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De$artment of G!ffrtion
R€gion IV-A

SCHOOTS DWISION OF QUEZON PROVINCE

26 July 2021

DIVISION ilIEf,IORANOU
DM No. -ED - s. 2021

To:

CALLING FOR APPLICATIOI{ FOR VACANT NON"TEACHING
POS|T|ONS ll{ SDO QUEZON

OlCs, Oficc of the AssiEtarft Schools DiviEion Superintendent
Chlef, Cur culum lmFl8mentation Division
Chief, Schools Govemance OpeBtion Division
Education Progrem Suporvlsors
Public Schools Dlsttict SupervisoE
HRiTPSB€hairman, liembers and Seci€tariat
Elementary, Junio. and Sonlor Hlgh School Hsads
All Others Concemed

1. This office announces lhe opening of application for the position of Alministratirc Offic€r l!.

Administrative Assistant lll and Administrative Assistani ll in Elementary, Junior High School

iiirsefffrEliE-Sfi6d-7tt qu iEd apElrca_filffiiia7lfess of ege, gender, sexual orie alion,
social status, disabilily, civil status, religion , ethnicity class and political afftation are hereby

advised io submil hard copy ol documeris with proper tabbing on or before August 6, 2021
(Frid.y) for open ranking.

2. Qualified applicants are advised lo submit the following pertinenl documents:

a. Letter ot intent addressed to the Schoo{s Division Superintond6nt (Kindly indicate lhe
position and office you are applying foo

b. Personal Data Sheet (POS) with Wo* Experience Sheet
c. Transcript of Records (Authenlicated)
d. Certificate of Trainings and Seminars Attended
e. Aulhenticated Eligibility
f. Latest ServicE Record or Cerificate of Employment
g. Perlormance Rating for the last 2 years (in cunon( position if applic€ble)
h. Other accomplishmenl6 relevant lo the position

i. Activities and accomplishments shall be properly documenled approved by the immediaiE

chie{ and attesied by the authorized regional/division official.
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"Crtodn, Posdbiwet, h6pl.hg I ,dydtlot,6"
Address: Sltio Fori, Brgy. Talipan, Pagbllaq Quelon
Trunkllnc f: 1042) 784{356, (0421784-0154, (042) 784-0391" (042)734-0321
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3. Applicants are hereby informed that the list of schools/offces wilh vacancy are identilied (See

Enc]osure), as well as lor the position. Applicants are advised to submit letlar of interi Stating

lhe vac€nca and station that they are applying ior. Furthermore, those aPplicants of Balch 2

Administrative Offcer ll who are willing to be assigned in the vacar iiem listed below may

submit a le(er stating the vac€nt position for Administrative OfUce. ll, subied for appoval of
SDS and HRMPSB Members.

4. The applicants who und€rgone school-bssed ranking p.ocedure shall be aulomatically induded
in this seleclion process including those who submitted via emailthrough the office ofthe HRMO
ll of this division.

The Personnel Selection Board (PSB) and Sub-Committee Members shall facilitale the open

ranking procedure, validation of documer s and written skillsllest.

Applicants may submit their peftinenl papers lhrough the distric't lieson ofiicers.. docuF€r s

should b€ in proper anangemsnt as stated in ilem no. 2 of this memorandum. ln addition,

incompbte documents will not bo ontertained and no additionel documents wlll b€

accepted .fter the de.dlin6.

Applicanis who will pass the initial evaluiaion will be informed through a division rn€morandum

for the schedule online inlervi€w and written/skills test. Those v/ho will meet the cll-off smre of
45 points and above will be included in the rank li8t.

Listed below are the Oualification Standard for th€ posilions.

POSINONISALARY GRADE:
AD INISTRATIVE OFFICER II'SG.,I I
ADMINISTRATIVE ASSISTANT IIU SG.g
ADIIIINISTRANE ASSISTANT IUSG{;

5.

6.

7.

L

Administreuvs Ofncor ll
OUALIFICATIONS:

EDUCATION
EXPERIENCE
TRAINING
ELIGIBILITY

: Bachelois degree relevant to thejob
: None Required
. None Required
: Career Servi@ (Professional)/Second Level Eligibility

. Pref€EEd Additional Requiromonts
Wth expenence in human resource manaeFment and supply menagement

DEpEDOUEZON-TM-SOS"Oa{0S{}o3

'Clcdlng Posaiu|h'tcs, I nspl ng lry,ovaao,,s"
Add.c$: Sitio Fori, BrEy. Talipan, Pa8bilao, Quezon

Trunkllnerfi (042) 784"0365,{042)784-0164, (042)784-0391, (042) 784{321
arli.ll Addres: quezon@dep€d.Eov.ph

Wet)alte: www.depedquezon.com.ph
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QUALIFICATIO S:
EOUCATION
EXPERIENCE
TRAINING
ELIGIBILITY

Administraws Assistant lll (Senior Bookkeepo4

Compleiion of two.years studies in college
At leasl 1-year relevanl work experience
Four (4) hours relevant training
Career Service (Sub-Professional)/First Level Eligibility

Adminbtretive A$istant ll lDisbu6ing Ofncer ll)
QUALIFICATIOTIS:
EDUCATION i Complelion of two-years studies in college

EXPERIENCE :At least 1-year relevant work experience

TRAINING i Four (4) hours relevant {raining

ELIGIBILITY :CareerSeMce(Sub-Professional)/FiBtLevslEligilility
. PrefonqdAdditional RsquirBments

Applicanls must possessed a Bachelois Degree in Business Administration
preferably in accounting
With experienc€ in financjal records and roports, sccouni track and financial

transactions recording and procedures, liquidation 8nd pre audit.

Administrs0Ye A$istant ll (SHS)

QUAUFICATIOHS:
EDUCATION . Completion ot two-years studiG in college
EXPERIENCE At lsast 1-year relevant work experience

Four (4) hours relevant iraining
C€r6er SeMce (SuFProfessional)/First Level Eligibility

. ProferredAdditionalRequiremenls
Applicants must possessed a Bachelo/s Degree

Wth experience in derical and admiflistrdive funclions.

9. lmmediate and widest disseminalion of lhis memorandum is desired.

TRAINING
ELIGIBILITY

ELIAS A. ALICAYA. J R,EdD /
Assistant Schools Divrsion SupJricJndent
Officer-ln-Charge ,t 

I

Offce of th€ Schools Division dupertntender*

oEPEDOUEZON-Ti'SDS 04 009 00!

"Ctenalng Po.slb Hes,Intpl,InA I tovotfoos'
Aaldraai; Sltio Fori, Ergy. Talipan, Pagbil.o, qu€zon

rrunklln.n (042) 784-0366, (042)784-0154,(042)7844391, (042)784{321
Emell Address: quezon@dep€d.gov.ph

W!5slte: ww.dEpEdque20n.com.ph
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Enclosure to Df,l No- 'tzl s.2021

oEPEOOUEZON TM SOSo,({Oo{O3

'Ctto&ry Posslb ldet ttEFithtg Intbvaalot,6"
Mdress: Shio Forl, Brgy. Talipan, Pagbllaq Quezon
rrunHrne r: 1042) 784{366, (0421 784{164, (042) 78/439L,1042l, 7A44321
Em.ll Addr6s: qu€zonedep€d.gov.ph
W.b!lt.: ux*.d.p.dquEron.com.ph

OFFICE POSmOil t{UTIBER OF
vAcAt{cY

PLACE OF ASSIGT{IIET{T

ELEMENTARY

AOMINISTRATIVE

OFFICER II

l BURDEOS CS

2 TALISAY ES

3 DON JUAN VERCALOS ES

4, TAYUMAN ES

5. CASAY ES

6. VILLA REYES ES

7, GUINAYANGAN ES

ADMINISTRATIVE

ASSISTANT III

(sENroR

BOOKKEEPER)

l0

l. Eurdeos CS

2. Patn6nungan CS

3. Polilio CS

4 Lutucan ES

5. Bu€nevisle CES

6. Calanausn CS

7. Aurora ES

8. San Na.ciso CES

g Don Emilio Salumbides ES

10 PlsridelCS

ADMINISTRATIVE

ASSISTANT II

(DISBURSING

oFFrcER fl)

'I Burdeos Cs

2. Jomalig CES

3 Cataneuan CS

4 San Andros CES

5. Auror€ ES

6. Lop€z l bst ES

7. unisan CES

8. San Narciso CES

9. Mulenay Distri.{

SHS
ADMINISTMTIVE

ASSISTANT II
3

1 Mapulol NHS

2 Leonarde D V€ra Cruz NHS

3. Cassy NHS

Bit
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OFFICE POStTtOt{ NUXBER OF

VACANCY

PLACE OF ASSIGI{I EI{T

JUNIOR HIGH

scHooL

ADMINISTRATIVE

ASSISTANT III

(sENroR

BOOKKEEPER)

10

1. SAN ROQUE.ILAYA NHS

2, MBANGKA NHS

3. ALONEROS NH$

4. SAN ISIDRO NHS - PADRE

BURGOS

5 CALLEJON NHS

6, STO NINO NHS

7. JACINTO G, ESPI"ANA NHS

8. CASAY NHS

9- SAN ISIDRO NHS - TAGKAWAYAN

IO.BAMBAN NHS - TAGKAWAYAN

AOMINISTMTIVE

ASSISTANT II

(DISBURSING

oFFrcER [)

9

1. SAN ROOUE-ILAYA NHS

2. ALONEROS NHS

3. JOMALIG NHS

4. SAN FRANCISCO B NHS - LOPEZ

5. SAN JI.,IAN NHS. PANUKULAN

6. sro. NrFlo NHs

7, JACINTO G. ESPTAM NHS

8. KATIMO NHS

9. GLORIA UMALI NHS

DEPEDQUEZOiITITASDS{:r.{xn-{rir!

'Creot,,' Possltt tE , lntBlrlng lnlbudtb,s'
Add.!rs: Sitio Eori, Bqy. Tiliprn, Paabilao, Quezon

Truntllne ft (042) 784{366, {042) 784{154, (0421784{391. (0421 784-0321

E,nrll Addr.tr: queron@d€ped.gov.ph

Welralte: wswdopedq uezon.com. ph
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