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October 28, 2024

DIVISION MEMORANDUM
No. §47s. 2024

ACCEPTANCE OF APPLICATION FOR TECHNICAL ASSISTANT I (SCHOOL SPORTS
FOCAL PERSON) UNDER CONTRACT OF SERVICE

TO: Assistant Schools Division Superintendent
CID & SGOD Chief and Personnel
OSDS Unit Heads and Personnel
Elementary & Secondary School Heads
All Others Concerned

1. The DepEd Schools Division Office of Catanduanes announces the acceptance of
applications for Technical Assistant I (School Sports Focal Person) under Contract of Service
from October 28 to November 4, 2024.

2. The qualifications/terms of reference, criteria and point system and schedule of
activities are shown in Enclosure No. 1 to this memorandum.

3. All interested qualified applicants shall submit their documents at the Records Section
in white folder. Documents must be fastened on the left side arranged from letter A to letter
G as indicated below. To facilitate the evaluation process, labels (index tabs) using A to G are
requested:

DOCUMENTARY REQUIREMENTS

A | Letter of Intent addressed to the Schools Division Superintendent

B | Duly accomplished CSC Form 212 (Revised 2017) with latest passport size ID
picture, notarized and Work Experience Sheet (if applicable), download the form at
bit.ly/F212_PDS & bit.ly/WES_PDS

Clear photocopy of valid and updated PRC License/ID (if applicable)

Clear photocopy of Civil Service Commission Board Rating/Certificate of
Eligibility /Report of Rating (if applicable)

Clear photocopy of Transcript of Records (TOR) for baccalaureate degree,

and post graduate degree (if applicable)

Clear photocopy of Certificate/s of training attended arranged by year from most
recent (if applicable)

G | Clear photocopy of Service Record/Certificate of Employment/Contract of Service
(if applicable)

4. The applicant assumes full responsibility and accountability for the completeness,
authenticity and veracity of the documents submitted. Any false and fraudulent document
submitted shall be grounds for disqualification.

5. No additional documents shall be accepted after the deadline.

6. This Office upholds Equal Employment Opportunity Principle: “that there shall be no
discrimination in selection of employees on account of age, school, gender, civil status,
disability, religion, ethnicity, social status, income class, paternity and filiation, political
affiliation, and those from any sexual orientation and gender identities and expression
(SOGIE) or other similar factors/personal circumstances which run counter to the principle
of merit, fitness for the job and equal opportunity.”
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7. For information, guidance and wide dissemination.

CECILE ¢. FERRO CESO VI
Asst. Schools/Division Superintendent
OIC, Office of the Schools Division Superintendent
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CRITERIA/POINT SYSTEM

EDUCATION (20 points)

PE & Sports/ Physical
Education, or its equivalent

Range
Point
From I To

20 Master’s Degree or higher

15 39 units earned towards the Complete Academic Requirement completed
completion of Master’s Degree | towards a Master’s Degree

10 30 units earned towards the Less than 39 units earned towards the
completion of Master’s Degree | completion of Master’s Degree

5 15 units earned towards the Less than 30 units earned towards the
completion of Master’s Degree | completion of Master’s Degree
Bachelor’s Degree in Less than 15 units earned towards the
Elementary Education/ completion of Master’s Degree

1 Secondary Education major in

TRAINING (20 points)

Range
Point From | To
20 More than 40 hours
15 32 hours 40 hours
10 24 hours Less than 32 hours
S 16 hours Less than 24 hours
1 8 hours Less than 16 hours

EXPERIENCE (35 points)

Range
Point
From To
30 | More than 3 years & 6 months
25 |3 years 3 years & 6 months
20 |2 years & 6 months Less than 3 years
15 | 2 years Less than 2 years & 6 months
10 1 year & 6 months Less than 2 years
5 1 year Less than 1 year & 6 months
1 6 months Less than 1 year

PLUS FACTOR

With experience in Sports and PE particularly teaching and coaching Sports (1

months to 11 months)

*8 year & 6 months to 2 years or more)

+3 With experience in Sports and PE particularly teaching and coaching Sports (1
year to 1 year & S5 months)

+4 With experience in Sports and PE particularly teaching and coaching Sports (6

WRITTEN TEST (15 points)
BEHAVIORAL EVENT INTERVIEW (10 points)
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Enclosure No. 1 to Division Memorandum No. ____ s. 2024
Position Title TECHNICAL ASSISTANT I (School Sports Focal Person)
Basic Monthly Php25,000.00 plus 10% premium
Salary
Place of School Governance and Operations Division
Assignment
Qualifications:

Education Training Experience
Bachelor’s degree | Eight (8) hours of relevant | ¢ Minimum of six (6) months of
in Education, | training relevant work experience
Physical Education, e Experience in Sports and PE
Sports, or a related particularly teaching and
field (e.g. BEED, coaching Sports is a plus factor
BSED in PE and
Sports, BPE, or its
equivalent

Other requirements:

e Proficient in written and oral communication skills;

e Demonstrated success in planning, organizing, implementing, monitoring, and
evaluating systems, programs, projects, and activities;

e Ability to work efficiently with minimal supervision;

Familiarity with various office software like Google Docs, Sheets, and Forms;

e Knowledge of web conferencing software such as Zoom, Google Meet, and

Microsoft Teams is an advantage.
Terms of Reference:

e Facilitate the implementation of School Sports Division (SSD) Programs and
projects in the Schools Division Office and monitor its implementation at the
school level.

e Facilitate the collection and consolidation of SSD reports/data from schools.

¢ Draft memoranda, endorsements, and other similar communications to SSD.

e Assist the Regional Focal Person with the close monitoring of SSD activities and
concerns at the school division level.

e Assist the SSD in disseminating announcements and other relevant information
to the school level.

e Provide technical assistance in the areas of capacity building, monitoring,
research, policy, advocacy, and partnership.

e Prepare the list of schools that are in need of technical assistance such as
capacity building for sports skills and the likes to be submitted to the Central
Office.

e Prepare consolidated reports on SSC implementation status, such as
membership, sports offered, and equipment status, for submission to the
Regional Office.

e All other concern officials may give assignment to the Contract of Service
personnel through his/her immediate supervisor
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SCHEDULE OF ACTIVITIES
Person/s
Date and Time Activities Venue Committee | Participants
Responsible
November 4, 2024 Deadline of Records Records Interested
(8:00AM-5:00PM) submission of Section Officer Applicants
application letter
with relevant
documents
November 5-6, 2024 Initial evaluation of | Personnel HRMO
documents Section
November 7, 2024 Written Test SDO-Terrace | HRMPSB Interested
Secretariat | Applicants
November 9, 2024 Document SDO Terrace | HRMPSB Interested
Evaluation and Applicants
Interview
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