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DepEd - DIVISION OF QUEZON
Sith Fori, Btgt- Talipan, Psgbilao. @./f'zor,
Ttunktina # (o42) 7444 6, (o42) f844161, (N2) 78/43p1, 1042) 7814321
wv.dcpe&uazoq.@m,ph
"Craafing PoasiHtili ae, tnqrtrhg t,moYrli orrs"

HE
R.gisfetEn Numb.c

QACrR63r02r6

WEEK 4

Prepared by:

SKEIETAI WORK FORCE SCHEDULE

PERSONNET SECTION

GROUP 1(JUNE 22-24,2020-WFH; JUNE 25-26,2020 -SDO)

GROUP 2 (JUNE 22-24,2020 - SDO; JUNE 25-26, 2020 - WFH)

laU/
U,ENNIE O. GAELA
Rdrinistratiu" Officer lV

Noted bv: I

h/
clrnenr*E P. TALA,ERA, 

"=r{,Schools Division SuOerintendent 

I

DEPEDAUEZON-TM€DS-0,1-U25.m2

NAME POSITION
Dayanara E. Flores Administrative Assistant ll I

Bryan R. Ladines Administrative Assistant lll
Gemma R. Radan Administrative Assistant I I I

Raquel O. Venzuela Administrative Assistant I ll
Caren D. Aranilla Administrative Assistant I ll
Therese Jeanne T. Reves Administrative Aide Vl

NAME POSITION
Rodelio M. Esmerna Jr. Administrative Officer ll
Alexander G. Romulo Administrative Assistant I ll
Famela B. Fontarum Administrative Assistant I ll
Yvannah Marie A. lnoente Administrative Assistant I ll
Robin Ace B. Monterev Administrative Assistant I ll
Michelle J. Salvador Administrative Aide Vl
Aireene A. Ursabia Administrative Assistant ll I

Akimi Therese M. Asano Administrative Assistant ll I

Email addresi : ouezor@deDed.aov.ph
Cooments: Txt HELEN - lr917E90ZtZl lSnl€rtS|,,lndWxg 2327 Globe an.t fil)

This hnn is 6 pbpctly ol SCHOOLS DIWSION OFFICE - QUEZON PROVINCE. Tha,rloF-, un.uthotizad ue b sfrctt/ plDrbrad unbss
p€rmiftad by he Sdoob Division Supeinbndent.

@



DepEd - DIVISION OF QUEZON
Sitio Fon. Bqy. Tetpan, Pegblao, Quezon
TruMine * (042) 78443fi, (o42) 7U41U, (042) 7814391, (042) 7844321
wYny-depquezon.@m.ph
'Creating Poseiufifres, tnsddng tr,,lorylariot s" R6dsfatrcn Number:

oAc,R83m2l5

WORK FUNCIIOIIS ANO DELIVERABLES

PERSOi|IEL SECTTOI
+

Name Posithn Function OnpuUDeftveraU€s
ROOELIO M, ESMERNA Adninistrative Ofrcer ll Ad.ninislrative Updating of Onkre Planflla and Preparairn ol Hazard

Payroll

GEMMA R, MDAN Adnioistralive fu sislant lll Affioistrattve

Checfing ol Propo iond Vacalioo Pay Reporl,
Volidation of Hardsiip PayroH. Cardng ot CSC
approved appointmenls, Updaliog of Employees Leave
Cards and Filioo o, Documsntr

FAIIELA B. FONTARUM Mminigaatve Assistanl lll Adninkirarive

Chscking ol Propoltond Vacalbn Pay Reporl,
Validalion of Hardshi, Payroll. Car&rg of CSC
app,oved eppolninonE, Upd.ting of Erploycca LsrvG
Cards and Filino ol Docrrrnenb

WANNAH MARIE A INGENTE Adminisfafive Assistari lll Admirfttrative

Cheding o, Pmporlionsl Vacalion Pay Repoi,
Va$dallon of Hardshp Payrol, Car&E of CSC
approved appointm€nts, Updating of Employees Leave
Cards and Fillno of 0ocurtents

CAREN D, ARANILTA Adminbbative Assistanl lll Adminisbalive

Chectirrg of Proportional Vacatioo P8y Repod,
Validation of Hardshh Psyrol, Cardng of CSC
approyed appoitunents. Udaling of Employses Leave
Cards and Fllloo of OocumerE

AIREENE A, URSABIA Mminbtrative Aesilianl lll Adn*nislralive

Che{kiog of Propo ional Vacalioo Pay Report,
Valk ation ot Hardshb Payrofl. Csrdng of CSC
spproved app{idneob. Updalhg ot Employsss Leave
Cards and F*no of Doorments

RAOUEL O, VENZUELA
Adninislrative A$istant lll Admhfulrative

Checling ol P,oportiond Vscatioo Pay Rspo4
Valdation of Herdshb Payro0. CardrE !d CSC
approved appdnEneob, Updatiog of Employo$ Lo.ve
Cards end Filino ol Dodrmenls

SHEILA MARIE S. MENDOZA Administalive Assistant lll AdIIinislralive

Checlfig of Proportional Vacation Pay Repo.t
Validation of Har&hip Payroll. Cardhg of C$C
approved appoinlmeflls, Updaling of Employee Leave
Cards and Fi[no of oocumenlB

IHERESE JEANNE T REYES Administrative Aide Vl Adrinksative

Ch€cffng ol Proportional Vacalion Pay Rspo4
Va[dalion of Hsrdship Peyrdl. Car&rg of CSC
apFoved appdntrc t3, UFdatE ol Employe€s Ls€ve
Cards alld Fllino of Doomsnts

DAYAMRA E. FLORES Adminislrative Asshtafll lll Administoative

Monnoring ol Pertned Uocrflienb ot:i€corxtary,
Mor*todng and Enc{dng afApproved Appointner s,
Cheddng of Form 7 of SHS, Adninbtradve FuodlorE
and Olher TEsks

AXIMI THERESE M ASANO Admhbtralive Assistanl lll Adrdnisaa$Ye
Moniiodog of Psrlinsflt Documents o, Elemer*sry,
Puuicalfun of \racant Positions, Tramfltiltal of
Appoinnnelts, Aftidslrativo Funcdons and Odrer
Tasks

BRYAN R- IAOINES Administralive Asshtanl lll Adlnin'lstralive ReceMnq aod Releasinq of Doclmsnts
iTICHELLE J. SALVADOR Admlnishative Aide Vl A*ninlsiralivo Cltscklng of LeavB Form and DTR alld UpdattE of

Leave Cards of Divlsio[ Oftce /lnsdar PeEonnel

ROBIN ACE B, MONTEREY Administralive Assbta0t ll A&dnislralive
Consolidadon of PBB Psyroll, 2018 and Checking and
Encoding ol Registy of Oualfied Afplicaflb SY 202$'
2021

ALEXANDER G. ROMULO Administralive Asslstant Il Adr nislrative Updatiog of SeMce RecorG of HEh Sdrool,
Receivim and Releasino of D0cume ts

Prepared by:

WENflIEIETGAELA
Admi6istrative Officer lV

Noted by:

C 

^T 
HEF{INEI#LAVERA, CESO V

Schools Di*ion Superintendent

OEPEDOUEZON-TM.SDS-04{1 O-OO2

Email ddress: ouezot@deped.qov.oh
Comments. fxt HELEN - lNlfE$OZrz7 1Sm*ttSulfd*nlxg 2327 (crobo .n , frl)

This fonn is a prc,Efty ol SCHNLS DIVISION OFFICE - QUEZON PROVINCE. Therolote, unauthoizad u8 is s,tk:l, ptohhilod unles
pomifred by lhe Sdlools Divisbn Sup'inlend3.nt.
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DepEd - DIVISION OF QUEZON
St6o Foti, Btgy. Talipan, Pagbileo. Quezon
Trunktin. # (u2) 78a4366. (u2) 7u4161, 1042) 7844x1, (042) 7844321
wvw.deq@uexon.cam.fr

" Q e atin g Possi b il td e$, I n s phi n g I nn ovafi ons"
Rogi3t'abn Numb€r:

oAc/R63^r2r6

SKELETAL WORK FORCE SCHEDULE
Office of the SDS and ASDS

DEPEDOUEZON-TM-SDS-0,1-025-002

Enait address: ouezon(bdeped,qov.ph &
commentg rxt HELEN -.n178902i27 (Sm tlsun/fotknfx9 2iZ7 (Crobe and T$) 

tEll
pgmilted by the S&oob Divisk n Supeintehcknt.

ADMINISTMTIVE ASSISTANT III June 8 WFH
June 9-12 SDO

SARAH LYNN V. DIALA ADMINISTRATIVE ASSISTANT I II

JUNE 8-'t0,2020 SDO
JUNE 1't-12. 2020 VVFH

ADMINISTMTIVE ASSISTANT II JUNE 8-10, 2O2O WFH
JUNE 1'1-12. 2020 SDO

ADMINISTMTIVE AIDE VI JUNE 8-10,2020 WFH
JUNE 11-12. 2020 SDO

ALOHA C. CANTOS ADMINISTRATIVE ASSISTANT III June 15 to 18 SDO
June 19 VVFH

SARAH LYNN V. DIALA ADM INISTRATIVE ASSISTANT II I
June 15 WFH
June 16 to 19 SDO

ADMINISTMTIVE ASSISTANT II JUNE 15-17, 2020 \,VFH
JUNE 18-19. 2020 SDO

ADMINISTMTIVE ASSISTANT II JUNE 15-17, 2020 SDO
JUNE't8-'19. 2020WFH

ADMINISTRATIVE AIDE VI JUNE 15-17, 2020 SDO
JUNE 1&19. 2020 \A/FH

ALOHA C. CANTOS ADMINISTRATIVE ASSISTANT III

June 22 VVFH
June 23-26 SDO
June 29 VVFH
June 30 SDO

SARAH LYNN V. DIALA ADMINISTRATIVE ASSISTANT III

June 22-25 SDO
June 26 l /FH
June 29 SDO
June 30 \rVFH

MARISSA MARAGAY ADMINISTMTIVE ASSISTANT II JUNE 22-24, 2020 SDO
JUNE 25-26, 2020 \ iFH
JUNE 29-30.2020 SDO

ADMINISTMTIVE ASSISTANT II JUNE 22-24, 2020 VI/FH
JUNE 25-26, 2020 SDO
JUNE 29-30. 2020 \ /FH

MARINEL OBMERGA ADMINISTRATIVE AIDE VI JUNE22-24,2020 VI,FH
JUNE 2s-26, 2020 SDO
JUNE 29-30. 2020 \ /FH



DepEd - DIVISION OF QUEZON Hr;Sido Fori, Btgy. Talpan, Pagbilao. Quazotl
TrunkJbe * (012) 7844366, (012) 7844161, (u2) 78443€1, (042) 7844321
wvtyr - de p dq uezo n com. fh
"Crealing PossiHlili es, t,ts4,ing lnnovrtloas"

R€gistrlion Numb6r:
oac/R63r0216

Work Functions and Deliverables
Office of the SDS and ASDS

Prepared by:

sorMoro*
Ad jrhistrative Assistant lll

Noted by:

c ,*t."awe/tJdevE RA, c Eso v
Schools Diy'sion Superintendent

SKETETAT WORK FORCE SCHEDUI..E

ADMINISTRATIVE SECTION

DEPEDQUEZoN-TM-SDS-0,1-025-002

Email addEss : gll-gg@ggj4gLggy4h
Conmentg fx, HELEN - ar917E902327 (S,,1,,/,Aun/fa/tnlxr) Bn (cbba aNl TN)

Thia fonn is e ptuptA of SCHOOLS D|SION OFFICE - AUEZON PROVINCE. Tl'€roft]r., uneuthoizad us. ls slrct/y proh.iDilbd urbss
pemiftecl by tho Sdlools Division Supeinlendenl

T{AME Position Function OutpuUDeliverables

ALOHA C. CANTOS
ADMINISTRATIVE
ASSISTANT III

Secretariat lncoming and Outgoing
Communications/ Documents
and Administrative Support

SARAH LYNN V. DIALA ADMINISTMTIVE
ASSISTANT III

Secretariat lncoming and Outgoing
Communications/ Documents
and Administrative Supoorl

MARISSA MARAGAY ADMINISTRATIVE
ASSISTANT II

Secretariat lncoming and Outgoing
Communications/ Documents
and Administrative Suooort

RENA RODIL ADMINISTMTIVE
ASSISTANT II

Secretariat lncoming and Outgoing
Communications/ Documents
and Administrative Support

MARINEL OBMERGA ADMINISTRATIVE
AIDE VI

Secretariat lncoming and Outgoing
Communications/ Documents
and Administrative SuoDort

WEEK 1

@



DepEd - DIVISION OF QUEZON BU
Regiltation Nun&6r:

oAc/R6r02r8

Sino Foti, Btgy. T.lipan, Pagbilao, Q'/€.zon
Trunktina * (U2) 7814366, (012) 7U41u, (o42) 78443€1. , (o4?t 7044321
www-dew&uezon.cotn.il
"Crcaling Po..iulili.s,, nE inng hrrovafr ofis',

WEEI 2

Prepared by: Noted bv: hJ
cATHERrlrt. TAT.AVERA, CESO V
SchoolsOivision Superintendent

DEPEDOUEZON.TM€DS.O4-C25.{D2

Email address: d ue2o,ra,da pod.oov -ph
Commenls: Tn HELEII - |N17E9O2?ZI lSttidtsw*Cknfxq ZiZT (Gtob and f )

This lom is a PaPfiy ot scHools DryrS/ON oFFlCE - QUEZON PROVINCE Thcg'r,tF., unetltt:E,tiz.d u* b st irry ,rDnDriibd urhss
ptt *bd by ba Sdl6oA Divis*m Su,dtinbn&nl

MAI{IADOT.OtrE
Adininistrative

@



DepEd - DIVISION OF QUEZON
Sitjo Fo.i, ggy. Telpen, P,gbleo. Qsezo,
Trunkli,ro * 1012) 7814166, (012) 78441A1, (U2) 78443p1 , (042) 7U4321
wwtt/ d€ R dque ro n. @ m, ph

"Cretfrng Po3alflides, tnqiing tnnoy,0ot a"
Rlgiatelion Numboc

oAc,R83/0216

ATilIT{ISTRAIIVE SEC NOil

DEPEDOUEZON-Tttt-SD90,l-o2s{x}2

Email addrds$ : o uazofr@deped.oov.oh
Cornments: fxt HEI.EN - N178!N23Z| FmtlSi/,,n,/,,otTxg 2j2f Gtobe and fio

fhb hm i6 e Pbptly ot SCHOOLS O/yrS/ON OFFTCE - AUEZON PROVINCE. TharetoE, unauthuEod u* is *lrtly p,llhhitcd unle5s
permilled by [he Scfroob D{yisira Suoo,tnlpndeni

NAE POS|rplt Ftxlcnol{ OUTT'I'DEI.I'iEMEI,TS

Edsd P. EthS! Adr nrsmil" Ofrcer ll Payrol Stafi (EErEntay)

Receive 0E anconing doc fisrb fua

$rpd€menHy payrol a,rd oot€r be{teffs

Compute ard irput h the sysEn fte arfled
received @nEfla

Print and p(epare soi copy of payro{ hen s6ril
lo cashier and acco(rltim sedim

&vin V Zeia Adr nislrative Assislanl lll PayrollSld
(Jurior High Schml)

Receive tre inconing docufienE for
supderrsrtary rydl ard dler benefib

CompiXe ard nFn h fle syslem tre arlted
received dooJrrEnb

ftint and prep € sot copy of payroi then sdmit
lo cashier ard accounlim sedion

Jan Carlo Reyes A&Tinistrati\c Assistaf lll Payroll Stafi
(Senior Hbh Scnod)

Receive the incofiing &qjnEnls fur
swpErEdary payrdl arld oner beoefiE

Cqnptle ad input m t\e system t\e adited
receiY€d &ofiEnts

Prinl and Feprc son copy d payro! t\€n s't{dt
lo cashiY ard accomlim sedim

ME P!0SlII4l RJi{Crot{ OI'IPUIII'E.IT'ERAELES

Jay l Qali0oqdt$ Adminisfatve Assisbnt lll Payrol Staf (lntegralion)

Process,ng d Sahry lntegratin ftlf irrclEion h
the re$lar payrol ot Teading a.d ibFleahing
(l@ Hired, TmnsEr. ftunothn,
Red6sifcdim)

NIMC Yilaoe Admistdit/e Assishnt lll
Phi[Bdlh and PaslBlG
Remiltance Harder

Pag-lBlG Loar Vaifier

lncomg corrru*)atron docuflfrils ad
adrinisfatue srpport

Processir[ ot PtllltFdm ard PaglBlG
Remittarce (Regular and $pplemenh,y)

Prorire idjfcalions aod certifcatiorE for

BbtEEdU and PaSlBlG contlxiioos

Verifcanon ot Pa-lBlG lmns

Alefle M. Tolentino Addrxslrative Assistant lll

SecrEbrial

thliga0! Renitlance
lbrdler

lncomingc0rrrunicatio{rdocumenb d
adr*istalive $ppo.l

Consddalm d SAIJ{ repo.ts

CheclirE d prwident loans

ProcessirE of Phi[Ealt' Re$i[ance (Reqiar and
SuDoleflEntaryl

@
othe.bE



DepEd - DIVISION OF QUEZON
Sitio Fo.i, Btgt. Trlipan. Psghiho, Qt azon
frunk$ra * (042) 784-03fi. (O12) 7U41U, (U2) 7e14N1 , (042) 78,4,4321
vott. dc F Quezo n - @m.fil
"Crcaliru Po.-eiultlios, lnaddng lwlovadions,

Re{Ftrlioh f,lunt r
o^crn63o2l8

Prepared by:.

uMwffi*o
Administrative6fficer v

Noted bv:

/lrJ
cATHERlDrt. TATAVEM, CESO V
School/Division Superintendent

Commenls: fxt HELEN - n27 (eroha ad T )

Thie lom k e Powdy ol SollcoLs OlvlsloN OFFICE - aUEZON PROVTNCE- Th.reltr.r€, unautho,iz.d ue b *idy prohbb., unb$ ottrl lb

l{AE posmofl R tcfl)ir q,IPITDAryERAA..ES

t{ueen l. Em(uez Admnistatrve Assisant lll

Pr ate Lendng lrEtitutbn
(PtllVerilier

GSIS Rernitiarre llander

Verficatron ol Priyate LendirE lmliluidl's Lo6rls

Bocessing of GSIS Remitarce (Re$rar and
Supdenrenltry)

Eleanor V Romdo Adrtuist'ative Assisbnl lll GSIS Rem{tance Halder PrftessnE of GSIS Refiitdloe (ReSlu a'd
S4dcrrE tbly)

oinlm D win M
Evadsne Adminislrdtve Assistant lll GSIS Loan Vedfier

Verilcation of vaixu GSIS loa(E (cFAl- Cqfflo|.
Policy and Emergemy haa)ard Priwte terding
lnstiMin's loans

Vnce Angelo L.

AEhe,
A&inistrdiw Assistanl I I GSIS ARA

RecerorE and rdeasrng of <harneds ltr dl ge
o, nafiE

Preess.ing of GSIS ARA t'ru{n CgS W9HISP
Systsn to Wdde records (s6lary dirs0rcnt,
tsanshr o( slatfun, dwEe of rtamdsbius. ad ,or
request ol BP Nunber)

ME F0$Itol nntrro{ O'IPI'TIIEI.I'/RASIJS

Gark Cadb M,I.nsffiPe Aide M DTS ln<fiage
Receimg nrd Eharip of &amse ad
ffiEfemm of DTS nrrts lo Esp€dive sedixE

DEPEDOUEZON-TM-SDS-0,+42 X)2

pe|,ritted by th6 Sdtoob Division Suprinlfialent.



DepEd - DIVISION OF QUEZON ga
Sitio FotL Btgy- Telipen, Pagbilao. qtezotl
Trunkfir. # p12) 7814366, (012) 7844164, (o42) 7f44391, (042) 7U4321
wttvt. do F Quezo n. @ m. fl t
"Crealing PoaaiHfrfr es, lnsNdng lnnoyadoos"

R6gist'etion Numbor:
QACrR6Sd!216

SKEI.ETAL WORK FORCE SCHEDUTE

ADMINISTRATIVE SECTION

GROUP 2

Prepared by: Noted by:

CATHERINMA . ATIENZA Iro*r.*,..*{
on Superintendent 

I
icer V Schools

ouezor@deoed,oov.Dh
Commenfu: fxt fIELEN - 1N17890A27 i6m*t/S. dfatkz.fx0 2327 (ctobe and nt)

lhia bnn ise ptupedy ol SCHOOLS DIVISION OFFICE - QUEZON PROWNCE- Therc/f,,€, uneuthotied u* b dri y prohbf€,d unbsE
perm,lt dbydre Sctoo/s Division Sup.inlemkht.

WEEK 4

WEEK 5

DEPEDQUEZON-TM-SDS-04.025.002

@



ffiffi DepEd - DIVISION OF QUEZON tsESitio Fori Btgy. Telip6n, Pegb eo, Arazoo
Trunkiini * (042) 7844366, (o12) 7844164, (N2) 7814391, (o42) 7844321
t tw|t. d€ F fu ue zo n - cam. pl't

"CrGzW Possititili es, t ,-tphing tnnovatiorrs"
Rei6tr.ton Numbec

clac/R3tm2r 6

SKELETAT WORK FORCE SCHEDUTE

GENERAT SERVICES SECTION

WEEK 1

JUNE 1-5,2020

WEE( 2

WEEK 3

DEPEOOUEZON-TM-SDS{4-{125-002

Email addross: ouezor@d.Ded.dov,oh
Comments: fxt HELEN - Url7EgO2i27 (Sm,, /S,t dfdknlxt) 2327 (clobe.n t lW

This lom is e go$rly ol SCHOOLS OIVISION OFFICE - AUEZON PROVINCE. TherefDrc, unedhotdecl u* is dr*rtly ptohbitod unleg€
pemibd by lhe S.,oob Division Supennlendent

NAME postTtoN

EDWIN P. FORMALEJO UTILIW PERSONNEL

MILO ALTOVAR UTILITY PERSONNEL

MARIANITO RABINA JR- UTILTIY PERSONNEL

RONALDO I. MERANO UTILIW PERSONNEL

DONATO ALTOVAR (Health at Risk) UITTTY PERSONNEL

TIONEL I. AUDINE UTIt]TY PERSONNEL

NICANOR DELLOSA UTILIW PERSONNEL

CRISPULO AYATA (Health at Risk) DRIVER

ROSALIO C. FLANCIA JR (60 years old) DRIVER

JUNE 8-12,2020
NAME POStTtON

EDWIN P. FORMALEJO UTILITY PERSONNEL

MILO ALTOVAR UTILITY PERSONNEL

MARIANITO RABINA JR. UTILITY PERSONNEL

RONALDO I. MERANO UTILITY PERSONNEL

DONATO ATTOVAR (Health at Risk) UTILITY PERSONNEL

TIONEL I. AUDINE UTILITY PERSONNEL

NICANOR DELLOSA UTILITY PERSONNEL

CRISPULO AYALA (Health at Risk) DRIVER

ROSALIO c. FLANCIA JR (60 years old) DRIVER

JUNE 15-19,2020
NAME POSTTION

EDWIN P. FORMALEJO UTILITY PERSONNEL

MILO ALTOVAR UTILITY PERSONNEL

MARIANITO RABINA JR. UTITITY PERSONNEL

RONALDO I. MERANO UTILITY PERSONNEL

DONATO ALTOVAR (Health at Risk) UTILITY PERSONNEL

LIONEL I. AUDINE UTILITY PERSONNEL

NICANOR DELLOSA UTILITY PERSONNEL

CRISPULO AYALA (Health at Risk) DRIVER

ROSALIO C. FIANCIAJR (60 years old) DRIVER

@



DepEd - DIVISION OF QUEZON gE
Sido Foti *gy fafFan, Pagbteo, q)eao,1
Trunktia. # (042) 7814364, P12) 7844164, (u4 78,',4991, (044 78,,4321

',v,tts der8 dqu.zo n. c, n. pll
Cfe.ling Por.ifititer, lnsphing ln iovadqrs" Ra{ictatbn Nuhb.r

oAcJR6t 02t6

WEEK 4

WEEK 5

Noted by: /u
cerxenrrue t TAI-AVERA, cEso
Schools Division Superintendent

DEPEDQUEZON-TM-SDS-oII-025-092

Email addreas: ouezon@deoed-oov-ph
Cqiments: Trt HELE|I - ar917E902327 (Srnart8t dfdknTxr) Bn Gtobe .Nl f )

fhis tom is a ploqrty ol SCHOOLS DIVISION OFFICE - QUEZON PROVINCE. Tha/cfoB, un.uthotizad u* b st idt ptohhibd untcss
lErmill€d by $a Sdlooh Division Supelnbn bn|

JUNE22-26,2O2O
NAME x,stTtoN
EDWIN P. FORMALUO UTILITY PERSONNEL

MILO ALTOVAR UTILIfi PERSONNEL

MARIANITO RABINA JR. UTILITY PERSONNEL

RONALDO I. MERANO UTILITY PERSONNEL

DoNATO ALTOVAR (Health at Risk) UTITITY PERSONNEL

LIONEL I. AUDINE UTILITY PERSONNEL

NICANOR DELLOSA UTILITY PERSONNEL

CRISPULO AYALA (Health at Risk) DRIVER

ROSALIO C. FLANCIA JR (60 years old) DRIVER

JUNE 29-30, 2020
NAME POSITION

EDWIN P. FORMALEJO UTILITY PERSONNEL

MItO ALTOVAR UTITIIY PERSONNEL

MARIANITO RABINA ]R. UTILTTY PERSONNEL

RONATDO I. MEMNO UTILITY PERSONNEL

DONATO ALTOVAR (Health at Risk) UTILTTY PERSONNEL

LIONEL I. AUDINE UTILITY PERSONNEL

NICANOR DELLOSA UTILITY PERSONNEL

CRISPULO AYALA (Health at Risk) DRIVER

ROSALIO C. FIANCIA JR (50 years old) DRIVER

Prepared by:

MARIAIDOLORESA. ATIEIUZA

Administrative Offi cer V

@



DepEd - DIVISION OF QUEZON
gdo Foti, *gy T.Ipan, P3{bleo, Q@.d,
Cel * 09175424627u a! wwv-depequazoa.com-ph
'Crcrting PosslN[A6, hrspiriaq lrl,'oya0orrs"

WEEK I

WEEK 2

U'EEK 3

SKELETAL WORK FORCE SCHEDULE
CASH SEGTION

(JUNE r-5,2o2o)

(JUNE 8-r2,2020)

(JUNE 15-19,2020)

NAME POStTtON SCHEDULE

CONNIE T ABULENCIA ADMINISTRATIVE ASSISTANT III
June 1-5 SDO

LER P DE ROSAS cEo ilt June 1-5 WFH

APOLLO B SALANGUIT ADMINISTRATIVE ASSISTANT II June 1-5 WFH

MA. GLORIA B CANTOS ADMINISTRATME ASSISTANT II June 1-5 \A/FH

NAME PC'StTtON SCHEDULE

CONNIE T ABULENCIA ADMINISTRATIVE ASSISTANT III
June 812 SDO

LER P DE ROSAS cEo ilr JuneS-9 SDO
June 10-12 WFH

APOLLO B SALANGUIT ADMINISTRATIVE ASSISTANT II JuneS-9 SDO
June 10 -12 WFH

MA. GLORIA B CANTOS ADMINISTRATIVE ASSISTANT II WFH

NAME FOA.lTION SCHETXJLE

CONNIE T ABULENCIA ADMINISTRATIVE ASSISTANT III
June 15-19 SDO

LER P DE ROSAS cEo m June
June

15 - 17 SDO
18 -19WFH

APOLLO B SALANGUIT ADMINISTRATIVE ASSISTANT II June
June

15-16 SDO
17 -19WFH

MA. GLORIA B CANTOS ADMINISTRATIVE ASSISTANT II WFH

DEPEDOUEZON-TM-SDSO4,O2'OO2
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Coll. No. OC17*2i1629
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(JUNE 22 - 26,2020)

(JUNE 29 - 30,2020)
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WEEK4

SHIE
Admi

Noted by: /v
clrxenrnl P. rAl-AvERA, cEso v
Scfi ools Division Superintgndent
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NAME POSTTtON SCHEU,LE

CONNIE TABULENCIA ADMI NISTRATIVE ASSISTANT III
June 22 - 26 SDO

LER P DE ROSAS cEo l[
June
June

22-24 SDO
25 - 26 WFH

APOLLO B SALANGUIT ADMINISTRATIVE ASSISTANT II June
June

22-24SAO
25 - 26 WFH

MA. GLORIAB CANTOS ADMINISTRATIVE ASSISTANT II WFH

NAIIIE FOS|TION SCHETXJLE

CONNIE TABULENCIA ADMINISTRATIVE ASSISTANT III
June 29 - 30 SDO

LER P DE ROSAS cEo lil June 29 - 30 \AIFH

APOLLO B SALANGUIT ADMINISTRATME ASSISTANT II June 29 - 30 I/\'FH

MA. GLORI,A B CANTOS ADMINISTRATIVE ASSISTANT II WFH



DepEd - DIVISION OF QUEZON E,ESilio Fori, hgy. T.lipen, Pagbteo. Qrezorl
TrunkJine I (012) 7814366, (0a2) 7u4161, (042) 78143p, , (044 7e14321
t+wtt - do Fdquazon - @m - pt,

"C.arling Po.siHlilies, lnsplrrng l,,,7Eva,ions"
Regis!.lion tlumber

oAcrR6S'0218

CASH SECTION
WORK FUTTICTIONS AI{D DELIVERABLES

l{oted by;

un nnfunnA,crrov
Schools Oilisbn Sup€rintcndent

DEPEDOUEZOT$TM-SDS-04{ r 0-002

E m a il add@ss : gggB@Sb!-gwal
Commert'r Txl HEI,EN - 091789O2i27 (So,a A/4ftfia,h?Tx0 Ztn $/obc.N, fn)

Thb bm b a prcFdy of SCH@LS DryrSiON OFFiCE - QUEZON PROVINCE. Theret't€, unauthottzod u* k #ly prohblEit un/f,*
podni&ed by (ne SdlDoh Diriaion Supetin/F.nd€.nl.

t{AitE Position Function OutnuUlleliverables

CONNIE T ABULENCIA ADMINISTMTIVE
ASSISTANT III

Administrative FinDES Preparation,
lncoming and Outgoing
Communicalions/Technical
and Administrative Support

LER P DE ROSAS cEo ilr

Administrati\re FinDES Prepamlion,
lncoming and Outgoing
Communications/Technical
and Administrative Support

APOLLO B SALANGUIT ADMINISTMTIVE
ASSISTANT II

Administrative FinDES Preparation,
lncoming and Outgoing
Communicationsy'Technical
and Administrative Support

MA GLORIA B CANTOS ADMINISTMTIVE
ASSISTANT II

Administreii\re ACIC Preparation/Technical
and Administrative Support

@



DepEd - DIVISION OF QUEZON
St o Fon. Brgy- Talip€n, Pogbl6o, Q)azon
Tru*tine # (u2) 78+036, (U2) 7U4164, (o12) 7844391, (o42) 7u4321
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Rogiatraton Numbari

QACrR63/02t6

SKELETAL WORK FORCE SCHEDULE
RECORDS SECIIOil

Group 1 (JUI{E l, 2, 3, 2020 - SDO}

Group 2 (JUNE 4,5,8, 2020 - SDOI

Grcup 1 (JUNE 9, 10, 11, 2020 - SDO)

Group 2 (JUNE 15, 16, 17,2020 - SDO)

Group 1 (JUNE 18, 19,22,23,2020 - SDO)

Group 2 (JUNE 24, 25,26,29,30,2020 - SDO)

NAME POSITlON
ANGELO RANESES ADMINISTRATIVE ASSISTANT III
EPIFANIA DAYAHAN ADMINISTRATIVE ASSISTANT II
AMADOR V, CAPINPIN SR, ADMINISTMTIVE ASSISTANT I

ROSETH FLANCIA ADMINISTMTIVE ASSISTANT II

NAME POSTTtON
LEOVIGILDO GAELA ADMINISTMTIVE ASSISTANT III
AIRA MAY C, PEREZ ADMINISTRATIVE ASSISTANT III
MARISYLL JUDEE G, MENDOZA ADMINISTRATIVE ASSTSTANT II
SUSAN BALUYUT ADMINISTRATIVE AIDE IV

NAUE POSITION
ANGELO RANESES ADMINISTMTIVE ASSISTANT III
EPIFANIA DAYAHAN ADMINISTMTIVE ASSISTANT II
AMADOR V, CAPINPIN SR. ADMINISTRATIVE ASSISTANT I

ROSETH FLANCIA ADMINISTRATIVE ASSISTANT II

NAME POSlTION
LEOVIGILDO GAELA ADMINISTRATIVE ASSISTANT III
AIRA MAY C, PEREZ ADMINISTMTIVE ASSISTANT III
MARISYLL JUDEE G- MENDOZA ADMINISTRATIVE ASSISTANT II
SUSAN BALUYUT ADMINISTRATIVE AIDE IV

NAME POSITION
ANGELO RANESES ADMINISTRATIVE ASSISTANT III
EPIFANIA DAYAHAN ADMINISTRATIVE ASSISTANT II
AMADOR V, CAPINPIN SR, ADMINISTRATIVE ASSISTANT I

ROSETH FLANCIA ADMINISTRATIVE ASSISTANT II

NAME POSTTtON
LEOVIGILDO GAELA ADMINISTRATIVE ASSISTANT III
AIRA MAY C, PEREZ ADMINISTRATIVE ASSISTANT III
MARISYLL JUDEE G, MENDOZA ADMINISTRATIVE ASSISTANT II

SUSAN BALUYUT ADMINISTMTIVE AIDE IV

AMADOR V. qAPINPIN
SENIOR ADMINISTRATIVE ASSISTANT I

Noted by: I
tl

CATHERNE h. TAI-AVERA, CESq V
Schools Division Superintenden\
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Work Functions and Deliverables
Records Section

AMAQg)R rr:ffPrNPrN
SENIOR ADMINISTMTIVE ASSISTANT I

Noted by:

ceTHeMrtLAvERA, cEsov
Schoo/Division S uperintendent

DEPEDAUEZON.TM.SDS44{1 O{02
Efiail address: quezot@deped-oov.ph

Commenls frt HELEN - 1tn178902327 FmatlliwlraknTxq 827 (Abbc ad W)

fhle bnn is a pmpfty ol SCH@LS DIWSION OFFICE - QUEZON PROVINCE- Tharcfore. uneuthoize.! u$ is sr''fuAly ptohbilod unl63g
$em ed by Uro S.,roolt Diyision Supatintandonl.

NATIE Position Fu nction Outpuuoeliverable3

AMADOR V. CAPINPIN SR, ADMINISTRATIVE
ASSISTANT I

Receiving
Clerk

Receiving, Releasing and
Filing of documenls of 1st
Districl (Elem & Sec)

ROSETH M. FLANCIA ADMINISTRATIVE
ASSISTANT II

Receiving
Clerk

Receiving, Releasing and
Filing of documents of 2nd
District (Elem & Sec)

AIRA MAY C. PEREZ ADMINISTMTME
ASSISTANT III

Receiving
Clerk

Receiving, Releasing and
Filing of documents of 3rd
District

MARISYLL JUDEE G.
MENDOZA

ADMINISTRATIVE
ASSISTANT II

Receiving
Clerk

Receiving, Releasing and
Filing of documents of 4th
District

EPIFANIA DAYAHAN ADMINISTMTIVE
ASSISTANT II

Receiving
Clerk

Receiving, Releasing and
Filing of documents frcm
Reoional Office

ANGELO RANESES ADMINISTRATIVE
ASSISTANT III

Receiving
Clerk

Receiving and Releasing of
appointmenls lo teachers
Receiving, Releasing and
Filing of documents from
Reqional O{fice

SUSAN BALUYUT ADMINISTRATIVE AIDE IV
Receiving
Clerk

Distributing documents to
service unils

LEOVIGILDO GAELA
ADMINISTRATIVE
ASSISTANT III

Receiving
Clerk

lncharge of SeNice Records

Prepared by:

@
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This form is a property of SCHOOLS DIVISION OFFICE - QUEZON PROVINCE. Therefore, unauthorized use is strictly prohibited unless otherwise 
permitted by the Schools Division Superintendent.  

 

Registration Number:  

QAC/R63/0216 

QUALITY 

AS S URED 
COMPAN Y 

IS O 9001 

 
SKELETAL WORK FORCE SCHEDULE 

ICT SECTION 
 
 

    WEEK 3 

 

NAME POSITION WORKING DAYS 

ROMMEL T. OCZON Administrative Assistant II 
SDO June 15,16,17,18 (M,T,W,TH) 
WFH June 19 (F) 

CRISTELL MAE DIANNE D. 
MANGUBAT 

Administrative Aide VI WFH June 15,16,17,18,19 (M,T,W,TH,F) 

 

    
 WEEK 4 

 

NAME POSITION WORKING DAYS 

ROMMEL T. OCZON Administrative Assistant II 
SDO June 22,24,25(M,W,TH) 

WFH June 23,26 (T,F) 

HERNANDO C. CORTEZ Master Teacher II 
SDO June 23,24,26 (T,W,F) 
WFH June 22,25 (M,TH) 

CRISTELL MAE DIANNE D. 
MANGUBAT 

Administrative Aide VI WFH June 22,23,24,25,26 (M,T,W,TH,F) 
 

 

WEEK 5 

 

NAME POSITION WORKING DAYS 

ROMMEL T. OCZON Administrative Assistant II 
SDO June 29 (M) 

WFH June 30 (T) 

HERNANDO C. CORTEZ Master Teacher II 
WFH June 29 (M) 
SDO June 30 (T) 

CRISTELL MAE DIANNE D. 
MANGUBAT 

Administrative Aide VI WFH June 230 (M,T) 
 

 

 
     Prepared by:      Noted by: 
 

     
    WILBERT B. PORTEZA               CATHERINE P. TALAVERA, CESO V 

    IT Officer                              Schools Division Superintendent 
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HU
Re0istralion Nuriber:

POStnON

LEGAL
ASSISTANT I

ADMINISTRATIVE
ASSISTANT III

WORKFORCE SCHEDULE
LEGAL UNIT

JUNE8-30,2020

WORK.FROM.HOME

June 8-10, 2020
June 15,17, 2020
J|JJ:€22,24,2O2O
June 29-30, 2020

June.l1,18,25,2O2O

SKELEToN woRxlglgil

June11-12,2I20 
IJune 16, 18, 19, 2O2O

June 23, 25,26,2020 i

June 8-'10, 12,2020 
I

June 15-17, 19,2O2O i

June22-24,26,2120 )

June 29, 30, 2O2O 
I

Noted By:

.ATHERTNE ,.#*r=*, cESo vrl
Schools Division Superintendent t

DEPEDQUEZON.TM-SD}04.025.M2
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rE)
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SKELETAL WORK FORCE SHCEDULE
BUOGET SECTION

WEEK4

WEEK 5

June 29 2020 - SDO: June 2020 -

Preoared Bv:

cor*ffiho
AO V/Budget Officer lll

DEPEDOUEZON-TM.SDS. .O25.OO2

Noted By:

CATHERINE P. TALAVERA, CESOY
Schools Division SuOerintendent 

]
Email addross:

Comments. Trt HELEN - 091789U327 lSmntSmfa*nfxQ Bn Gbbc and Tn)

This fom is a pmptt ol SCHOOLS OIyiS/ON OFFICe - QUEZON PROWNCE. The@fo,r, unauthotkad use rs srddly protrlrrlbd urlrss

Administrative Assistant I ll

r€rmtted by tho Sdtoob Diyisbfl Supotinh.n&ni.
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HE
Registalion Number:

oacJR63r02t8

BUDGETSECNOil
OUTPUT/DELIVERABT,ES

. rIOOESA€O (J'.(J Ef rMqE Oars.

. Co.Bolidrlod BudSd.ry Rcpo.t! of JHS lU..

. Sunmrizcd &,dSctfly R.F.lr ot SOO P.AGi.

. Transsdim Logs b al incorriilg/o,igriirg dGrn|.otr
end conlrlllnicdbn.

. Proclc.ad ORS fo. CY CagCi r.

. $pporiirg Sdt€drlc! to. PS Fuid Rqlu3!t!.

. P.oc6..d ORS hr CY OagdirE-

. S$po.ihg Sdtcdr{.t fb. UOO€ Ft td R.$rc..

Progarod Byi t{otcd By: .

h*
"orrdo 

,. r ,^r=iA cEso v
S.ttoob Oivblon Sr.p..iturd.rt"^r*##AO Vitsrig€t Oficar lll

Supply Section
bles

NATIE Position Function OutpuuDeliverables

GEORGE D.
AGUILA

SUPPLY OFFICER II
SECTION HEAD APPROVAL,SUPERVISION,REPORTS,

ACCEPTANCE/ISSUANCES OF
DELIVERIES,SUPPLY MANAGEMENT

JEAN O.
SOLOMON

ADMINISTRATIVE
ASSISTANT III

SUPPLY STAFF-
PROCUREMENT/
ADMIN SUPPORT

PURCHASES,DELIVERIES, INVENTORYT
AKING AND REPORTS,CLERICAL
WORKS

MICHELLE
PORNOBI

ADMINISTRATIVE
ASSISTANT II

SUPPLY STAFF-
DTS/INVENTORY

INCOMING/OUTGOING OF
DOCUMENTS/INVENTORY/CLERICALWO
RKS

JOY SANCHEZ ADMINISTRATIVE
AIOE VI

SUPPLY STAFF-
DTS/ISSUANCES

CLERICAL WORKS AND ISSUANCES

HECTOR
LAURIO

ADMINISTMTIVE
AIDE VI

SUPPLY STAFF.
INVENTORY/ISSUANC
ES

CLERICAL WORKS AND INVENTORY

DONATO
ALTOVAR

ADMINISTRATIVE
AIDE

UTILITY MAINTEMNCE OF SURROUNDINGS,
WAREHOUSING

Prepared by: Noted by:

carxeru/#x-AvERA,cESov
School96ivision Superintendent

E D. AGUILA

uEZoN-TM-SDS{X-01 0-002

U
GEO]
supp
DEPET

Em ail address : g!9Zq4PSb!-ILWEL
Comments: Txt HELEN - 1},1789A?J27 (Sriru'/st rdfdknTxq Bn (Cr&. and nl)

Thk iorm is e pnQly ol Scllooas D/vlSiO/V OFFICE - QUEZON PROVINCE. Th6/€fu,E, uneuthoized usa b srnidy proh&fird r,rtrrss
pinitted by tho S.lloob Dirirbn Supetintondent.
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DepEd - DIVISION OF QUEZON
Sitio Fon. Brgy. Talipan, Pegh,leo. Quezon
Cell * 091758246270r at www.d.,8@,uezon.cofi-ph

'Creadng Possibirilies, lBtiing hboyali o,t3"
HE
R6Os!:atEn Numb6a:

QAC/R63lr2t6

NAME POSTTTOH SCHEDULE
GEORGE D. AGUILA
(WHEALTH RISK)

SUPPLY OFFICER II
MWF: SDO
TUES & THURS: WFH

JEAN O. SOLOIION ADM INISTRATIVE ASSISTANT II I
MON-WED: M/FH
THURS-FRI: SDO

iTICHELLE PORNOBI ADMINISTRATIVE ASSISTANT II MON-WED: SDO
THURS-FRl: V1/FH

JOY SANCHEZ
(sc)

ADMINISTRATIVE AIDE VI TUES& THURS: SDO
M\A/F: VVFH

HECTOR LAURIO ADMINISTMTIVE AIDE VI TUE.THURS: WFH
MON&FRI: SDO

OOTTIATOALTOVAR
(WHEALTH RISK)

ADMINISTRATIVE AIDE MON & FRI: VtrFH
TUE.THURS: SDO

ALLAN RODILLAS
(DETAINED PERSONNELA/VITH
HEALTH RISK)

PRINCIPAL MON-FRI: WFH

SKELETAL WORK FORCE SCHEDULE
SUPPLY SECTION

WEEK 4 (JUNE 22-26,20201

WEEK

Prepared by:

DEPEDOUEZON-TM-SDS{}..{25{02

Noted by:

5 {JUitE 23-30
NATIE POSMON SCHEDULE
GEORGE D. AGUILA
(WHEALTH RISK)

SUPPLY OFFICER II
Monday SDO
Tuesdav WFH

JEAN O. SOLOMON ADMINISTMTIVE ASSISTANT III Monday SDO
Tuesdav WFH

MICHELLE PORNOBI ADMINISTRATIVE ASSISTANT II Tuesday SDO
Mondav \A/FH

JOY SANCHEZ ADMINISTRATIVE AIDE VI Tuesday SDO
Monday VvFH

HECTOR LAURIO ADMINISTMTIVE AIDE VI Tuesday SDO
Monday VI/FH

DONATO ALTOVAR
(WHEALTH RISK)

ADMINISTMTIVE AIDE Monday SDO
Tuesday \11/FH

ALLAN RODILLAS
(DETAINED PERSONNEWVITH
HEALTH RISK)

PRINCIPAL \ rFH

Enail address. quezon@deoed,dov,ph
Comnents: Txt HELEl,l - 0!1178502127 (Smai6un/fdknTx0 2327 (Clobc and Tlt)

Cdl. No. (D|7#ACZ|

'Ihia hrn is a proqrly ol SCHOOLS DIVISION OFFICE - QUEZON PROWNCE. TherckE, uneuthoized use b drdly prDhrbiibd arloss
pennltacl by th. Sdloob DNisjon Suc€nn,3n&nl.
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EH
Rogisf.tbn Numbcr:

oacm63ttl2t6

NO. NAME DESIGiIATION

1. Gladita C. Lonedo Administrative Assistant lll

2. Mildred E. Glorioso Administrative Assistant ll I

3 Brandon E. de Mesa Administrative Assistant ll I

4. Donald Luistro Administrative Assistant lll

5. Sharon Venzuela Administrative Assistant I I I

6. Hecior Salivia Administrative Assistant lll

7. Czarina Gaye Mendiola Administrative Assistant lll

8. Z Ann Leah Zulueta Adminislrative Assistant lll

9. Maychelle Te Administrative Assistant I I I

10. Ameicel Hutalla Administrative Assistant lll

11. Hilariona Coronado Administrative Assistant lll

12. Rowena Villaruel Administrative Assistant lll

13. Raymund Peflaverde Administrative Assistant lll

14. France Joyce Taburdan Ad minisirative Assislant lll

'15. Paul MAMn Samson Administrative Assislant ll I

16. Joenne Marie Mercado Administrative Assistant lll

'17. Monique lris Uy Administrative Assislant lll

18. Lorena AMon AdministEtive Assistant lll

19. Monette Abrigo Administrative Assistant I ll

20. Chaenkee Chumacera Administrativ€ Assistant I I I

21. Maricel Fortaleza Adminisirative Assistant ll I

22. Marygold de Chavez Administratiw Assistant lll

23. Maylene Bacus Administralive Assistant lll

ACCOUNTING SECTION SKELETAL WORK FORCE SCHEDULE

GROUP 1 (JUNE 22-25,2O2O-SDO, JUNE 26,29,30, 2020-WFH)

DEPEDOUEZON-TM-SDS-04-O25- D
Email address: ouezonodeped.aov,oh

Comhents: Txt HELEN - lr917t902j27 (S,rr.tl/S.odfdbrfxg 2327 (clobe and nD

This blm is a p/or€ y ol SCHOOLS D|SION OFFICE - AUEZON PROVINCE. Thore{orc, un€uthotized u* b sttw pahbitod unbss
pefinifod by he S(,,oob Division Suryintend€nl

@



DepEd - DIVISION OF QUEZON Hu-Sitio Foti, B.gy. Telipen, Pegbtao, Quezon
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'1creating Possibili i es, tnodring trmoYldiotts"
Rooiafaliirn iiumb€r:

QACrR63r02t8

GROUP 2 (JUNE 22-25,2O20-WFH, JUNE 26,25,30,2020 SDO)

Approved by: /V
"orre*,nL 

P. TAI-A,ERA, cEso v
Schools Division Superintendent

OEPEDQUEZON.TM.SDs-O4425{rc2

Email address : ggEgg4f,gbpg!!:glg:ph
Commenls' fxt HELEN - aN17t9O23Zf (Sma./sudfal*nfxl) 2327 (Globe and m)

Thi3 bftn is a ptupny ol SCHOOLS DIVISION OFFICE - AUEZON PROWNCE. Therabre, uheuthorizod u* ts#t ptohhiled unlcss
pcrmited Dy the S{r|oob Ditisbr'| Supeint€nclent.

NO. NAiIE DESIGNATION

1. Ruth Alcancia Administrative Assistant I ll

2. Marichelle Lu Adminis{rative Assistant I I I

2 Sharon Obordo Administrative Assistant I Il

4. Jan Pauline Billanes Administrative Assistant ll

5. Zara Jessica Pasta Administrative Assistant ll I

6. Amparo Masajo Administrati\re Assistant ll I

7. Ronil Gilbuena Administrative Assistant I ll

8. Leopoldo Enriquez Jr. Administrative Assistant lll

9. Noemi Ferrancullo Administrative Assistant lll

10. Hazel Salibio Administrati\re Assistant lll

11. Jessica Tolenada Administrative Assistant lll

12. Mary Grace Ranas Administrative Assistanl I I I

13. Rosalie lbal Adminislrative Assistant lll

14. Jayzelle Oliveros Administrative Assistant lll

15. Maria Elvira Carimpong Administrative Assistant lll

16. Richard Vedaflo Administrative Assistant ll I

17. Ronald De Ramos Administrative Assistant lll

't8. Donald Fontanosa Administrative Assistant lll

19. Christian Louie Solomon Administrative Assistant lll

@
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Work Functions and Deliverables of Accounting Section

Email addtess : ouezorr@deoad.oov.oh
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NAME Position Function OutpuUDeliverables

GLADITA C. LORREDO
ADMINISTRATIVE
ASSISTANT III

o Account Tracking
o Accounting

Services

o Checked Financial Reports of lUs
o Pre.audited Liquidation Report
. Consolidated Cash Disbursement

Register

MILDRED E. GLORIOSO
ADMINISTMTIVE
ASSISTANT III

o Financial records
and reports

e Account Tracking
. Accounting

SeMces

. Processed vouchers

. Summary of Supplementary
Payroll

. Payroll for Downloading of MOOE
& SBFP

. Schedules for financial Report
o E-TRA
o Pre.audited Liquidation Report
. Consolidated Cash Disbursement

Register

BMNDON E. DE MESA
ADMINISTMTIVE
ASSISTANT II

r Financial records
and reports

r Account Tracking

o Processed vouchers
. Schedules for financial report

DONALD LUISTRO
ADMINISTRATIVE
ASSISTANT II

. Account Tracking

. A@unting
SeMces

r Schedule for financial report
o Pre.audited Liquidation Report
r Consolidated Cash Disbursement

Register

SHARON VENZUELA
ADMINISTMTIVE
ASSISTANT III

. Financial records
and reports

. Account Tracking
r Accounting

Services

o Processed vouchers
o Pre-audited Liquidation Report
. Consolidated Cash Disbunsement

Register

HECTOR SALIVIA
ADMINISTMTIVE
ASSISTANT III

e Financial records
and reports

o Account Tracking
o Accounting

Services
r Records and

Files

r Processed vouchers
o Schedule of TRA
r Pre-audited Liquidation Report
. Consolidated Cash Disbursement

Register
o Received and Forwarded

documents thru DTS

CZARINA GAYE
MENDIOLA

ADMINISTRATIVE
ASSISTANT III

o Financial records
and reports

. Account Tracking

. Financial
Transactions
Recording

e Accounting
Services

o Financial Statement tor Provident
Fund

. Schedules to FS
o Processed clearance application,

order of payment, and provident
loan

o Processed vouchers
r Pre.audited Liquidation Report

DEPEDOUEZON.TM.SDS-04-01 O-OO2
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o Consolidated Cash Disbursement
Reqister

Z.ANN LEAH ZULUETA
ADMINISTRATIVE
ASSISTANT III

o Financial records
and reports

o Account Tracking
o Financial

Transac{ions
Recording

. Accounting
Services

o Financial Staternent for
TrusURegular Fund

o Consolidated reports of DO and
lUs

r Schedules to FS - DO and lUs
r Pre'audited Liquidation Report
. Consolidated Cash Disbursement

Reoister

MAYCHELLE A. TE
ADMINISTRATIVE
ASSISTANT III

o Financial records
and reports

o Account Tracking
o Financial

Transac{ions
Recording

o Accounting
Services

o Financial Statement for
Regular/All Fund

o Consolidated reports of DO and
lUs

. Schedules to FS - DO and lUs
r Pre'audited Liquidation Report
e Consolidaled Cash Disbursernent

Reoister

AMEICEL HUTALLA
ADMINISTRATIVE
ASSISTANT III

o Financial records
and reports

. Account Tracking
o Financial

Transactions
Recording

r Acmunting
Services

o Other Financial reports for
Regularffrust Fund

. Consolidated reports of DO and
lUs

. Schedules to FS
o URS online encoding
o Pre.audited Liquidation Report
. Consolidated Cash Disbursement

Reoister

HILARIONA CORONADO
ADMINISTRATIVE
ASSISTANT III

. Accounting
services

o BAC Secretariat

o Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Register
. BAC related reoorts

ROWENA VILLARUEL
ADMINISTRATIVE
ASSISTANT III

. Accounting
services

a Pre-Audited Liquidation Report
Consolidated Cash Disbursement
Reoister

RAYMUND PENAVERDE
ADMINISTMTIVE
ASSISTANT III

. Accounting
services

o Pre-Audited Liquidation Report
o Consolidated Cash Disbursement

Reoister

FMNCE JOYCE
TABURDAN

ADMINISTRATIVE
ASSISTANT III

. Accounting
services

o Pre-Audited Liquidation Report
r Consolidated Cash Disbursement

Register
o Memorandum and Letters

PAUL MARVIN SAMSON
ADMINISTMTIVE
ASSISTANT III

o Accounting
services

r Pre-Audited Liguidation Report
o Consolidated Cash Disbursement

Reoister

JOAM MERCADO
ADMINISTRATIVE
ASSISTANT III

o Accounting
services

e Pre-Audited Liquidation Report
. Consolidated Cash Disbursernent

Reqister

@
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MONIQUE IRIS UY
ADMINISTRATIVE
ASSISTANT III

e Accounting
services

o Pre-Audited Liquidation Report
o Consolidated Cash Disbursement

Reoister

LORENA ABDON
ADMINISTRATIVE
ASSISTANT III

o Accounting
services

r PreAudited Liquidation Report
o Consolidated Cash Disbursement

Reqister

MONETTE ABRIGO
ADMINISTRATIVE
ASSISTANT III

. Accounting
services

o Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Reoister

CHAENKEE
CHUMACERA

ADMINISTRATIVE
ASSISTANT III

o Accounting
services

. Pre-Audited Liquidation Report
o Consolidated Cash Disbursement

Reqister

MARICEL FORTALEZA
ADMINISTRATIVE
ASSISTANT III

r Acmunting
services

o Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Reqister

MARYGOLD DE CHAVEZ
ADMINISTRATIVE
ASSISTANT III

r Accounting
services

o Pre-Audited Liquidation Report
r Consolidated Cash Disbursement

Reoister

MAYLENE BACUS
ADMINISTMTIVE
ASSISTANT III

. Accounting
services

r Pre-Audited Liquidation Reporl
r Consolidated Cash Disbursement

Reoister

RUTH ALCANCIA
ADMINISTRATIVE
ASSISTANT III

o Financial records
and reports

o Accounting
services

o Prepared LDDAP-ADA for
vouchers

o Pre'Audited Liquidation Report
o Consolidated Cash Disbursement

Reoister

MARICHELLE LU
ADMINISTMTIVE
ASSISTANT III

. Account Tracking

. Accounting
services

. Schedule of PPE
o Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Reqister

SHARON OBORDO
ADMINISTRATIVE
ASSISTANT III

. Account Tracking

. Accounting
services

. Bank Reconciliation
o Pre-Audited Liquidation Report
r Consolidated Cash Disbursement

Reoister

JAN PAULINE BILLANES
ADMINISTRATIVE
ASSISTANT II

. Accounting
services

. Pre-Audited Liquidation Report
o Consolidaled Cash Disbursement

Reoister

ZARAH JESSICA PASTA
ADMINISTRATME
ASSISTANT III

o Accounting
services

. Pre.Audited Liquidation Report
o Consolidated Cash Disbursement

Reoister

AMPARO MASAJO
ADMINISTMTME
ASSISTANT III

. Acrounting
services

r Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Reoister

RONIL GILBUENA
ADMINISTRATIVE
ASSISTANT III

. Accounting
services

r Pre.Audited Liquidation Report
. Consolidated Cash Disbursement

Reoister

LEOPOLDO ENRIQUEZ,
JR.

ADMINISTRATIVE
ASSISTANT III

o Accounting
services

o Pre.Audited Liquidation Report

DEPEDOUEZON.TM€DS44{I O{02
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90sAr{ P. ForrrRo{

y'ccountant ,,, 
L .,

Noted Py:/lbd
CADiERINE P. TALAVERA, CESO V
Scly'ools Division Superintendent
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. Consolidated Cash Disbursernent
Reqister

NOEMI FERRANCULO
ADMINISTRATIVE
ASSISTANT III

. Accounting
services

.lnspectorate
Team

o Pre-Audited Liquidation Report
. Consolidated Cash Disbursernent

Register
. lnspection of deliveries

HAZEL SALIBIO
ADMINISTRATIVE
ASSISTANT III

. Accouniing
seryices

o Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Register

JESSICA TOLENADA
ADMINISTRATIVE
ASSISTANT III

o Accounting
services

o Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Reqister

MARY GRACE RANAS
ADMINISTRATIVE
ASSISTANT III

o Accounting
servies

o Pre.Audited Liquidation Report
o Consolidated Cash Disbursement

Reqister

ROSALIE IBAL
ADMINISTMTIVE
ASSISTANT III

o Accounting
services

o Pre-Audited Liquidation Report
o Consolidaled Cash Disbursement

Reqister

JAYZELLE OLIVEROS
ADMINISTMTIVE
ASSISTANT III

r Accounting
services

o Pre-Audited Liquidation Report
e Consolidated Cash Disbursement

Reoister

MA. ELVIRA CARIMPONG
ADMINISTRATIVE
ASSISTANT III

r Accounting
services

r Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Reoister

RICHARD VEDA]iO
ADMINISTRATIVE
ASSISTANT III

o Accounting
services

o Pre.Audited Liquidation Report
r Consolidated Cash Disbursement

Register

RONALD DE RAMOS
ADMINISTMTIVE
ASSISTANT III

. Accounting
services

r Pre-Audited Liquidation Report
o Consolidated Cash Disbursernent

Reqister

DONALD FONTANOSA
ADMINISTRATIVE
ASSISTANT III

. Accounting
services

. Pre-Audited Liquidation Report
o Consolidated Cash Disbursement

Reqister

CHRISTIAN LOUI
SOLOMON

ADMINISTRATIVE
ASSISTANT III

o Accounling
seMces

r Pre-Audited Liquidation Report
. Consolidated Cash Disbursement

Register

@
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SI(EIETAT WORK FORCE SCHEDUTE

EDUCATION FACILITIES SECT|oN

WEEK 1
GROUP 1 E 1-3, 2020 - SDO; JUNE rf-5, 2020 -

GROUP 2 UNE 1-3, 2020 - WFH; JUNE 4-5, 2020 - SDO)

WEEK 2
GROUP 1 UNE 8-10, 2020 - SDO; JUNE lL-t2,2OZO - WFH)

GROUP 2 (JUNE 8- 2020- ; JUNE 11- 2020 - sDo

WEEK 3
GROUP 1 UNE 15 17,19,2O2O - SDO; JUNE 2020-

GROUP 2 UNE 15,17 19 2020 - JUNE 2020 - sDo

Email arHtess:
Commalts. frt rlELEN - 'dknTx9 zin (qobe .nd Trl)

This bnn is a prcrp v of sQHooLs Dl\,'lsloN oFFlcE ' auEzoN PRowNcE. Tharcfoft, unauthoizad u* b #ry 
'l/ohhit 

d unbss oth.ni4bc

RAMIR O. ARBOLENTE

DANICA MAY V. JARANITLA ADMINISTRATIVE ASSISTANT II

DANIELJR I. HUTAMARES SENIOR TECHNICAL ASSISTANT I

GIAN CARLO O. PARDILLA

DANIEL JR I. HUTAMARES SENIOR TECHNICAL ASSISTANT I

GIAN CARLO O. PARDILTA SENIOR TECHNICAL ASSISTANT I

DANICA MAY V. -'ARANILLA ADMINISTRATIVE ASSISTANT II

DANICA MAY V. JARANILTA

DANIEL JR I. HUTAMARES

GIAN CARLO O. PARDILLA SENIOR TECHNICAL ASSISTANT I

DEPEDOUEZON-TM-SDSo4{25-0(}2
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GROUP 2 uNE22,24,262O2O - 2020-

Noted by:

Division Engineer lll

Em ai I ddd tess : gUggtfu !9DSSLlpg,Dh
Conneits: Txt HELEN - 181789023fl (St wflSttdf CknTxv 2127 (ctobe .nd ru)
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WEEK 4
NE22,24,26 2020 - SDO; JUNE 23-25, 2020 -

SENIOR TECHNICAL ASSISTANT I

DANICA MAY V. JARAN ILLA

WEEK 5

DIVISION ENGINEER

DANICA MAY V. JARANILLA

GIAN CARLO O. PARDILLA

Prepared by:

DEPEDQUEZON-TM-SDS-0,1-025{02

@



FzIIJ= IIJozdEIEo=

!tt=
z

'=lLd0,

=

LLrj=.EF

z
.ElLjfEF

'ElL!oEio=

.ET
L

!oEio

'=U
.

dd,

=io=

-EFdaF

fFviolF

z
z

uJ
otroll.zoFulJ!JYat

o!,.EILoo!co=

f-cFai
Fco=

[L-
I'0)
EEo

au
'ro.ELLoo!co=

<
,it)

Bo5Fio=

5-cFofF

="gFdlF

a.cFofF

LL-
E{.,
Bio=

.ELL-
EoEio=

Gro.ET
Lo(E

T
'co=

o'6T
Loo-E
'

co=

zot-zoolllo

co.EooEurbo
E

'>
'E

 
q,

(trcr
O

f
1a
fieo
oo
'=

o
oIL

EEC
D

oILcoo.,,
E

'E
oo)
forof
w

a

E(sC
,)
I(LE.9Il!uJ6
L(tr
.9 '6
cooo
<

t, o

=(,ooo.EEE-a[L

EEcDoT
LEo= (uC
'

=<,uJ6
-t.e'6
E

lD
il, 

O
au)

EEo)o(LC
!

.9.e
E

o
oofo€o
ua

EEo,e&c.9IEuJ6
L(tr
.96
E

O
o 

cr.
aa

E(IE
"

o(LC
+

o.9
E

EooJd)
!ro
ua

EEE
"

I(Lco=oo=ErJJ .6
xE
.=

o
E

0)
roo
u, u)

EEo)oIL.g.to
E

.o
oofd,
:o o
T

U
 U

)

oooclOEo-
-9ort)
oort
.6.

(L=

=coo,6ooEa.EEE

ut=z
:otljEo!G.Ntr

66E
D

Ece.

.!oolt=c}

GGE
,

EltciE6(,a.Elt.E=

o6=jo.Eo,oE

.EEoooo.9=

!:.,dE5atr6(,6o

oll6co@uiotlcvoc-

Nog6=iEoE=oEo.

(EE5(!oo-oooaa!g=

ooEC
L

otq.

.Et

t!Iltr6=l!6-9o
oz

ol
(')

tt
|o

(o
F

-
(('

O
)

o
c{

s-t6€!s8.EsI€A-sgE!eEtl.i
oeoE2oNf,gIJJ
(.)

o=oS6ooo&PE€.eF

slr!EI6o0I:urJllltTE

O
'l

Iaoat,

tzoNl!lgotIILlto

NNo3aidoo

oE
tro
.9r
att 

c

O
 

,-'
oE

t
E

gi
r 

=
>

tho
B

'E
 E

o{gr
E

 t,?
otra
t 

tr=
tro!
.E

.aO
iogl
946
o-
o6E

E
9EO

E
oo

o

I.DE
6.

E
T

,
-E

D
_9. <
8d
d

z$o$N
o

lrJ 5
=

soH
"

rJ-is
O

S
E

Z
:$' 

E

eg; 
F

eg$ 
E

f; rpts
I 

:tuN
 iE

E
 $$$s

B
.!$gE

o;s 
E

!,

E
O



fEFdJF

fFoJF

.Etl.!o=fo=

.CLL!0)

=

z
aFdlF

.ET
l-

E0)

=fo=

EFsifF

u-EoEco=

ILE0,
Eio=

=EFo,=F

:..ct-d5Fio=

r!T
'

l.Loo!,co=

ILE0,
Eio=

=sFo,=F

.ET
L

d{,=io=

=c(Eo'6ooEo.E.E!,

= c(Eo'6ooEa.EE!,

= Eoo'6oa)
'EEa.E.Ez,

opo'aEat
'E.E!,

;I=z(t)
Ig)oo

oB0,Eo.E.Et,

(,poc0)
o

oc,o-cocIo.EEoo

o.E.C
t

EE5oj6Ee

ooA*6oJ

o,=r,6r<.Eo1'6oo

jog-go(,c'tElrJ

6o.ct

iGooo{i=

ott.EIo(,o;6ooc

6oq6Goo,EoU
'

o'EGo..EELu.to6onl

=oooo
(D

\t
ra,

@
a\

@
oro(\t

F!sao0t\xGI-lrlttU
I

IIidEo

NIa\l

Io6vl= FzoNutfooE
I

clllo

o-frE
()E-d,
<

=
\ 

uto
6\>

q

B
+

E
o- 

' -'6
' 

IIJ O
Z

6
E

E
ur9
F

A
o

0)
Eooooa

IU
I

oi.LU
J

EkN= ut

z$o$N
o

lx$
JEo$.
u-iE
O

 U
E

Z
sH

 
-E

gS
E

 F
(,)ss E

i sF
ri

I s'R
i3

E
 $$$g

gsssF



zut= Lll(,ze.gIEo3

El!B
z

co=

ofF

z

co=

z
z

ID=F
coE

Eo=

Z
Z

U
J

oEolt2oFlrrJu,Eo
olFio=

It=F
co=

(,aFfo=
o=F

olFio

(,=Fio
co=

()fF
o=F

o)

Fio=

n):,Ffo=

zoFzoat,
uto

Eo(lloT
'

rrJ b.n

I'E
E

O(trcl
O

r
e9I,II E(5

d)E
'

'=
o

oo

EEE
D

etLco
.o .g
6to rl,
f(1
trf
w

u)

E6E
D

o(Lc.9(EofEuJ6
s(tr
.9'6
E

O
11, cr
@

a

=ruoEoo.=cE-go

EEE
"

o(LcoEoo:,T
'

ufr
L(tr
.9'6
C

O
tu o,
aa

EEcno(Lo.9
E

Eoofo-ro
ua

EEcno(Lco'a(tr
()allr ii
'-(s
ad)
0ro
A

U
'

EEo,e(LE
+

.9.c
6.s
oold,
!cl
ut u,

EEu,o(LcoIfEru.6
-E.e '6
c0,
ocl
u, g)

EEc,o(LC
r

o-9
T

Eoo=
0)

E
C

l
w

o

ooocIDEC
L

oEooo|l,
'6'
(L=

=coa'6o(lEa.EEE

ul
E2

-gotjE6,
tl6Nlu

E(!oocE6E

a!
:(,to= o

aIEatsl!E
JEgoacII!oE

oca!

=i6ooE

6Eo(,oots=

rj6E:oE6ooo

oaocoEuieE!(,6=

NoE6=iEoE=o=a!
o-

EEg6oo-oIJoE6=

oo6C
I

oEAsa

.E
lttr6=-gLoo

oz
(\

a',
t

ro
(o

i-
€

o)
o

ot

&,ec6tsE

^aFE
!srt3ro\
N

X
a€G

B
E

S
E

}
:;tp$iE

9
e=N

:

6<R
S

:8G
S

tIOS
""

E
H

id 
-u

E
,"

8S
ozodsoon&€E

at

G
I

?6oo= FzoNullooI{(LIUo

oNC
'

N(DNotr.,tioo

oE
tro
.9r
oc,
cl,!
o?x
E

 gg
f 

=
>

H
.E

's
^ag i
:<

 I
E

#E
otra
otr=
tro!
G

O
O

=
[,o

906
o-
o6€E9EO

E
oo

(J

E
.O

 !E

E
B

gs

z$O
F

N
o

U
J 

€.

C
,s;

lL f 
s

O
S

E
Z

rS
 

E

oit 
E

-oX
 

E
(,)es B

E
 isrE

$ ..t oE
r 

.gd 9{i

E
 ;$gA

o.seH
S

E
 iF

E
$



F!Eattei\Ial.rtllltET6Eo

N(\9ooo= FzoNlr.t
fa6ulclrlo

o-frs'
aE-o
<

=
hE

E
f;=

;
a s5
o 

'.6
s 

tr.=
- 

U
JO

2aE
E

u!l
I.)t-(,
{o

.gooo(9a

I=u,ojIFlIEHfIIJ

,eE
ca

i2xc.
IE.!<8d
t

zso$N
8

fEfl[i
o $E
Z

s$ 
S

oB
$ s

P
sg 

e"

5 flsrs

i 
$$$E

B
.E

$gE
o 

s,.e l$

E
i6

oft-
oF

Eo=

z

Eo=
o3F

rt)=F

Eo=

Eo=
ofF

ofFio=

o=Fio=
ofF

co=

Eo=

=coo'in6oEo.E.ErE
, = c6a'66o'€61r,

.EET
' = coo'6d,

ID.EE.t4.
E'EE

(,p9(tr

aD
'c-
.E.E

, ;ofzaIaoo

opo,

Eatt
'2.
.EE

op6Ec}
o

octos,oc3o.EcIt,
o

o.!ltE.E:gj6.E

o6.oj6oJ

oc6.Eo-<.EoE6Eoo

aoc"so(9tr'tEU
T

6=olr-(E

booFai
-

oIt6.!oIcoi6Jo(,tr

EoE6rtoo-trEo5al,

oG6esEIJJ

-9a!(,6=oooao
(.,

!t
ra,

@
F

-
@

(D
o(\l



DepEd - DIVISION OF QUEZON
Sltjo Foti, BrW- Talipan, Pagbil&, Quozon
Trunkline lt (012) 7844366, (o42) 7844164, (o42) 7u4$1, (o42) 7u4321
w$y - de,e dqu ezon - cofi . ph

'Croaring Possibilt i$, t nspiring Inpvaaiorrs"

,AS.ATZ

'e-
R€fi6Fatbn Number:

QACtR83r02t8

Work Functions and Deliverables
OFFICE OF THE SCHOOLS GOVERNANCE AND OPERATIONS DIVISION

DEPEOOUEZON-TM-SDS-04{1 O{02

Name Position Fu nctionrsection Outputs/Deliveables

Elizabeth M. De
Villa

Chief Education Program
Supervisor

Supervis€s the Op€rations
of the Schools Operations
and Governance Division

. Provides strategic dircction and bchnbal inpub to
fie managernert ot $e schools divbion b',vads
e4bctiye and effciem govemance and operation of
$e schools and learning centers and in being
ecountsble br ib orgmizdional efiectiveness.

. Leads and manages fie work of he tedn hat will
help ensre fEt Schods Division have the
resources, bchnical esishrrce and are able b
implernent sushinaue prograrts and projects b
help sdDds establish and manage conducive
learning eovironment and ensure bamer readiness
h learn.

. Attsnds b oher mathrs as per instucton of the
ToD Manaoernent

Raul R. Agaran Education Program
Supervisor

Assists in the supervision
of the operations of the
Schools Operations and

Governance Division

o Assisb the SGOD Chief in fie rnanagerEnt of
progranr and provide bchnical assistarEe to fie
SG0D TeeEn.

. AttenG lo matbrs concering lnbgraton and

Titing of Schools.
. Finalizes he Division Plan br Brigada Eskwela

2020.
. fusisB fie SEPS br SMN in fie formulation

programs regeding Partne6hips.
. oversees and assists matbrs perhining to Testing

and Assessment
. p,fiends b other mdbrs as per instrEtbn of he

Too Manaoernenl and the Division Chief-

Regina V. Marino Senior Education
Program Specialist

Human Resourc€ Training
and Development

o Albnds b all Trdning and Developrnent Needs of
the Divisbn .

. Monitors submission of nanes of Disticl L & D
Program Coordinatoc.

. Findizes the guidelines br t|e Scholarship
Progran.

. Provides necessay Reporffechn'Eal Assisiarrce

on rnalteB concerning Hullan Resource
DevebpfiEnt and TrEining.

. Atlends b other rnatte{s as per insfuclion of the
ToD Manaoemer and he Division Chief.

Oscar R. Duma, Jr. Senior Education
Program Specialist

School Monitoring and
Evaluation

. Attsnds b all m ers conceming Monibdng and

Evduaton.
. Facilitab the Division GAD Mcle Wdting Contsst
. Provides necess y Reporu (Guidelines)Technical

Assistance on QATAI\,|E, SlP, DMEPI/SMEPA.
. Allends to ofier mathrs 6 per instruclion of the

ToD Manaoement and he Division Chief
Paul Clifford N.

Marquez
Senior Education

Program Specialist
Social Mobilizaiion and

Networking
. Assists $e EPS of SG00 in tlE finalizdhn ol

Division Plan br Brigada Est<wela 2020.
. Finalizes guidelines on Partrechip and ASP.
o Consolidates MoA witr the 0artrErs.

Emailadd.ess:
Comman{s: frt HEIEN - lN17E9OZl27 (Sm*ASw{fCknTxt) 2327 (clobesrnd f )

fhis torm is a proqfty ol SCHOOLS DIVISION OFFICE - aUEZON PROWNCE. Thorebn, unedhoize<l us isa W pmhbitcd u'/osa
penni$d by the Sdloob Diviaion Supenotoodlnl-
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Cr
Rag[3tation Numb€r:

oAcJR83rO2t6

. Consolidabs report of donors, parhers and
vdunbeG br COVID I 9.

. Provides necess y ReporffechnicalAssishnce
on matters concerning ASP, PaheBhhs and

Networking.
. Attends to other matters as per insfuclion of te

Too Manaoernenl and the Division Chief.

Gilbert C. Alva Senior Education
Program Specialist

Planning and Research . Provides assistance to teachers who submited AR
in the link given in $e mermrandum.

o Collates report on Sctrcol Research
Accomplishment Report and Reseach
Management Plan.

o Assisb and o\€Eees the YFD prograns and the
implerEnbtion of Project TULAY.

. Attsnds to ohe{ maters as per instucton of fie
Too Manaoementand $e Division Chief.

Marbin Jeramil D.

Fragata
Planning Officer lll Planning and Research o Facilitabs the data management of fie Divisbn.

. Completss report on DEDP and AlP.

. Ailhnds b olher mders as per instruction oi the
ToD ManaoeoEnt and fie DMsion Chiet

Michelle G. Duma Education Program
Specialjst ll

Human Resource Training
and Developm€nt

. Alhnds to all Trdning and Developrnent Needs of
fie Divisim .

. Monitoring of On-line Submission of GAD Plan and
Budget for FY 2021 and Online Collection of Sex-
Disag$eg&d Data on Gender lnformAbn for
DepEd Division of Quezon Field Personnd.

. Provides necess y ReporuTechnicd Assistance

on mattsG concefning Human Resoume
Developrnent and Training and GAD.

. Finalizes guidelines on Reurads and Recognilion.
o Provides updats 0n succession planning.

. Atlends to other mdters as per insfwtion of tle
To0 Mana0ernent and he Division Chie4.

Marck Andro E.

Bernabe
Education Program

Specialist ll
School Monitoring and

Evaluation
. Attsnds to all mattsrs conceming Monitoring and

Evaluation.
o Facilitsbs concerns on Testing and Assessrflent in

coordination wi0r EPS Raul Agaran.
o Facilitsbs tte SBM Level of Pr6{ire Monitoring.
. Provides necessay Report/Iechnical Assistance

on Testjng, SBM and QATAME.
. Atbnds to other mattec as per instruclion of fie

ToD ManaoefiEnt and the Divisbn Chief.

Mary Joyce P.

Salamat
Education Program

Specialist ll
Social Mobilization and

Net\rvorking

. Assists tlE SEPS of SMN in fie fnaliuation of
Division Plan br Brigada Eslwela 2020.

. Assists in the brmulation of prograns regrding
Parhe6hips.

. Provides suppofi to DRRM.

. Provides update on 4Ps, SBPM and Peace
Education.

o Afiends b o$er mattsrs as per insfuc,lion of the
Too Manaoemer and he DMsion C'hief.

Arvin P. Repaso Project Development
Officer ll

Disaster Risk Reduction
Management

. Assisb in the lmplementation of lnErim Guidelines
and Protocol on Satsty, Health and Wefiness of
SDO Personnel for the Prevention of CoVlDl9.

DEPEDOUEZON.TM-SDS.(x{1 O-OO2

Email add...s$: quezorr6Ddeoed,oov.Dh
Comnents: frt HELEN - aNl7A9O2:t27 (St t tltgtxdfCknTxt) 2127 (ebba.od lrl)
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pemltacl by th6 Sdloob Dvisiln Supeinlendenl.
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. PerbrrE task s member ofhe Provincid IATF.

. Provides necessary REortllechnical Assistsnce

on DRRM specifically on COVID 19.

. Atbnds to oher matbrs as pe, instuction of lhe
Too Manaoernent and he Division Chief.

Gloria F. Magtibay Adm inistrative Assistant
ilt

Clerical o lssisb the SGOD Chief in tlE processing of
incorning ard ot&dng communications and

docunEnb assigned in trte SGOD ffice,
. Attends to other matters as per insfwlion of the

Division Chiel
Ramir O. Arbolente Engineer lll Educetion Facilities . Attends to mattsrs concerning Education Facilities

and Building Consfirlhn/Repairs.
. Provides necessay ReporuTechnical Assisbrf,e

on EFS.
. Provides report on the danages b sohools

kousht about by typhoon AlrBO,
. Attends h o$er mattErs as per instrwlion of the

Too Manaoement and the Division Chief.

Daniel Jr-

Hulamares
Senior Technical

Assistant I

Education Facilities . Atends b matbls concerni0g Education Facilities

and Building Conshrtbn/Repairs.
. Provides necessry Reporffechnical Assisbrf,e

on EFS as per insfuclion ofhe EFS Head.
. Assisb in the prep alion of report on $e

damages b schools bought about by typhmn
AI,lBO.

. Attends b otier rn#rs as per instuction of the

ToD ManaoefiEnt and fie Divisbn Chief.

Gian Carlo Pardilla Senior Technical
Assistant I

Education Facilities . Athnds b matE s concerning Educalion Facilities

and Euilding ConstrElbniRepairs.
. Provides necessay Repod/fechnicd Assistarce

on EFS as per instucton of he EFS Head.

. Assis$ in fie prepardion of report on he
danages b sclEols bought about by q/phoon

AMBO.
. Albnds to oher mathrs as per instruciion of the

To0 Manaoemer[ and the Division Chief.

Danica May V.

Jaranilla
Adm inistrative Assistant

t

Cleric€l - EFS o lssisb the Divisbn Engineer in tl€ processing of
incoming and outgoing mrnmunicalions and
docurEnts.

o Provides necessry fisishnce b EFS team.
. Atbnds b ofier matbG as per instrction of the

Division Chiet end the Divisbn Enoineer.

Alma M. Quiambao Adm inistrative Assistant
l

Clerical - PAR . Assisb the Planning Offcer in the data
managernent of the Division.

. Pmvides necess y ssists0ce b PAR tean.

. Albnds b o&er mattsrs as per insfuclion of tile
Division Chief and tihe Plannino officer.

Lea M. Abeio Adm inistrative Assislant
lt

Cleric€l - PAR . Assisb tl|e Planniry Otrtcet in tE data

management of fE Division.
. Provides necessay assistarrce h PAR team.
. Atbnds b other matb's as per instuction of $E

Division Chief and fte Plannino Offoer.
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Bernadeth A.

Placano

Administrative Assistant
il

Clerical - PAR o Assisb tlrc Planning 0ffcer in fie data

managernent of $e Division.
. Provides necessay assishnce to PAR tsam.
. Atlends to othor matbrs as per instruclion of the

Division Chief and fie Plannino Offcer,
Edwin G. Signo, Jr. Administralive Aide Vl Clerical - PAR o Assisb fie Planning Offcer in fie dah

management of the Division.
. Provides necessay assistance to PAR team.
. Attends to other matlers as per instruclion of the

Division Chief and lhe Plannino officer.
Ma. Teresita M,
Ab€,la

Nurse ll / OIC - SHS School Health . Assists in tE lmplernentalion of lnHim Guidelines

and Probcolon Safrty, Healtfi and Wellness of
SDO Personnd fo, the Prevention of C0MD-19.

. Performs lasks as member of the Provincid IATF.

o Provides necesstry RepodTechnhal Assistance
on DRRM specificdly on COVID 19.

. Provide updats on te guidelines of 0K sa DepEd

and ib 6 flagship prograns.
. Attends to otrcr matlers 6 per instuclion oft le

Too ManaoerEnt and he Division Chiet
Jose Macario Ernie
D. Patino

Dentist lll / OIC- Dentist-
ln-Charge

School Health . Assisb in tE lnplementrtion ot lnterim Guidelines
afld Probcolon Safety, Hed$ and Wellness of
SDO Peconnel br he Preve ion of COVID-19.

. Provides necessary Reportfi"echnicd Assista.re
on DRRM specifically on COVID 19.

. Atends to othe. mattsrs as per insfuclion of the
ToD ManaoerEnt and fie Division Chief.

Sherwin S.

Penamora
Dental Aide School Health . Assisb in he lrpl€mentalion of lnterim Guidelines

and Pmtocolon Sably, Hea(h and Wellness of
SDO Perso0nel tu the Prewntion of COVID-1g.

o Assisb the OIC of tre SHS in matters concerning
l-lealh Services.

. ,fiends b other matErs as per instruclion of the
To0 Manaoement afld the Division Chief.

Vincent Lawrence
B. Habito

Administrative Aide Vl School Health . Assisb in the Implementation of lnterim Guidelines

and Protocol on Safety, Health and Wellness of
SDo Personnel for the Prevention of C0MD-19.

. Assis$ the olc of $e sHS in mattsrs concaning
Healb Services.

. Albnds b ofier mattsrs as per insfuclion 0f the
ToD Manaoernert and fie Division Chiefl

Hazel Ann S. Camo Proiect DevBlopment
Officer I

Youth Formation and
Development

o Collabs repod on School Research

Acconplishment Report and Reseamh
Managernent Han.

o Assisb the YFD in fieir programs sp€cmca y $e
Proiect TULAY.

o Altends h ofier mafiers as per insfucton of e
To0 Manaoement and the Division Cfiief.

Leah A. Alcala Proiect Development
Off icer I

Youth Formation and
Development

o Facilitd tE co.npliance of schools on Divbion
li,lernorandum No. 099, s. 202G Re: Reiteration on
the Compliance in the Submission of Election
Monitoring and Related Repo6

o Assists in ihe innlernentdion ol Proiect TULAY.

DEPEDOUEZON-Tr,t-SDS-O,t-01 0-002

E ma i I add rcss : gEZgdUEElLggytL
Commentg lxt HELEN - at9lng)2:]27 (Smdnw*d*n7xt) 232f @oba .rf, fit)

fhis lom is a prcpet, ot SCHOOLS DrVrSfOlV OFFICE - AUEZON PROWNCE The'!,o,€. on.uthoize.l use b slri y prohbited unbds
peinnbd by tho Sdloob Divieion Supedntan.t nl.
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. Afiends b other matbrs as per insfidion of the
Too ManaoerrEnt and tle Division Chb{.

Glenda P. Verdan Project Dev6lopm6nt
fficerl

Youth Formation and
Development

o Failitab the compliance of schools on Dvhion
l,lemrandum No, 099, s. 202& Re: Re[erdion on
he Complhnce in the Submission of Elec{ion

Monitoring and Relabd Reporb
o Assists in he implerBnhlion d Proirct TULAY.
r AttsnG b o0ler nftrs 6 per insfflrlbn d UE

ToD M aoenEnt and the Divishn Chief.

Mark Angelo Tiusan POec{ Development
Officer I

Youth Formation and
Devolopment

o F*ilifr tE codpliaffi of schods on Division
MerDrandum No. 099, s. 202G Re: Reihration on
te Corplance in fie Subrissidr of Eleclim
Moniuing and Relatsd Reporb

o Assisb in the imphmenffion of Polilct TULAY.
. Atends b otEr ma&'s as psr insfruclion of the

ToD Mdraoement and the Divisbn Chbf.

'ffi effi '#H,iffi:Y,;,'#,-:,:-::"X?: H,U
RE(i*rlibn Nun$.r:
(uctRct mt0

'ffirEvrLLA
SGOD- Chief

" *.*-lHj;ERA,cEsov
School/Division Supedntendent

DEPEDOUEZON-TM-SDS-&-01 (Xn2
E m ai I aN ,ps6 : g@@bpe9lg€g:ph

Comments: frt HELEN - 0917t902327 (s,n'r, Strtr'Tdktlxt) 2327 (eloba.nd fU)
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WORK FUNC]IONS AI{D DELIVERABLES OF SCHOOL HEALTH PERSONNEL ON
ALTERNATIVE WORK ARRANGEMEilT

POSmON

DEPEDOUEZON-TM-SDs-oil-(}25-002

Email addrcss ouezon@deped.oov.oh
Comments: Txt HELEN - tNl789OX]27 lSntAS|,,,,ndXnfx0 2327 (eiobe and W

fhb fom is a pft.,3tty ol SCIIOOLS DIVISION OFFICE - QUEZON PROVINCE. Tha.elo.c, un uthotizod u* b sati.lty ffE,hhilcd unhss
pe.mifrcd by tno Schoo/s Division Supcin/Endan.

NAME FUNCTION'SECTION OUTPUT/DELIVERABLES
Ma. Teresita M.

Abella
Nurse ll / OIC School Health Assists the

lmplementation of lnterim
Guidelines and Protocol on
Safety, Health and Wellness
of SDO Personnel for the
Prevenlion of COVlD.l 9.
. Performs tasks as member
of the Provincial IATF.
. Provides necessary
ReporUTechnical Assistance
on DRRM specifically on
covtD 19.
. Provide updates on the
guidelines of OK sa DepEd
and its 6 flagship programs.
. Attends to other matters as
per instruciion of the Top
Management and the Division
Chief.

Dr. Jose Macario
Emie V. Paiino

Dentist ln-
Charge

School Health Assists in the lmplementation
of lnterim Guidelines and
Protocol on Safety, Health
and Wellness ot SDO
Personnel for the Prevention
of COVID-19.
. Performs tasks as member
of the Provincial IATF.
. Provides necessary
ReporuTechnical Assistance
on DRRM specifically on
covtD 19.
. Provide updales on the
guidelines of OK sa DepEd
and its 6 flagship programs.
. Attends to other matters as
per instruction of the Top
Managemenl and the Division
Chief.

Mncenl Lawrence
B. Habito

AA VI School Health Assisls in the lmplementation
of lnlerim Guidelines and
Protocol on Safety, Health
and Wellness of SDO
Personnel for lhe Prevention
of COVID-19.

@
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. Performs tasks as member
of the Provincial IATF.
. Provides necessary
ReporUTechnical Assislance
on DRRM specifically on
covtD 19.
. Provide updales on the
guidelines of OK sa DepEd
and its 6 flagship prograrns.
. Attends to other matters as

per instruclion of the Top
Managemenl and the Division

Chief
>Maintain the cleanliness of
ihe School Clinic

Shenrin S.
Penamora

Dental Aide School Health Assists in the lmplornentation
of lnterim Guidelines and
Protocol on Safery, Heafth
and Wellness of SDO
Personnel Ior the Prevention
of COV|D.19.
. Performs tasks as member
of the Provincial IATF.
. Provides necesssry
ReporUTechnical Assistance
on DRRM specifically on
covrD 19.
. Provide updates on the
guidelines of OK sa DepEd
and its 6 flagship programs.
. Attends to other matters as
per instruclion of the Top
Management and the Division
Chief
>Maintain the deanliness of
the School Health Section-
Clinic
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Schools Govemance and Operations Division
School Health Section

]{ame Desbnation Schedule
Ma. Teresita M. Abella otc-sHs Mondav to Friday ( 8:0G5:00)

Vincent Larrence Habito ADA VI Mondav to Fridav ( 8:0G5:00)
Sherwin Penamora Dental Aide Monday to Fridav ( 8:0G5:00)

Dr. Jose Macario Emie Pstino Dentist ln-Chanoe Mondav(D.O.) /TWTh F ( Field )
Nurses On-Duty Nurse ll M-F District AssignmenU

D.O. Dutv
Dentist On-Dutv Dentist ll Distrid Assignment

Preoared bv: -

,ffi#r.u,r
SGOD- Chief

ApprpvedEy:

cArHERrr{E e. ffiyspa, 6gso
Schools Division Superintendent

DEPEDQUEZOI$TI/I.SD9O4.Ms.OM

Email add.ess: aue.or@deoed,oov.gh
Conments: fxt TiEjLEN - lNlTEnAn pnwlSla,fiCbtTxa) 2321 (Grobo and flQ

Thl.(onni, a eto$ivof t"*t rr",o* 
T:l?i;1yff:!;:XffiS/#;:;:,iimotizcd 
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HE
Rogistetion Number:
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NO. NATUIE DESIGT{ATION

1. Lorena S. Walangsumbat, Ed.D. Chief Education Supervisor

2. Femando T. Sefio, DEM Education Prcgram Supervisor

3 Celestina M. Alba, Ed.D. Education Program SupeMsor

4- Juanito A. Merle, Ed.D. Education Program Supervisor

5. Marita A. Pionilla, Ed.D Education Program Supervisor

6. Maria Dylin S. Garcia Education Program Supervisor

7. Jee Ann O. Borines Education Program Supervisor

8. Dessa Marie B. Dalmacion Administrative Aide Vl

9. Laarni Rose R. Gutierez Educalion Program Specialist

10. Maricris M. Grobador Education Program Specialist

11. Ananias C. Aguinias Education Program Specialist

12. Adeline A. Buenafe Education Program Specialist

13. Buena D. Jaro Education Program Specialist

't4. Sedinuella Y. Aguila Administrative Assistant ll

15. Joe Angelo Basco Project Development Officer ll

16. Clarissa G. Casafia Private School Clerk

CID - IMS SKELETALWORK FORCE SCHEOULE

GROUP 1 (JUNE 22-25,202O-SDO, JUNE,26, 29,30,2020-WFH)

GROUP 2 (JUNE 22-25,aO2O-WFH, JUNE 26,29,30,2020€DOl

t{o. NAf,IE DESIGilANON

1. Lorena S. Walangsumbat, Ed.D. Chief Education SupeMsor

2. Carmela Ezcel A. Orogo Education Program SupeMsor

3. Joseph E. Jarasa Education Program Supervisor

4. Joan Alejaida R. Mauhay Education Program Supervisor

5. Abner L. Pureza Education Program Supervisor
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6. Asuncion C. llao Education Program SupeMsor

7. Walter F. Galarosa, Ph.D. Education Program Supervisor

8. Carolina T" Zanaena Public Schools District SupeMsor

9. Raymond Q. Nieva Administrdive Aide Vl

't0. Frank Frederick R. Laurora Education Program Specialist

11. German E. Deza Education Program Specialist

't2. Maria Cherryl D. Manongsong Education Program Specialist

13_ Arlene P. Coronado Education Program Specialist

14. Mercedita C. Lanot Administrative Aid€ ll

15. Ronnjemmele A. Rivera Division Librarian ll

16. Aldren B. Libranda Administrative Aide Vl
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Work Functions and Deliverables - CID

NAME Position Function OuEuUDeliverables

Lorena S. Walangsumbat Chief Education Supervisor

Management
and
Supervision of
crD

CID Learning Continuity Plan
implementation/ Conduct Planning
Meeting with the PSDS on the four
learning modalities/ Report on the list
of evaluated edited modules/ acdions
to be taken in the receivod
documents in the CID

Femando T. Seffo Education Program Supervisor Supervisory Evaluated and Edited ADM Modules
in EsP

Celestina M- Alba Education Program Supervisor Supervisory Evaluated and Edited ADM Modules
in Math

Juanito A. Merle Educalion Program Supervisor
Supervisory Evaluated and Edited ADM Modules

in English Elem and Senior HS/
Online Trainino of Readino Prooram

Marita A. Pionilla Educalion Program SupeNisor Supervisory Evaluated and Edited ADM Modules
in MAPEH

Maria Dylin S. Garcia Education Program Supervisor
Supervisory Evaluatod and Editsd ADM Modules

in Kindergarten/ Online Training of
Division Readino Prooram

Jee Ann O. Borines Educstion Program Supervisor
SupeMsory Quality assured ADM Modules (

tecnical aspecls)/ List of Available
Leamino Resource Maierials

Carmela Ezcel A. Orogo Education Program Supervisor Supervisory Evaluated and Edited ADM Modules
in Science

Joseph E. Jarasa
Education Program SuperYisor

SupeMsory Evaluated and Edited ADM Modules
in Filipino/ Online Training of Division
Readino Proroarm

Joan Alejaida R. Mauhay
Education Program Supervisor

Supervisory Evaluated and Edited ADM Modules
in SPED/ Processed Private Schools
documents

Abner L. Pureza Education Program Superyisor
Supervisory Evaluated and Edited ADM Modules

in English Secondary/ Online
Trainino of Division Readinq Prooram

Asuncion C. llao Education Program Supervisor Supervisory List of Available ADM Modules/ M&E
Reoorts of ALS

Walter F. Galarosa Education Program Supervisor Supervisory Evaluated and Edited ADM Modulos
in AP

Carolina T. Zaraena
Public Schools District Supervisor Supervisory Evaluated and Edited ADM Modules

in EPP
Rejulios M. Villenes Public Schools Distict Superyisor Supervisory Evaluated and Edited ADM Modules

in SHS and TLE

Raymond Q. Nieva Administrative Aide Vl Secretariat lncoming and Outgoing
Communic€tions/ CID Suooort

Dessa Marie B. Dalmadon Administrative Aide Vl Secretariat lncomingy' Outgoing
Communications/ CID SupDort

Laarni Rose R. Gutierez Education Program Specialist
Support and
MonitorALS
Prooram

Mock Assessment Tool for ALS
learners/ List of modules aligned with
the MELC/ adjusied Action Plans
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Maricris M. Grobador
Education Program Specialist Support and

Monitor ALS
Prooram

Mock Assessment Tool for ALS
learners/ List of modules aligned with
the MELC/ adjusted Action Plans

Ananias C. Aguinias
Educalion Program Spacialisl Support and

Monitor ALS
Prooram

Mock Assessment Tool for ALS
learners/ List of modules aligned with
the MELC/ adjusted Action Plans

Adeline A. Buenafe Education Program SpecialiS Support and
Monitor and
ALS Proqram

Mock Asse$ment Tool for ALS
leamers/ List of modules aligned with
the MELC/ adjusted Action Plans

Buena D. Jaro Education Program Specialist Support and
Monilor and
ALS Prooram

Mock Assessment Tool for ALS
leamersi List of modules aligned with
the MELC/ adjusted Action Plans

Frank Frederick R. Laurora
Education Program Specialist Support and

Monitor and
ALS Proqram

Mock Assessment Tool for ALS
leamersi List of modules aligned with
the MELC/ adiusted Action Plans

German E. Deza Education Program Specialist Support and
Monitor and
ALS
Proorarn/ALIVE

Mock Assessment Tool for ALS
leamers/ List of modules aligned with
the MELC/ adjusted Action Plans

Maria Cherryl D. Manongsong

Education Pmgram Specialisl Support and
Monitor and
ALS Proqram

Mock Assessment Tool for ALS
leamers/ List of modules aligned with
the MELC/ adiusted Aclion Plans

Arlene P. Coronado Education Program Specialist
Support and
Monitor and
ALS Prooram

Mock Assessment Tool for ALS
lsamers/ List of modules aligned with
the MELC/ adiusted Action Plans

Joe Angelo Basco Project Development Offcer ll LRMDS
support

Developed designs for the ADM
Modules and other learning
resources

Ronnjemmele A. Rivera
Division Librarian ll Administration

of library
lnventory/List of Materials for
different Grade l6vels

Aldren B. Libranda Administrative Aide Vl
Library Hub
Suooort

Accessioned books in the library

Sedinuella Y. Aguila
Administrative Assistant
il

LRMDS
suoDort

lncoming/ Outgoing Communications

Mercedita C. Lanot Administrative Aide ll Library Support Accessioned books in the library

Clarissa G. Casafia Private School Clerk Secretariat lncoming i Outgoing
Communications of Privata Schools
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