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02 Jul 2026 

DIVISION MEMORANDUM 
NO. , s. 2026 
 

RECRUITMENT, SCREENING AND SELECTION FOR  
NON-TEACHING POSITIONS 

 
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 non-teaching 
positions, this Division, to mention: 
 

Non-Teaching Positions Station/Vacancy Deadline of 
Submission 

Administrative Aide I Angeles City National HS  July 9, 2026 
8:00am - 5:00pm 

at the Records 
Unit 

*Division open 
ranking to be 
announced. 

Administrative Assistant III Gueco Balibago ES 

Accountant III Accounting Unit, SDO Angeles  

 
2. The CSC Qualification Standards of the said positions are stated below: 

 

POSITION PROFILE 

Position Title: Accountant III  

 

Salary Grade: 19 

Monthly Salary: P59,153.00 

Station of Deployment: Accounting Unit, SDO Angeles 

CSC QUALIFICATIONS: 

Education: Bachelor’s Degree in Commerce/Business Administration major in 
Accounting 

Experience: 2 years of relevant experience 

Training: 8 hours of relevant training 

Eligibility: RA 1080 (CPA) 

JOB SUMMARY:  

• To analyze and attest to the accuracy of accounting records and reports and 
provide information and advice to the management of the schools division to 
ensure that the utilization of funds for basic education are maximized and 
compliant with government accounting rules and regulations  
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4. Evaluative assessment on the applicant’s competencies conducted by the 
Division HRMPSB will be based on DepEd Order No. 7 s. 2023, “Guidelines on 
Recruitment, Selection, and Appointment in the Department of Education”, 
Enclosure No. 5: Criteria and Point System for Hiring and Promotion to Non-
Teaching Positions 

 
5. All interested applicants may register through this link: 

https://bit.ly/RegVacantPositions and are advised to submit the photocopied 
documentary requirements at the Records Unit properly labelled and ear tagged 
using Pink folder. Bring the original documents during the scheduled Open Ranking 
for verification purposes. All submitted documents will no longer be returned to the 
applicant. 
 

a. Letter of intent addressed to Engr. Edgard C. Domingo PhD, CESO V – 
Schools Division Superintendent 

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

c. Photocopy of valid and updated PRC License/ID, if applicable; 
d. Photocopy of CSC Certificate of Eligibility/Board of Rating, if applicable; 
e. Photocopy 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 relevant specialized trainings or professional 
development programs, if any;  

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

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 
applicable; 

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 Privacy Act of 
212), using Annex C form of DepEd Order No. 7 s. 2023, notarized by 
authorized official (downloadable at depedangelescity.com); 

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

 i.Means of Verification (MOVs) showing Outstanding Accomplishments, 
 Application of Education, and Application of Learning and Development 
reckoned from the date of last issuance of appointment (if applicable); 
and portfolio of MOVs for the assessment of identified PPST NCOIs. 

 
6. 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. 
 






