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February 16,'2024

SCHOOLS DIYISION MEMORAI{DUM
ruo. -0&J-, s.2o24

SUBMISSION OF APPLICATIOIII, SCREENING & EVATUATION OF APPLICAIITS
rOR ADMIIIISTRATryE ASSISTANT I POSI?ION

'lo: AssistantSchooisl)ivision Superintendent
Chief Education Superr.,isors
Public Elementary and Secondary Schoolheads
A11 Others Concerrred

1. With reference to DepEd Order No. 007, s. 2023 titied Guidelines on Recntitment,
Selecticn, and Appointment in the Departrnent of Educatiart, and DepEd Order 66, s.
2AO7 tltled Reuised Guidelirues on the Appointment and Promotioru of Other Teach.irtg,
Related Teachirtg rsnd Naru-Teactting Posifions, this Ofiice through the Human
Rcsourcc l,{c;it Proinctiol.l tind Sclcction Board {HR}dPSB} anncunces ihc call fcr
subrnission of applications, screening and evaluation of applicants for vacant
pr:sitions u'ith the following detaiis:

FOR ADMIITISTRATT\IE ASSISTAII? I
Saiary Grade / Salary: SG 7 - 223,44Q.OO

Qualification Standards
trducation: Cetmpletion of trnzo-year in coilege or High School graduate rvith

reievant/trade course
Experience: nonerequired
Training: None required
Eligibilitrr: Relevant MC 11 s. 1996 Career Service (Sub-professional/First

Level Eligibiligr

2. The said evaluation has the following timeline:

Febluary i9-23,'2A24 - Submissiun anci Receipi uir\ppiicatiorr
Documents

February 26, 2A24 - Initial trvaluation of the Qualilication
of Applicants

February 27, 2024, - Comparative Assessment of Applicants
9am onurards
Irebruary '29, 20'24 - Posting of the Results of Comparative

Assessment of Applicants
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3. Interested applicants are advised to submit through the SDO Records Sect"ion

the following documents on or trefore February 20,'2A24,5:00 p.m. Adelitional
documents shall not be accepted after the said deadline.

Letter of Intent addressed to our Schools Divisi.on Superintendent.
JOHANNA N. GERVACIO phD, CESO V, SDO Science CiSz of Mufloz;
Duly Accomplished Form 212 {Personal Data Sheet) with Work Experience
Sheet:
Photocopy of valid and updated PRC License/ID, if applicable;
Photocop-v of Certificate of Efigibilit_y /Rating, if applicable;
Photocopy of scholastic /academic record such as but not limited to
Transcript of Recolds (TOR) and Diploma, including completion of
gratluate anrl. post-graduate units/dcgrees, if applicable;
Photocopy of Certificate/s of Training, if applicable;
Photocopy of Certificate of trmployment, Contract of Service, or duly signed
Ser"vice Record, whichever islare applicable:
Photocopv of latest appointment, if applicable;
f)tr-^+^^n-'-, ^l- t1-^ D^"*f-^--ff^F^^ D^i.inc in fL.n !,'..i r1-'-^^ -^-.rncanrr{i,.^ -^riI'iiUiLrLUiJ.! tri iii('rL'ilUiiiialiCii i(i:tiU18 iti tiiL'ii:i5i LiiiCw Lijii;:LLLrii!L iddng
periods;
checklist of Requirements ancl omnibus sr.vorn statement of the
Certi{ication on the Authenticity and veracitv (cAVi of the documents
submitted and Data Privacl'Consent Form pursuant to RA No. 10173
(Duta Pr-i"uacy Act af 2oi2), ursing tire a'r-tachecl furrn (Enclosure No. i),
notarized b-v- authorized official; and
other documents as may be required by the HRMPSB for comparative
assessment, including but not [mited to:

Ivleans of veriiication (lvloV s) showing outstan<iiag Accompiishments,
Application of trducation, and Application of learning and Developmer:t
reckoned from the date of last issuance of nppointment; and
Photocop-v of the Perforrnance Raiing oi:iained ft'om the r"eievant u,ork
experience, if Performance Rating in Item 3(i) is not relevant to the
position to be filled, if applicable.

4. In consonance rvith RA No. 879'2 or the "Electronic Commerce Act of 2000"
which provides that "electronic documents shail have the legai eifect, vaiidirv or
enforceability as any other document nr legal rvriting and where the law requires
a cl0cument to be in writing, that requirement is met by an electronic rlclcument
if the said electronic document maintains its integrig: and reliability and can be
ar-rthenticated so as to be usable for subsequent reference," online submission
of electronic copies of the above enumerated application documents may be
allowecl, subiect to the submission of the hard copies upor] request for purposes
of verification.
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5. Individuals who failed to submit complete mandatory documents (Items 3.a to
3.j) on the set deadline sha11 not be included in the pool of officiai applicants.

6- Kindly bring original documents on the day of evaiuation for verification and
other purposes.

7. The applicant assumes full responsibilitv anel accountability for the
completeness, authentici-ry-, and veracity of the documents submitted, as
evidenced bv the Omnibus Su'orn Statement {Item 3i}, duly signed by the
applicant.

8. This Office adheres to Equal trmployment Opportunity principle to all
applicants regardless of gender, civil status, disability, religion, ethniciry or
politic al affiliation.

9. Immediate and wide dissemination of this Memorandum is desired.

*,-?
JOHANTIrN. GERVACTO PhD, CESQ V

- 
Schools Division Superintendent 'X 

*
L,

Encl: None
Reference: DO OO7, s. 2O23 and DO 66, s. 2O0T
To L,e indicated in the Perpetual Index

Under the follawing subject:

COMPARATIVE ASSESSMENT

HRMPSB/ CAADAS I
reDfuary 22, zu24

^ ^r6..1.-h.NA

fEB 19 litlti t
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Aft^w

lvame of Appiicffit: - *. __....

Fcsiiion Applied For: -^,..Office of the Po$ition Applied

C}IEC T-IST OT RDQI,IEEMEITTS

Applicatjon Code;

for: ---., .---.-
Contact Numt er:
Religion: -*-.- . .

Ethnicity:
Person wifft Disability: Yes ( ) No ( )
Sslo Psent: Yes t ) No ( l

xum*nit"ffi

on[r{IBufi $WORIV S?A?puE!{T

CENTI]FICATI(}IT OI' AIIT}TE!'TICITY AI\ID ITERACITY
I hereb'1. certify that all in{o@alion above de true md correct, md of my personal know}edge ffid ttelief, agrd t11e .:ocumentssubEitted herewith se original md/ar certi{ied true copiea thereof.

DA.TA PRIVACY COIISET'T
I hereby gret t}le Departinent ot Educatioa the rigtrt to collect md proces ny trErsonalinlorraatior ffi stated abo?e, for rrurposesreleYmt to the recmitment' selection, @d placimeat of pqrBonnel of tl.e Deparlment ed fffi pirrltoses of complimce with the1aws, ru1es, ffid regulatiofis being lmplemented by the Civil Serice Commissioa.

Nme md Sigaature ofCppticat
Subscribed and sorn to before me this 

-- 
day of --,.*-.-_."*.-..-- -*_,,, yEil _,

lH::TTT:*m:"*S.::;g-r3::**my?::yy-y9r?@*, G,r€Micdq@b.lrerhvcth!rcaderc.r.d.|iqroreorn,srnr.armyod,edsu,latorlqs&lui.rysde)(Flkc.h.lffi&qrl'6..ioeu6ero*6u,ioj,a".*qr;;;;;;'"r;#;;"ffil;;,"ffi.H"T;:Tffi;y":ffj:
dn*s iri hb8"i? snd rcfebfrry dd lH bG .trthodEld s os to bo u5*b fc eb6cqo_*t ,"f*

Basic Deumatarlr Requi.sment

Statua of
$ubmissim

Sta k$neaa bg rre
ryfimrB

(}ra.h if .{bd6€d,

Verili.ation
f1'o beJUM-* bg ri@HR*A/W AIWc..h.@milrc,

Status of
Submieeion

lee if comptiat)
Remuks

I*tter of intent addressed t- tl-e Head of Offiee or trighest
hulnan resource officer

b" If,uly accomplislred Personal Data Slxeet (I}DS)
(CS Fom No. 212, Revised 2O17i ed \trtrcrk Experiere $heet,
applicable

c. Photocapy of valid ffid updated pRC License,/ID, if applicable
d, Ptloto@py of Certificate of etigttiiifylReport sf Rating, f

atrrplicable
Photecopy of sctrolasticlacademie record $ucl. * but not
Iiaited to Tmscript of Fiecorda {TOR) ed Dipioma, inc!,rdiag
comptretion of g.aduate ad po*t-graduate units/degrees, if
availatlle
Photoco;ty of Certificate./s ol Traiains- if aosli.rtrle
Pholocopy of Certi-ticate oi EmploJme&t, Contract of Senirc, or
du1l eili.*ed Seroice Record, wbictrever is/tr€ aflsllcat'le

h. Photocoov of latest aodointftent. il ensl;61'le
i Photocopy of the Perfommce nat$gs fi the IG;.ti;;*

period(s) .wering one (1) yer perlommce S,rior to the deadljEe
of submissiof,, if apFlicable

.i Checklist oi RequireBents ad Omnibus Swom StateflenE on
tlre Certificatior oa the Authenticity ffid \/eracity (CAV) of the
4qqllqlqats subaitted ad Data Prirary Consent l..ore

k. Other dmuoeate as Eay tre requirEd for compatatiye
assessqent, such a$ t ut not limited to:
Mees of VeriJication (MOVS) showing Outstffiding
AacomplishBeats, Application of Education, md Applietioa of
Lemiog ad Deveiopment reckoned frcm tfle date of last
iqqumce of ai);rointment
Ftrotompy af Perfommce ttating outaim-Eii-G}6G7*-t
work experience, if perfomece ratiEg in Item (i) is qot relcvffit
lgj1g-llqqtion to te liusd

,lttealred:
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