]iest fu Quotatims qua, Rapiest for hformations
(RFls) and other tender documents;               .on of contracts, MOA, and pos and
other agreement documents at the regional ltFTd, rfufiedly in the provision of
technical  assistance  to  end-user  units  in  the  preparation  of  their  Project
Ffrocurement Managquent Hans quins), managquerit and morritoring all phases
of procurement prqjccts. The podim is also resprmsible for providing assistance
in  the  Creation  and  maintenance  of priceust  of goods  and  services  regularly
procured  ty  the  ageney;  inrfuding the  acation  of supplier;  contractors  and
consultant, and observer              . tsbe athf±h--t 4|

3.        Only those who meet the minimum quaJirication standal.ds as per the Initial
Evaluation Results (IER) win be included in the selection line-up for the Division
Open Ranking. Qualified applicants shall be notified through emafl, text or call on
the scheduled Division Comparative Assessment.

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

4.1 For Related Teaching : DepEd Order Ho. 20 a. 20e4, "Guidelines to the
Recruitment, Selection, and Appointment to Higher Teaching P®sltlon8
Enclosure N®. 4 Criteria and Point System for Hiring and Homotion to
Related-Teaching Peslti®ns

4.2 For  Non-teaching:  DepEd  Order  No.  20  a.  2024,  ttGqidelines  to  the
Recruitment, Selection, and Appointment to Higher Teaching Positions
Enclosure No. 5 Criteria and Point System for Hiring and Homotion to
Nod-Teaching PosltloDs

D#D
MTATAG•*,in-i ------.-- i    -loo-cmml.a

Jlestis St. , Brgy. Pul`mgbulu, Angeles City 2QQ2
045\ 901 -9498 / angeles.citv@,deDed . gov. Dh



\=¥J9Lr>

aputljt of toe apbt(tpptne8

®ap&rtment of ®butatto"
REGION  ILL

SCHooLS DIVISION OFFICE OF ANGELES CITY

5.        All  interested  and  qualified  amhicants  may  rq5ster  through  this  link:
httpsi/ /bit.Iy/ Regvacantpositions and may snbmit the photocopied documentary
requirements at the Records Unit, fastened in a pin± over and properly labelled.
The Annex C Checklist Of Requirements (dowhoadable) is required to be sworn before
any pubnc 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 requiririg 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 ourTent or latest position prior to the date
of submission. For applicants whose previous job uses other performance appraisal
tools in which  the rating period follows  a semestral or quarterly eycle,  one year
performance shall be equivalent to two or four perforlnance 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 applicants.  No additional documents shall be accepted beyond the
prescribed deadline.

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

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

11.      The schools Division office ofAngeles city strictly adheres and complies with
the    Zero  Tolerance  Pouey  against  corruption  especially  to  "pay-for-position"
schemes in appointments, promotions, and designations and is consistent with the
principles  of  merit,  fitness,  competence,  equal  opportunity,  transpareney,  and
accountabifity pursuant to the DepEd Merit Selection Plan (MSP).

DtrD
AIA1*IAC--ap-±-.:   ..caesmlput.s

Jesus St., Edy. Puhmgbuhl, Angeles City 2QQ9
045\ 901-9498 /angeles.citv@deDed.gov.Dh
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SCHOOLS DIVISION OFFICE OF ANGELES CITY

12.      Immediate dissemination of this Memorandum is desired.

#
ENGR EDGARD c. DomlHGo phD, cEso v

Schools Division Superinten

Incl.: As stated
Reference: DO 7, s. 2023 ; DO 21 s. 2024

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

CLM/AOIV/September 2, 2025

Dfty
INN:NdlNfiL
====\--"q.===:a.carsfBm.S

PRO MOTIO NS                              RECRU ITME NT

Jesus St., Edy. Puhingbuhl, Angeles City 2QQ2
045\ 901-9498/angeles.citv@deDed.gov.Dh



Attachment 1

DUTIES AND RESPONSIBILITIES

Guidance Counselor I

1,     Organlzes functlonal and suitable guldance and counsellng program

2.     Provides effectlve lndMdual and group counsellng

3,     ldentlfles students' needs and problems

4.     Provldes Career coun§ellng to students

5,     Provlde§ scholarship programs to 8tudent§

euldanco Coun®olor 11

1.     Provldes orlentatlon to 8tudent§ ln all year l©vel8    \

2.     Formulates guldano© and counsellng forms lncludlng lndlvldual Inventory, agreemgnt forms

3.    Admlnl8tors and Interprets lndlvldiial and groups psychologlcal and projectlve tests

4,     Provldes effecilve lndMaual and group ooun8ellng

6,     ldentlfles 8tudonts'  needs and problems

6,    Makes an actlon r©8earch based on the results of the ldentlfied of students' needs and probl©mg

7,     Makes referrals to dlfferont government agencl©s

8.    Coordlnates wlth the communlty,   NGO8 or  Go8  for 5rogram Support

9.     Provlde§ oare©r counsellng to students

10.  Provlde8 8cholarshlp programs to 8tud©nts

Guldanc® Coune®lor Ill

1,     Organlzes functlonal and 8ultable guldanc© and coun9ellng program

2,     Provldes orientotlon to students in all year levels

3,     Implements guldellnes and school pollcles

4.     Formulates guldance and counsellng forms Including lndlvldual Inventory, agreement forms

5,    Admlnlsters and Interprets Individual and group psychological and projectlve tests

6,    Holds  parent-teacher conferences

7.     Designs and manages teachers' training on guidance-related topics enhancing thelr skills in effective pupil management



-------u\,rtmentofEducation
JOB DBSCRIPTIONleg3lAeslstartI JDNO

tl®n "t', gal.ry a"a.

•nth,'lc,I Tl'l® ®owril.nc. L.v.I

®®uro.u/a.rvlc. C)ffieo of the §choole Divi.loo Supo.irt®nd®rt unit/Divl.lob

rt, '0 At'Om®y  Ill Effeellvlty D.I.

•l.in 8up.rvicod
JOB SuMMARy

Attachment 2

Jot} De6cn Iron - Ve,

R8vislon Code

eubmrttod/ r®l®rred®xSrnin® and an® yz® Inform®lion/facts reoeiLv€id and cor`duc? inv€Strgaton on cases/ m®r\®rs/ I€sues res®iv®d/•..-.. `   _    _1\_  _\-_  __   __J   _in_:__,  _____\-.__  .,gath®I . ®XSrnin® and an® yz® InTorm®TionJTact6 rtica]vou anq L;p[iquh iiiv.[®i]tiquvii uil qu~gr  ,.,. it.,,tr  -... v. ,,+..,vv ,....,,. ` .,., _  . _
lh® Schcol§ Dn/ sion Curlc® and to provide clerw3al Support :a lho Attorney  111 I" the ®ff®=Iive and ®mci®nt op®ralion a/ the Legal  unit

Ou^LiFic^TroN 8T^ND^fios

al Science or other alli®c courses

A. CSC Pr..crlb.d Cholmc.tlon.

Educalron BS Legal Manager.n®nt. /`8 P:lr.her]®l Studies.  Law.  Polhic,

Exaen®nc® None required

Elie,b'lity Career S®rvico (Prof®8srorielr Second level Elieibilrty

T'a,n,ngs Nori. rquuited

P. Pr.I.rr.d Ou.llflc.tlon.

Eclucalion Preferably with at least 16 units Of lLB



^'ita            .

Excellent written and vert)al icommunlcatlon 8klllo

Badio knowl®dgo in computer op®mtlon Buoh a® Mrero8ofl Omco, Excel,  Power Dolnt,. u8© of the lnt®mot

8DO.08DC.dy8#®i¢,I.#Ij

`   Job Do8ednllon:ivor. 2

l{RA buTfe8 AND RE8pONBii9il*iTiE8

##e#+''f.n%l#,##t#a..ed,odd

i,i!:!F#i;!d#jai:#EL:,i¥j:b!:a:j#!:a:#;:i::in!!;ii#jiiG#EL:,!oi%j'u:r#t'ouh#:a:n:#oITon,and
Provld® ®ffcetlvo .rid ®f«Glonl ln.lioueoOonor.Ilapalb®rvlo®. fy. Proparo elmplothaelc coue8pond®nco end cbmmunloatlonb.

3:'hdfu:Ldd't#J;hro®®T:%rt.T::#®itoi
1i. Cr®ato and malntoln.data ba8® of Bohoole oltooZi.ConBolltlal®theComplot®8tatlWork(OSW)Of ov6ry 8t3hobl ®11© wlthln the 8DO

#H#uwbh#e:bronr:fq#,R°drtb°yr,qw
dy'Lgbro8,`e#t',]8#hunp,(aBnud„;PnnoBalii,#repode'on8chodlecemp»@nc®toon«a2'.CrQatot]ndmalntalnidafabdeeolcao®elnvchvlngChlltlAbus®®ndBullylng

ClorlBal 8Llpf)®rt ]`.SFnEd3tio#:o:e://#i:a:F:@*:®n*dto#n#c!:i,§]t'riBo®?e#V#®£a,8n:d%t!a:#n;rl£%'rn3°yn#oen##n:o::!filti#ingfup

p©r8onn©l   tlmo.
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.I,R®oord®Mdmoement

1. R®c®lvoo, rocorde and routo3 daoum®nt® addrooBod to the Logol Uhlt by logglng end
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eocrotdrlovprontllno 1.    P.®paroB cle.rqncee end €®rLmcauon. upon roqueet l®r the Btona(ur® of
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ADMINISTRATIVE OFFICER IV

Attachment 3

Job Oescnptm ~ v. 1

rnA Dunes AND REspONsmlLrnEs
Proonement Pl anning Assist the ei`d-user ttnits in the preparation ot. their pi.orLu.ement dcx:`unients

Coi\duc t q uarteL.l\i end-uger interfai.e
Assist and I.evie`\. PP}q?5 ai`d other procui.en`ei`t dorLui`ei`ts Of the ei`d-user units, for i`oi`solidation
into an Jh"ual Prat.`u.en`ei`t Plan (APP), i.or i.ei.oirm`ei`dAtion ot` the  BAC and approval Of the HoPE
Plan, prichtize di`d coordinate tasks with BAG & Secretaifat upen i'eceipt ct.  appi`oveci proou.eii`ei`t
i.equests from tl`e encl-`iser `utits

Proonement Process Re`.ie``. and o`iersee tile proou.ement pi.cL.ass from prepaetion Of pi.®cun.ement dooui\ei`ts, pesting of
Manag.meat advertisemei`ts L`p to tl`e `ipdating ct. pi.ocuremei\t ti.ai`king system

S`ipen.ice  the actual conduct ct. pi.oi+urement ai`tivities such a§, b``t i`ot limited  to,  pi.a-procurement
i`orf.I.ei\ces, pre-bid, and bid s`ibihission ai`d opeithg to easLu.a adhei.ei`¢e to policies and prcaedtu.es,
ctganize prc"ti.onei`t doctm"`ts foi` pi.egentdtion and diTai`ge the BAC n`eetingg or com.ei.ei`ceg ai`d
public hiddingg

•     Prepare pL.oc`u.en`ei`t timeline§ or Schedules, nrfui`ites of BAG mceting§, resolutions, at`d biddii`g and
other pi.estu.ement-i.ela ted doc`tments
Postdi`cl/`oradvei'tiserequestforquotatioIts,ii`vitationetobid,bidbttlletiits,notii+esct.a``.and,conti.ai.tg,
notices to prct.end di`d actual pi`oonen`ent plan
Civersee the sale and distribtition Of bidding dc"mei`ts to suppliers, coi`ti.actors ai`d coitsult"`ts, and
others ¢amcen`ed
C)vet.see the dis§enutlation Of pi.orurentei`t dctLun`ei`ts to 9tim.liars, coi`ti.actorg and coitsultantg
Gatl`ei. data AI`d a99ist in the preparation Of the monthi}., qttarterl}., annual ai.i-omphehment and other
I.apoi.ts Of the BAC ai`d its Secretariat and I.eiroi.I uie sanre to con€eii`ed offices

Prolmrement C®ntracts Achrfutigtei. the inplementation and adrninistr.ation Of procturement i.ontracts b}f pi.operly pla"inig all
Management the cct`trai.t managen`ei`t stages resulting in redLtcing, elinutmting or ndtigating rfuiai`cial, legal ai`d

prc".eii`ei`t risks
•   Cool.cthAte t`.ith ure ProcMS-Contrai`t Marmgement Di`.ision concen`ing the dchvei+. ct. goods prctured

b`. the Centi.al Offii`e
C.cordinatewitl`ei`d-`tsei.sfortheai```eptai`i.eofthegoodsanclseirviceg,and`rithtl`€t.inani.eturitforthe
pi.ompt pa`1ii`ent Of i`oi`ti.acts
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JOB Descnptitm - v. 1

RA Dtjms AND RrspoNslBILrnEs
Procurement Mohitoring Gatherdatarelati`'etopi.ct.uren`ei`tdctivitiest.orthepreparationofreportstotl`eo`'ersightdgei`cieg,sucl`
and Evaluation as, but not liihited to tl`e Pho`m and APCPI

Gathei. data di`d agsist in the prepai.ation ol. the iirontltly, quaitei.l}., ann`ial act.omplisini`ent and otl`er
rapoits Of the BAG di`d its Sect.etariat and i.eport the sane to coi`i.eri`ed offii`es
Ei`i`odes latest L.rites gathered thaoufh nurket sui`.evt ar`d `ipdates prices on a reailai. bagis

AdmifListrative & Re{ords Pi`o`iideadnrfugtrativeSuppeittotl`eROhtspei`torateTeanb}.tl`ei.kingandpr.ovidingthemcoLriesOfthe
Management I.eferei`ce§ for inspection and eiigtuing proper dcN:untei`tatioi` and gtihahission Of i`ei.egsar}' rqroi.ts to the

CO
Cool.dinate `vith School Herds for tl`e deliver}t ct. goods prckL.`u.ed b}. the RO oi. CO
Pi.ovide adnthristi.ative  s``ppon  in  the  initiation ot' sanctions  dgaingt eiwh`g s`ippliei.s,  i^oi`trActoi`S,  anci
i`oiLsultautts
Coordinates and I.ai.tlitates ai.nLal i.onduct of n`cetinfs with end.usei's

§econdtry Duties Perform other functioi`s as iiu}. be assigned b}. the Heacl Of C)ffice


