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RECRulTRENT, scRErmNa Amp sELBCTloH FOR HORT-TEIACHIHG AND
SCHcOL ADlffllsTRAT IOH POSITIOHS

'10      :          Assistant schools Division superintendent
Chief Education Superirisors
Public Elementary and Secondary School Heads
All Others Concerned

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

H®n-Teaching Positions Station/Vacaney BeadELe ofSubmiesi®n

Administrative Aide IH

Angple. City Hati®nal HS

Jannary 19, 20268:Ooan-5:OopmattheRecordsUnit*DRE®nOpenmnELgtobeannounced.Administrative Assistant 11

Security Guard
school prfucipal I

Elementary School.Ischool pincipal 11
school ELcipal IH

2.        The csc Qualification standards of the said positions are stated below:
BOB scHooL ADnf"ISTRATloH poslrloavs

-TIOH S® EDucA"On --ca I-a EUGIBI.LIH

School
19

Master's degree ineducation,orEducationalManagement,or

5 years teaching 32 hours of training

RA logo as

expenence and  1 in any of or a
year rdevant cumulative of the

experience in any of foHowing:
the following: Curriculum,
learning area Pedagogy  Sthcol

Fhncipal I Educational coordination, subject Management and amended
Leadership., er q`cacher}arcs supervision , Operations,
Master's dgree inrelevantlcamingareawithatleast9unitsinManagement

school management Instmctiona]
and operations, Lead ership acquired
instructional within the last 5
supervisi-on ye-

beife
MATAR^€

Je8u3 St., Brgy. Pulungbulu, Angeles Crty 2QQ9
(045)901-9498/anR-eles.cit\r(ff:deped.Rov.ph
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School 20

Master's degree ineducation,or

5 years teaching

32 hours of traininginanyoforacumulativeofthe

II

Educational fe]]owing:
Management, orEducational experience and 2 Cumculum,Pedagogy,School

FHncipal 11 Leadership; or
years experlence lnschoolmanagement Management andOperations

Master's degree inrelevantlearningareawithatleast12units
and operations, InstructionalLedershipacquiredwithinthelast5

in Management years

School
21

Master's degree in

5 years teaching

40 hours of traininglnan.vofora

education, or cumulative of the
Educational followhg:
Manngenent, or xperience and 3 Curricndum,
Educational years experience in Pedagogy, School

Fhincipal Ill Irfeadership; orMaster'sdegree in school management Management and
and operations, Cxperations,Instructional

relevant leaning area Leadership acquired
with at least 15 units within the last 5
in Management _V-

FOR HON-TEAclnHa poe)T[OH8

-ION SO
evALmcATIOH STAHDARDS i    J,cosh-nyI

EDUCATION I-a ERE-CB rmGleDqu

AdmhistrativeAssistant1]
8

Compledonoftwoyears 4 hrs. of

I         1yen I  Assist the Senior

Bcokkeeper and/or
School Head in the

I  performance of their
Career functions, such as

Service Sub- but not linited to
q)isbursing studies in relevant relevant Professional undertaking the
Officer 11) college training xperience (FirstLeve'i a-Sar}.

Eligibflity) accounting,
budgeting, cash
management and
payron services and
other finan ce-related
to ensure efficient
office operations.

Bfty
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Administrative
3

Completionof2yrsstudiesincollege(priorto2018)or

NoneP.equired NoneRqulred
CareerServiceSub-

To provide promptAide Ill (Clerk CompletionofGrade Ptofesgional
I) (F`irst Level and quality support

12/SeniorHichSchool9Strating Eligibflity) service to the SchoolFhacipalbyimplementingadministrative

2016)* systems andproceduresand

Security 3 High School None None

Security

The pesition shallprovide±istance totheschoolinthe

Guard. delivery of prompt
License (MC and qualkyT

Guard Graduate Required Required 11,s.   96   as administrative
amended MC services and
10, a. 2013 - technical support in

Cat IV' aecoTdance Tvith theDepartment'spoHciesandprocedures.

3.        Only those who meet the mininum qualification standards as per the Initial
Evaluation Results ¢ER) will be included in the selection line-up for the Division
Open Ranking.

4.        Evaluative  assesrment  on  the  appricant's  competencies  conducted  by the
Division HRhffsB will be based on the following:

4.1  For  School  Administration  Positions:  DepEd  Order  Ho.   7  s.  2023,
"Guidelines   on   Recruitment,   Selecti®d,   and   App®intfBent   in   the
Department of Cducatl®n", Enclosure No. 3: Criteria and Point System
for Hiring and Pmm®ti®n to School Admindrfuti®n Pesiti®nB

4.2 For Non-Teaching Positions: DepRI Order No. 7 S. 2023, "Guidelines on
Recmitment,   SelectfoD,   and   Appointment   in   the   Department   of
Education", Enclesure No. 5: Criteria and Point System for Hiring and
Promotion to H®n-Teaching Pesitioas

5.        All      interested      appHcants      may      register      through      this      link:
±±±ps://bit.Iy/Re£Vacantpositiqq§  and  are  advised  to  subdrit  the  photocopied
documentary requirements at the Records Unit properly labeued. Bring the original
documents  during  the  scheduled  Open  Ranking  for  verification  purposes.  An
submitted documents will no longer be returned to the applicant.
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a.   Ietter of intent addressed to  Engr.  Edgard C.  Domingo  PhD,  CES0 V -
Schools Division Superintendent

b.   Duly  accomplished  PDS  (CS  Form  No.  212,  Revised  2017)  with  Work
Experience Sheet (dormloadable at depedangelescity.com) ;

c.   Photocopy of vafid and updated PRC License/ID, if apphicable;
d.   Thotocopy of CSC Certificate of Eligibanty/Board of Rating, if applicable;
e.   Thotocopy  Of  scholastic/academic  record  such  as  but  not  limited  to

Transcript of         Records    (TOR),   Certificate   of   GWA,   and   Diploma,
including  completion  of  graduate  and  post-graduate  units/degrees,  if
available;

f,   Photocopy of Certificate/s of rdevant specialized trainings or professional
development programs, if any;

9.   Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record, whichever is/are appHcable;

h.  Photocopy of latest appointment (for those applying for promotion);
i,    Photocopy  of required  Performance  Ratings  in  the  last  rating  period(s)

covering one (1) year performance prior to the deadline of submission,  if
appHcable;

j.    Checklist   of  Requirements   and   Omnibus   Sworn   Statement   on   the
Certification on the Authenticity and Veracity Of the documents submitted
and Data Privacy Consent Form pursuant to RA 10173 (Data Privaey Act of
212),  using the  attached form  (Annex C)  of DepEd  Order No.  7 s.  2023,
notarized ty authorized official (doimloadable at depedangelescity. com);

k. Other  documents  as may  be  required  ty the  HRMPSB  for  comparative
assessment, including but not limited to:

i.Means of verification (MOVs) showing Outstanding Accomphishments,
Apprication of Education, and Apptication of lreaming and Development
reckoned from the date of last issuance of appointment (if applicable);
and portfolio of MOVs for the assessment of identified PFSI` NCOIs.

6.        Apphcants for  the  School  Phncipal positions,  only  passers/eligible  of the
NQESH, Phncipal's Test, or school head assessment(s)  that may be so required in
the future, shall be eligible for the first appointment to School Principal positions.

7.        Molcover, appointments to school Fhacipal positions made at that tine ``when
DepEd-administered exaznination is not yet required shall remain valid. Incunbents
of such appointments, having been performing the function as School P]incipal, shall
rio longer be required to pass the NQESH, F±incipal's Test, or any other school head
examination when applying for promotion to hither School Principal positions.

8.        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
deadline.

9.        The   appficant   assumes   full   respousibhi:ty   and   accountability   for   the
authenticity and veracity of the documents submitted.  Any false and fraudulent
document shall be grounds for disqualification.

Bfty
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10.      The Department of Education adheres to the eristing general pdiey of no
discrimination  based  on gender  identity,  sexual  orientation,  disa,bilities,  religion
and/or indigenous group membership in the inplementation of its Merit Selection
and I+emotion Plan.

11.       Immediate dissemination of this Memorandum is desired.

ZENGR. BDGARD c. DomavGO phD, c=sO v
Schools Division Superintendent

T
Reference: DO 7, s. 2023; DO 21, s. 2024

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

EMPLOYMENT
pROMorloNs
RECRUITMENT

CLM/A0IV/January 13, 2026

Dfty
MJRTA"€a~ma-.P rlro-urn.      &|aal.C fE.LmeLAS

#r:oS:._'9:89,.£ug]ei:s:trt:T#'`d?pgeed]=o:_`]pE2QQ9




