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DIVISION MEMORANDUM
DM No, lA3 . s.2021

CALL FOR APPLTCATTON FOR ADMINISTRATIVE ASSISTANT lll (SENIOR

BOOKKEEPER) POS|nONS lN SDO OUEZON

To: OlCs, Office of the AssiBtant Schools Divi6ion Superintsndent
Chief, Curriculum lmplementation Division
Chief, Schools Governance Operation Oivision
Education Program SuperYisots
Public Schools District Supervisors
HRMPSB-Chairman, Members and Secrctariat
Elementary, Junior and Senior High School Heads
All Others Concerned

1. This ofiice announces the opening of application for the position of Eight (8)

Adminislrative Assistant lll (Senior Bookkeeper) lo be assigned to lhe following SUE
Offices: Catanauan (2), Gumaca (3) 8nd Real (3). All qualified applicants regardless

of age, gender, sexual orientation, social slatus, disability, civil status, religion, eihnicity,

class and political affiliation are hereby advised to submit hard mpy of documenls with
proper labbing or scanned mpy of documents using one PDF file only on or before
March '19, 2021 (Friday) ior open ranking at the Records Section, Schools DiYision

Oflice, Talipan, Pagbilao, Quezon.

2. Qualified applicants are advised to submit the follo\uing pertinent documents:

a. Letter of inlent addressed to the Schools Division Superintendent (Kindly indicate
the position you are applying for)
Personal Data Sheet (PDS) with Work Experience Shset
Transcript of Records (Authenticated)
Certificate of Trainings and Seminars Attended
Authenticated Eligibilty
Latsst Ssrvics Record or Certificate of Employmeni
Performance Rating for the last 2 years (in cunent position if applicable)
Other accomplishments relevant to the position
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i. Aclivtities and accomplishments shall be properly documented approved by the
immediate chief and attested by the authoriez regionaUdivision oficial.

The Personnel Selection Board (PSB) and Sub-Commitlee Members shallfacilhate the
open ranking procedure, validalion of documents, and written skills^est.

Applicants who will pass the initial evalualion and those remaining applicants who

alrsady submitted their applications may submit letter of intents in specitic suFoffces.
Another division memorandum will be released for ihe schedule online interview and
written/skills test. Those who will meet the cul-off score of 45 points and above will be

included in the rank list.

5. Listed below are the Qualitication Standards for the positions.

POSITION/SALARY GRADE :

ADM|N|STRATIVE ASSISTANT lll (SENIOR BOOKEEPERySG€

QUALIFICATIONS:

EDUCATION: Completion of 2 years studies in college

EXPERIENCE: At lesst 1-year relevant experience

TRAINING: Four hours relevant training

ELIGIBLITY: Career Service(Sub-.Professional)/ First Level Eligibility

. Preferred Additional Requlrements for AdminBtrative Assbtant lll
Applicants must poss€ssed a Bachelor's Degree in Business Adminislration
preferrably in accouniing.
Wth experience in linancial records and reports, accounl track and financhl
transaclions recording and procedures, liquidation and pr+.audit.
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lmmediate and widest dissemination of this memorandum is desired.

EL|AS A. ALTCAYA , JR. / n
Assistant Schools Division Superidtefident

OfficerJn-Charge I I

Office of the Schools Division Superinlendent
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