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RECORDS SECTION ' Republic of the Philippines
RE LEAS ED| Department of Education
REGION V
. 54l | SCHOOLS DIVISION OFFICE OF CATANDUANES
DATE: TIME: 149

November 4, 2024

DIVISION MEMORANDUM
No. 50l s. 2024

RE-OPENING AND ACCEPTANCE OF APPLICATION AND ASSESSMENT
FOR NON-TEACHING POSITIONS

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

1. The DepEd Schools Division Office of Catanduanes announces the re-opening and acceptance
of applications for non-teaching positions from November 4, 2024 until November 11, 2024.

2. The vacancies are the following:
5. y ; No. of
Position Title Office/Assignment Vcuiice. |
AECOGBREE Pandan School of Arts & Trades 1
ounmn Catanduanes National High School 1
Medical Officer III School Governance & Operations Division 1
3. The CSC Prescribed Qualification Standards for the said positions and Job Description are
shown in Enclosure No. 1 to this memorandum.
4. Applicants are required to register in the link https://bit.ly/NTOnlineRegistrationCTD and

a printed copy of their registration must be included in their application documents. Applicants should
provide complete details of their personal information, education, training, experience, and eligibility
on the link. Only applicants who registered in the link and submitted complete hard copies of
documents in the Schools Division Office- Records Section on the set deadline will be considered as
official applicants.

S. All interested qualified applicants shall submit their documents at the Records Section in color
coded folder, Accountant I- YELLOW, Medical Officer III- WHITE. Documents must be fastened on the
left side with Table of Contents arranged from letter A to letter M as indicated below. To facilitate the
evaluation process, labels (index tabs) using A to M are requested:

BASIC DOCUMENTARY REQUIREMENTS
Letter of Intent addressed to the Schools Division Superintendent
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 photocaopy of valid and updated PRC License/ID (if applicable)
Clear photocopy of Civil Service Commission Board Rating/Certificate of Eligibility/Report of
Rating
Clear photocopy of Transcript of Records (TOR) for baccalaureate degree,
and post graduate degree (if applicable)
Clear photocopy of Certificate/s of training attended within the last 5 years with summary
table, arranged by year from most recent (if applicable)
Clear photocopy of Service Record/Certificate of Employment/Contract of Service (if applicable)
Clear photocopy of Latest Appointment (if applicable)
Clear photocopy of Performance Rating in the last rating period covering 1 year performance
prior to the assessment (if applicable)
Checklist of Requirements and Omnibus Sworn Statement in the Certification on the
Authenticity and Veracity (CAV) of the documents submitted and Data Privacy Consent Form
(Annex C) - download @ bit.ly/Annex_C
OTHER DOCUMENTS
K | Outstanding Accomplishment if any
e Awards and Rccognitions
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Mepartment of Education

RCGION V

SCHOOLS DIVISION OFFICE OF CATANDUANES

Research and Innovation
Membership in National Technical Working Groups (TWGs) or Committees
Resource Speakership/Learning Facilitation
NEAP Accredited Learning Facilitator

L | Application of Education (relevant intervention that is directly applicable to the functional unit

where the position applied for is lodged), if any
e Action Plan approved by the Head of Office
¢ Accomplishment Report verified by the Head of Office
e Certification of the utilization/adoption signed by the Head of Office

Application of Learning & Development, if any
o Certificate of Training that is aligned with the Individual Development Plan (External
applicants must submit a certification from the HR of their current or previous employer
stating that the L&D intervention is aligned with the tasks of the applicants)
Action Plan/Re-Entry Action Plan
Accomplishment Report with a certification that the L&D was used/adopted by the Office

S. Only the Application Letter, Omnibus Certification and Personal Data Sheet are required to be
submitted in original forms.

6. The applicant assumes full responsibility and accountability for the completencss, authenticity
and veracity of the documents submitted, as evidenced by the Omnibus Sworn Statement, duly signed
by the applicant. Any false and fraudulent document submitted shall be grounds for disqualification.

7. Relevant documents must be checked first at the Schools Division Office (SDO) Personnel
Section before submission to the SDO - Records Section.
8. The schedule of activities are as follows:
Person/s
Date and Time Activities Venue Committee | Participants
Responsible
November 5, Orientation of Online HRMO Interested
2024 (11AM- Applicants Note: All interested Applicants
12NN) qualified applicants shall
request a link through this
email:
hrmorsp.ctd@deped.gov.
ph
November 11, | Deadline of Records Section Records Interested
2024 (8:00AM- | submission of Officer Applicants
5:00PM) application letter with
relevant documents
November 12, | Initial evaluation of Personnel Section HRMO
2024 documents
November 13 Written Test SDO-Terrace HRMPSB Interested
, 2024 Secretariat | Applicants
November 14, Document Evaluation | SDO Terracc HRMPSB Intcrested
2024 and Interview Applicants
9. The Criteria and Point System for Hiring and Promotion for Non-Teaching positions per DepEd
Order No. 7 s. 2024 are as follows:
Criteria Foints
Education 5
Training 10
Experience 15
Performance 20
Outstanding Accomplishments 10
Application of Education 10
Application of Learning & Development 10
Potential (Written Test, BEI, Work Sample Test) 20
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10. Only relevant Education, Training and Experience that exceeds the minimum qualification of

the CSC approved- Qualification Standard shall be given points. Training must be earned after the last
promotion but within the last five (5) years.

11. Applicants who failed to submit complete mandatory documents on November 11, 2024 shall
not be included in the pool of official applicants. No additional documents shall be accepted after the
deadline.

12. All official applicants in the pool shall be assigned an application code to ensure objectivity and
integrity of the process and to protect the identity of the applicants when posting the results.

13. Notice of Initial Evaluation Result for Qualified and Disqualified applicants will be notified
through email.

14.  During the open deliberation, qualified applicants must be ready with their original documents
for verification purposes.

1S. Applicants may retrieve their documents one (1) month after the release of the approved
Comparative Assessment Result (CAR). The HRMPSB will not be responsible for the safekeeping of the
documents submitted. It will be disposed properly three (3) months after the release of CAR.

16. 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 identitics and expression (SOGIE) or other similar
factors/personal circumstances which run counter to the principle of merit, fitness for the job and

equal opportunity.”

17. Persons with disability, pregnant or any applicant in need of special assistance should notify
the Personnel Section prior to the scheduled date of evaluation.

18. The following is the composition of the Human Resource Merit, Promotion and Selection Board
(HRMPSB) Sub-Committee:

Chairperson SGOD Chief MARY JEAN S. ROMERO
Regular Alternatc
AQ V EVA S. TOLENTINO AO IV CHERIE V. PEREZ

Members HRMO MARICHELLE B. LLAVE | AO Il ROMA ANGELEE A. SOLEYBAR
EPS AROLINE T. BORJA (for 2™ | EPS AMELIA B. CABRERA (for 2 level position)
level position)

19.  All expenses to this activity shall be charged against local funds subject to the usual accounting
and auditing rules and regulations.

20. For information, immediate and wide dissemination, guidance and compliance.

CECILE C. FERRO CESO V1
Asst. Schoolé Division Superintendent
olIC, Office of the §chools Division Superintendent
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Enclosure No. 1 to Division Memorandum No. 'l ». 2024

ACCOUNTANT I
JOB SUMMARY AT

Undet mmedate supervision mantans the  agency  books  of accounty and other  accounting  teconty. prepares  fnanuial - statements and other
reports for ntemal external reportng purposes in conformity weh generally accepted accounting standants and auding rules and regulatons

" GUALIFiCAYION SYANGARDS S
noe s
IS Cducaton | Dachelor’s Dogree in Commene! Tusiness Adivmataton K';t‘nhm‘i\g s
_N_______I'\Fm« L. wefequred T T - &
A TR0 (CPA)
- ““‘”““ﬁ‘ e ) U i e

Accountant |
1 Prepares penodicFinancl tatemen's and ofhe eatad repors I accordance i accounh) and g s nd regulaons
7 Checks e accuracy, oty and apprograteness of mcome and expendiure ransachons
3 Supervses and montors the manienance of pumals generalleders. subsidiry ledgers and relatad acount scheduies
4 Nordors the sa'eheepng of acoounting records documents comespandences and repaits and ensures manmum secunty and systemabe compdoton of
AAN0US Accounting nfomabon
5 Coordnates wih Budgel OrvsonUnd n the detemnabon and ven'alion of ewsience of Accounls Payabiepad obigaions
B Assols Pagher el Accourtants inthe analyss eifcalion and consoldabon of hed ofices reports

T T Reaens e fnancal ataments and reied schedes

MEDICAL OFFICER 111
JOB SUMMARY

Ta promate, protect and maintain the physical and mental wall:heing and readinoss of loamers Lo loam, by planaing, formulating stratogios
for heatth and nutriton programs, 10 ptovllo supenvisory function to In rsonnel in the conduet and monitonng of Health and Nutiition
Program Services and ost vablo and sustainable knkagoes waith educational pannors and stakehokders

A~ CSCPrescribed Quaiifications e e RS 2=
Fducaton %@_&a\o .
Expenence tequired R
Tranings | None requied
" KEY RESULT AREAS OUTIES AND RESPONSIBILITIES
| Health Program and Services | o«  Plany and formulates pobicios stalogios and gukiolings on Health and Nutiton Progiams of the
: Schools Division Olfico
o Monitor and Evaluato the mplemented School Health and Nuttiton Programs of 1ne Schools Division
Offico Tor thu diost bonuli of \he oo
| o Propares and submity perodic reports of accomplishimonts
"Nutrition Program Service o Monitor, € valuata and Repon the Nutimonal Status of foaimers in the Schools Division Office
| o Dovolop, Dasign, Implomont. Evakiato, Monitor and Repon Sustainable Feoding Programs o the
wonthod Sovorely Wasted and Wastod Learners of the Schools Division Olfico
o Ensivo Complance and Implementation of Nutrition Programs 1o Nutriional Standards i Food
1 prepatation il
Partnership o Laabinhos. Mantains and Sustains Pannonhips and Agreoments with othor agencies and
stakehaddors based on Dep ED Established Standards for Hoatth and Nutition Frograms
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