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To:

as of August 2026:

NDUM
s.  2026

ANNOUNCEMENT OF VACANT NONTEACHING POSITIONS AS OF AUGUST 2026

Assistant Schools Division Superintendent
Chiefs of the Functional Divisions
Public Schools District Supervisors /  Principals In-charge
Elementary and Secondary School Heads
AIL Interested Applicants
This Division

This is to announce to the field the existence of the following vacant nonteaching positions

Posltlon Salary Monthly Plantllla Item Incumbent District/School
Grade Salary No. Assignment

Accountant Ill 19 59'153.00
OSEC-DECSB- ASUNCION,

OF`F`ICE OF THESCHOOLSDIVISION

A3-840135- NOLI SUPERINTENDENT-
2014 MANZANO SDO SULTANKUDARAT

Dentist 11 17 49,562.00
OSEC-DECSB- GENTOLEA, DIVISIONOFFICE-SGOD

DENT2-750040- MERLYN
1998 EUMAG

Dentist 11 17 49,562.00
OSEC-DECSB-DENT2-750039-1998

CECILIA DIVISION
GUZMAN OFF`ICE-SGOD

AdministrativeOfficerIV

15 40,208.00
OSEC-DECSB-ADOF4-840003-2025 NEW VACANT SDO-

(AdministrativeOfficer11) POSITION PROCUREMENT

AdministrativeAssistantIll-

9 24,329.00

OSEC-DECSB- MARQUEZ, ELEMENTARY-

(SeniorBookkeeper)
ADAS3-840090- JUNNA SDO SULTAN

2017 MARIE ASIS KUDARAT

Administrative

9 24,329.00

OSEC-DECSB- DIYO' PURIKAY NATIONALAssistant Ill CRISTINEADAS3-840132- HIGH SCHOOL-SDO
(Senior JOY2017 SULTAN KUDARATBookkeeper| QUINOpA

Address: Kenram, Isulan, Sultan Kudarat
Telephone No.:  (064) 471 1007
Webslte:skdivision.org
Email: deDedsk.rl2@deDed.gov.Dh
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Administrative 8 22,423.00

OSEC-DECSB- CASTROMAYOR,DIVINE LEBAK
ADAS2-840294- LBGISIATEDAssistant 11 GRACEALAYON2016 NHS-SHS

AdministrativeAssistant11-(DisbursingOfficer11)

8 22,423.00

OSEC-DECSB- ENOG, ELEMENTARY-
ADAS2-8401 15- MUHAJIREE SD0 SUIJTAN

2017 N DACUIA KUDARAT

AdministrativeAssistant11-

8 22'423.00

OSEC-DECSB- ESCAPE, ELEMENTARY-

(DisbursingOfficer11)
ADAS2-840110- EVELYN SDO SULTAN

2017 ESTE KUDARAT

AdministrativeAssistant11-

8 22,423.00

OSEC-DECSB- BALABA, DO-DATALBAO
(DisbursingOfficer11)

ADAS2-840133- CATHLENE
NHS2017 JOY TABAGO

AdministrativeAssistant11(DisbursingOfficer11)

8 22'423.00 OSEC-DECSB- SENURAGE
TELAFAS CSADAS2- T,  RAIZA

840098-2017 ACOB

2.          Pursuant to CSC Memorandum Circular No.  24, s.  2016 re:  Program to Institutionalize
Meritocracy and Excellence in Human Resource Management (PRIME -HRM) which requires the
institutionalization of the Equal Opportunity Principle (BOP) in all areas of human resource,
all interested  and  qualified  applicants  to the positions regardless  of age,  sex,  gender,  gender
identity, sexual orientation, ethnicity, political affiliation, religion, economic and social status,
and physical disability who meet the basic Qualification Standard must have their documents
received by the Records Section and submit requirements to the Personnel Section on or before
September 17, 2026.

3.          Attached   are   the   CSC   Prescribed   Qualification   Standards,   General   Duties   and
Responsibilities, and Checklist of Requirements.

4.          Preferences will be given to those interested applicants who possess courses related to
the position being applied for and reside in the barangay or nearby barangays where the vacancy
exists.

RArJIT&£
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5.         The following are the documentary requirements to be submitted by the applicants
following this sequence and with tabblng:

A.   Application letter specifying the position being applied for addressed to:
ROBBRTO J. MONTERO, CBSO V

Schools lfivision Superinterrderit
a.   Duly Accomplished Personal Data Sheet (CS Form 212) duly notarized with Work

Experience Sheet, if applicable;
C.   Photocopy of voter's ID and/or Barangay Certificate
D.   Photocopy of valid and updated PRO License/ID, if applicable;
E.   Photocopy of Certificate of Board Rating/Certificate of Eligibility/Report of Rating,

if applicable
F.    Photocopy of Scholastic/Academic  Record  (i.e., Transcript of Records  (TOR)  and

Diploma,  including completion of graduate and post-graduate units/degrees,  if
available) & Certificate of General Weighted Average (GWA) or its equivalent;

G.   Photocopy of duly signed Service Record or Certificate of Employment, whichever
is applicable;

H.   Photocopy of latest appointment, if applicable;
I.     Photocopy   of   certificate/s   of  relevant   specialized   trainings   or   professional

development prograns ;
J.    Photocopy of Performance Rating in the last rating period(s) covering one (1) year

performance  in  the  current/  latest  position  to  the  deadline  of  submission,  if
applicable;

K.   Checklist of Requirements and Omnibus Sworn Statement on the Certification on
the Authenticity and Veracity (CAV) of the documents submitted and Data Privacy
Consent  F`orm pursuant  to  RA  No.  10173  (Data Privacy Act of 2012),  using the
attached form (Annex C), sworn before any public officer authorized to administer
oath pursuant to Book 1, Chapter 10, Section 414 of EO 292, as amended by RA
No. 6733 and as further amended by RA 10755; and

L.   Other   documents   as   may   be   required   by   the   HRMPSB   for   comparative
assessment, including but not limited to:

i.       Means of verirication (MOVs) showing outstanding Accomplishments,
Application    of    Education,    and    Application    of    Leaming    and
Development reckoned from the date of last issuance of appointment;
and

ii.       Photocopy of the performance Rating obtained from the relevant work
experience,  if  Performance  Rating  in  Item  (i)  is  not  relevant  to  the
position to be filled, if applicable.

M.  Neuro-Psychiatric Examination Result

6.          Applicants who fall to submit complete mandatory documents (Items a to 1) on the set
deadline  indicated  in  the  official  memorandum  shall  not  be  included  in  the  pool  of official
applicants. However, non-submission of the additional documents/ requirements or those that
may be required by the HRMPSB  (Item in)  shall not warrant exclusion from the pool of official
applicants.

7.          DepEd Order No. 007, s. 2023 and DepEd Order No. 21, a. 2024 shall be the basis in
the evaluation of documents and computation of points for the presented vacant positions.

ifeftRE
MtTeT^G
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8. The  schedule  of the  Recruitment,  Selection,  and  Promotion  (RSP)  Board  will  be  the
following,

DateSeptember17, 2026September29,2026October7-8,2026October22,2026October27,2026 Activity
Deadline of submission
Deliberation of applicants ' documents
Examination and Behavioral Event Interview
Open Ranking
Posting of Comparative Assessment Results

9.          Widest dissemination of this Memorandum is desired.

ROBERTO J. MONTERO, CESO V
Schools Division Superintenden

Enclosure: as stated
Ref erence: as stated

To be indicated in the Perpetual Index under the

\,..'.-.::::i.`       ```:        `.-.

f o{1owing subj eats
NONTEACHING                                                    VACANT POSITIONS

HBA/OSDS-PS/DM-ANNOUNCEMENT OF VACANT NONTEACHINQ POSITIONS AS OF AUGUST 2026/  September 3, 2026
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Position Title|ParentheticalTitleifapplicable)
Qualiflcatlon Standards

Education' Training Experience E118lbility

Accountant Ill
Bachelor s degree inCommerce/BusinessAdministrationmajorinAccountingDoctorofDentalMedicineorDental

8 hours of training 2 years of relevant RA  1080
experience (CPA)

Dentist 11 4 hours of relevant 1 year of relevant RA1080
Surgery training Experience (Dentist)

AdministrativeOfficerIV
Bachelor's degree 4 hours of relevant 1 year relevant

CareerServiceProfessional

(AdministrativeOfficer11) relevant to the job training experience (SecondLevelEfiribility)

AdministrativeAssistantIll-
Completion of Two

4 hours of relevant 1 year of relevant

CareerService

(SeniorBookkeeper) Years studies in Sub
College training experience Professional)FirstLevelEliribility

AdministrativeAssistant11
Completion of TwoYtd.

4 hours of relevant 1 year of relevant
CareerService(Sub

(DisbursingOfficer11) ears s u  ies inCollege
training experience Professional)F`irstLevelEliribilitv

Administrative Completion of TwoYd..
4 hours of relevant 1 year of relevant

CareerService(Sub

Assistant 11 ears stu  ies inCollege
training experience Professional)FirstLevelEliribility

ffi7€i€g±S
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GENERAL+ DUTIES AND RESPONSIBILITIES

ACCOUNTANT Ill
KEY FusuLTAREA/S DUTIES AND RESPONSIBILITIES

FINANCIAL

a)   Analyze  and  verify  consolidated  financial  statements,  supportingschedules,andreportsoftheDivisionOfficeandlmplementingUnits(IU)byexaminingtheaccuracy,validity,andappropriatenessofincome,expenditure,andothertransactionsandcheckingthe

proper  recording  of  such  in  the  respective  book  of  accounts  to
provide  management  with  reliable  and  timely reports  for makinginfomeddecisionsandproperutilizationofgovernmentfundsfor

basic education.
RECORDS AND b)   Reviews and monitors periodically the entries and maintenance in

REPORTS journals,   general   ledgers,   subsidiary   ledgers   and   the   related
account schedules to check status and quality-assure entries.
Coordinates   with   RO   and   CO   and   other   oversight/regulatoryagenciesonfundreleasesandotherreportorialrequirementsto

ensure compliance in financial recording and reportingc)PreparesrepliestoAuditObservationMemorandum   (AOM),requestsandendorsements,andothercommunicationsfromother

agencies

FINANCIALSYSTEMSMAINTENANCE

a)    Develops/ reviews and recommends for approval and issuance
memos and guidelines related to the financial system
implementation and maintenance to guide personnel utilizing the
System.

b)   Conduct periodic review of the financial systems implemented intheschoolsdivision,schools,andlearningcentersbygatheringfeedbackandcheckingadherencetoproceduresinorderto

recommend to DepBD finance and other oversight agencies (COA,DBM,DOF`,etc.)systemimprovementsandenhancementsfor

effective downloading as well as intemal control and safeguardingofgovernmentfunds.

c)    Develop and issue reference materials and handbooks to make
easy the implementation of the system in the SDO

MONITORING ANDEVALUATION

a)    Monitor delivery of Ftrnding Req=irements of the S.DO, schools andlearningcenterstoensuretimelyprovisionoffinancialresourceto

support the programs, projects and activities for basic education.
b)   Monitor  and  evaluate  the  liquidation  reports  on  downloaded  orfundstransferredtotheaccountableoffices(schoolsandIUs)bycheckingandverifyingthevalidityofthedisbursementsrelativeto

the existing rules and regulations to properly account for utilization
of government funds

c)    Reviews  the  existence  of accounts  payable/unpaid  obngations  tofacilitateprocessingofclaimsongovernmentobligationstointemalandexternalstakeholders

d)   Reviews   the   safekeeping   of   accounting   records,    documents,
correspondence, and reports, and ensures maximum security and
systematic compilation of various accounting information

D#EES
ng±ttce#Hgee
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TEX3HNICAL
ASSISTANCE

a)    Provides     technical     assistance     to     schools     division     office
management, school heads, and accountable personnel by coaching
and serving as resource speaker on accounting and other finance
related   training  workshops   to   enaLble   them  to  follow  financial
policies,    guidelines,    procedures    towards    proper    utilization,
safeguarding, and reporting of funds.

b)   Provides technical assistance and supervises special disbursing
officers and bookkeepers of schools to enable them to properly
implement the financial systems.

c)    Provides technical assistance to the SDS and ASDS with regular
feedback and updates the budget allocation and status of

enditures of each division or unit in the SDO.

ACCOUNTING
SERVICES

PERFORMANCE

a)    Ensure timely submission of all financial reports to overseeing body
b)   Prepare and  manage the budget for accounting services resource

requirements  and  submits  this  to  be  part  of  the  Office  of  the
SDS/Schools Division Budget.

c)    Manage  personnel  work  assignment  to  ensure   equitable  work
distribution towards accomplishment of division goals and targets.

d)   Submits  accomplishment  report  of accounting  services  to  inform
SDO management of progress, issues, and challenges for corrective
action

e)    Conduct  performance  appraisal  feedback  and  ratings  on  direct
reports towards continues improvement of performance.

I)     Prepares  and  implements  a  Professional  Development  Plan  for
accounting services personnel to ensure continuous leaning and
professional competence

g)   Attend  management  and  coordination  meeting and  conduct  staff
meeting to ensure flow of information and communication critical
to the operational efficiency and effectiveness of the unit.

h)   Conducts  regular  Meetings  of the  accounting  services  for  regular
updates and work coordination.

i)     Cultivate a supportive environment for the staff to perform and meet
targets    through    continuous    work    place    improvement    and
establishing enabling structures and systems
Coordinate with other ovemment a encies overseein bodies

DgivEi#
RATtiTthrs

Address:  Kenram,  lsulan, Sultan Kudarat
Telephone No.: (064) 471 1007
Webslte:skdivisionou
Emall: deDedsk.rl2@deDed.gov.Dh



3Republt¢ ®t toe ffib(I(PpitteS

Bepactmettt of ®btttatto"
REGION  XII

DIVISION  OF SULTAN  KUDARAT

DENTIST 11

RAY REULTARIA/S I)UTIBS AND RESPONSIBILITIES

DENTAL HEALTHPROO~ANDsERvlcrs

a)   Plans  and  formulates  policies  and  guidelines  limited  only  to  Dental
Health Programs of the Schools Division Office with emphasis that the
Dentist 11 has no direct supervisory function to the Nursing Services in
the Schools Division Offlce.

b)   Develop, Design, Implement, Evaluate, Monitor and Report Sustainable
Dental Health Programs for all learners of the Schools Division Office.

c)   Prepares  and  submits periodic reports  of accomplishments in  Dental
Health Care Programs.

NUTRITIONPROGRAMSERVICE(WITHEMPHASISONDENTALHEALTHclue)
a)  Monitor and Evaluate the implemented School Dental Health in support

of Nutrition  Programs  of the  Schools  Division  Office  that  will directly
benefit the learners of the SDO.

b)  Monitor,  Evaluate and  Report the Dental Health Status of learners in
the SDO in support of Health and Nutrition Programs that will directly
benefit the learners of the SDO.

PARTNERSHIP
a)  Establishes and Maintains Partnerships and Agreements with other

agencies and stakeholders based on DepED Standards for Dental
Health and in direct support of all Nutrition Programs in the SDO.

RATfiffiA6
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ADMINISTRATIVE OFF`ICER IV (Administrative Officer 11)

KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES

PROCUREMENT

Assist the end-user units in the preparation of their procurement
documents

® Conduct quarterly end-user interface
® Assist and review PPMPs and other procurement documents of

the end-user units, for consolidation into an Annual Procurement
PLANNING Plan (APP), for recommendation of the  BAG and approval of the

HoPE
Plan, prioritize and coordinate tasks with BAG & Secretariat upon
receipt of  approved procurement requests from the end-user
units

PROCUREMENT

® Review and oversee the procurement process from preparation of
procurement documents, posting of advertisements up to the
updating of procurement tracking system
Supervise the actual conduct of procurement activities such as,
but not limited to, pre-procurement conferences, pre-bid, and bid
submission and opening to ensure adherence to policies and
procedures.
Organize procurement documents for presentation and arrange
the BAG meetings or conferences and public biddings
Prepare procurement timelines or schedules, minutes of BAC
meetings, resolutions, and bidding and other procurement-related

PROCESS MANAGEMENT documents
® Post and/or advertise request for quotations, invitations to bid,

bid bulletins, notices of award, contracts, notices to proceed and
annual procurement plan

® Oversee the sale and distribution of bidding documents to
suppliers, contractors and consultants, and others concerned

® Oversee the dissemination of procurement documents to
suppliers, contractors and consultants

® Gather data and assist in the preparation of the monthly,
quarterly, annual accomplishment and other reports of the BAG
and its Secretariat and report the same to concerned offices

PROctJREMENT

Administer the implementation and administration of
procurement contracts by properly planning all the contract
management stages resulting in reducing, eliminating or
mitigating financial, legal and procurement risks

CONTRACTS Coordinate with the ProcMS-Contract Management Division
nENAGEMENT concerning the delivery of goods procured by the Central Office

® Coordinate with end-users for the acceptance of the goods and
services, and with the finance unit for the prompt payment of
contracts

PROCUREMENTMONITORINGANDEVALUATION

® Assist in the preparation of Inspection Order to be issued by the
Schools Division Superintendent (SDS) or the Head of the
Administrative Unit, as may be authorized by the SDS, by
providing the particulars of the project and items for inspection
Monitor and evaluate the actual conduct of procurement activities
against required timelines, and report to oversight agencies
through the PMR and APCPI

Address:  Kenram, lsulan, Sultan Kudarat
Telephone I\Io.: (064) 471 1007
Webslte:skdivision"
Emall: deDedsk.rl2@deDed.gov.Dh
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•     Monitor compliance of the procurement process with R.A. 9184,
its IRR, Government Procurement Policy Board issuances, DepED
procurement issuances, and BAG Secretariat office procedures;

•     Maintain and update the procurement tracking system for all
procurement activities and milestones (on-going procurements)

•     Administer planned activities relative to monitoring of compliance
with specified terms and conditions of the procurement contracts

•     Participate in the initiation of sanctions against erring suppliers,
contractors , and consultants

SECONDARY DUTIES •     Perform other functions as may be assigned by the Head of office

AI)MINISTRATrvE AsslsTANT Ill ( sENloR BooKKEEPER)

FEY RESULTJmaA/S DUTIEs AND REsroNslBILITIEs

FINANCIALRECORDSANDREPORTS

a)   Ascertains that transaction have been properly recorded in books
b)   Verify financial statements made by subordinate, verify the journal

voucher
c)    Prepares adjusting entries and journal vouchers
d)   Prepares trial balances, monthly statements of income and

expenditure and other financial statements ;

ACCOUNTTRACRING

a)    Prepares schedules to support statements of accounts and other
financial statements for incorporation in the books of accounts or
progress reports

b)    Prepares the reconciliation of books of accounts to make the necessary
adjustments to maintain accuracy and updated records

FI"AIVCIAL

a)   Recommends to management and drafts correspondence pertaining to
financial/bookkeeping matters based on issuances of CO Finance and
oversight agencies and monitors understanding and application of such

T~SACTIONS by SDO, schools and learning centers.
REORDING b)  Provides input for improvement of accounting section

PROCEDURE c)  Reviews, revises and gives feedback on the work of accounting and
bookkeeping staff.

DthRE
RA+AT#rs
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ADMINlsTRATIVE oFFlcBR rv (pRocuREMENT)

KEY RESULT AREA/S DUTlrs AND RESpoNslBILITlrs

PROCURBMBNT

® Assist the end-user units in the preparation of tbeir procurement
documents

® Conduct quarterly end-user interface
® Assist and review PPMPs and other procurement documents of

the end-user units, for consolidation into an Annual Procurement
PLANNING Plan (APP), for recommendation of the  BAG and approval of the

HoPE
Plan, prioritize and coordinate tasks with BAC & Secretariat upon
receipt of  approved procurement requests from the end-user
units

PROCUREMENT

Review and oversee the procurement process from preparation of
procurement documents, posting of advertisements up to the
updating of procurement tracking system
Supervise the actual conduct of procurement activities such as,
but not limited to, pre-procurement conferences, pre-bid, and bid
submission and opening to ensure adherence to policies and
procedures.

® Organize procurement documents for presentation and arrange
the BAG meetings or conferences and public biddings
Prepare procurement timelines or schedules, minutes of BAG
meetings, resolutions, and bidding and other procurement-related

PROCESS MANAGEMENT documents
® Post and/or advertise request for quotations, invitations to bid,

bid bulletins, notices of award, contracts, notices to proceed and
annual procurement plan

® Oversee the sale and distribution of bidding documents to
suppliers, contractors and consultants, and others concerned

® Oversee the dissemination of procurement documents to
suppliers , contractors and consultants

® Gather data and assist in the preparation of the monthly,
quarterly, annual accomplishment and other reports of the BAG
and its Secretariat and report the same to concerned offices

PROCUREMENT

® Administer the implementation and administration of
procurement contracts by properly planning all the contract
management stages resulting in reducing, eliminating or
mitigating financial, legal and procurement risks

CONTRACTS ® Coordinate with the ProcMS-Contract Management Division
mNAGEMENT concerning the delivery of goods procured by the Central Office

® Coordinate with end-users for the acceptance of the goods and
services, and with the finance unit for the prompt payment of
contracts

PROCUREMENT

Assist in the preparation of Inspection Order to be issued by the
Schools Division Superintendent (SDS) or the Head of the
Administrative Unit, as may be authorized by the SDS, by

MONITORING AND providing the particulars of the project and items for inspection
EVALUATION ® Monitor and evaluate the actual conduct of procurement activities

against required timelines, and report to oversight agencies
through the PMR and APCPI

RAigLr^rs
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SECONDARY DUTIES

•     Monitor compliance of the procurement process with R.A. 9184,
its IRR, Government Procurement Policy Board issuances, DepED
procurement issuances, and BAG Secretariat office procedures;

•     Maintain and update the procurement tracking system for all
procurement activities and milestones (on-going procurements)•Administerplannedactivitiesrelativetomonitoringofcompliancewithspecifiedtermsandconditionsoftheprocurementcontracts

•     Participate in the initiation of sanctions against erring suppliers,
contractors , and consultants

•     Perform other functions as may be assigned by the Head of office

ADMINISTRATIVE ASSISTANT 11 (Dlsburslng Officer 11)

KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES

ACCOUNTINGSERVICES

Assist  the  Senior  Bookkeeper/School  Head  in  the  performance  of thefollowing:

a)    Preparation/maintenance    of    registries    of    allotment    and
obligations

b)   Preparation    of   financial    and    accountability    reports    and
maintenance of subsidiary ledgers

c)    Preparation   of  liquidation   of  cash   advances   Pre-auditing  ofrinancialdocuments(disbursementvouchers,liquidationreports,etc.)

d)   Analysis of COA audit findings and recommendations as well as
the  direct  control  on  monitoring  of  its  status  of  complianceundertakenbytheschool/schoolsdivision

e)    Preparation of Monthly Summary of Cash Advances Received,f)LiquidatedandBalancesOtherrelatedbookkeepingand

accounting tasks as may be assigned by the School Head and/orSchoolsDivisionAccountant.

BUDGRTING SERVICES

Budgeting System
a)   Assist  in  the  conduct  of  orientations  and  workshops  on  thebudgetingsystem

b)   Assist and gather data in the conduct of review of the budgeting
system towards its continuous improvement.

Budget Preparation
a)   Assist   in   identifying   and   gathering   of  data   needed   in   the

preparation of budget proposals and other special budgetsb)Provideclericalsupportinthepreparationofbudgetproposalsc)ActasLiaisonOfficertoDBMNEDAandotheroversightbodiesd)Respondtobudgetqueriesbyreferringtoappropriatedocuments

(e.g. issuances, memos, notes and justifications)e)Reviewcompletenessofsupportingdocuments of claims  as  to

compliance with  budgeting,  accounting and auditing rules and
regulations

Budget Execution
a)   Assist  in  gathering  of data  needed  in  the  preparation  of cost

efriciency computations

Address: Kenram, lsulan, Sultan  Kudarat
Telephone No.: (064) 4711007
Webslte:skdivision.org
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b)   Prepare data needed to approve obligation requests
c)    Gather  data  needed  to  evaluate  and  prepare  status  report  on

budget utilization
d)   Prepares documents to approve fund transfer to other operating

units
Budget Accountabillty and Reports

a)   Gather data needed in the preparation of budget accountability
reports

ADMINISTRATIVE ASSISTANT 11 (SENIOR HIGH SCHOOL)

KEY EusuLTAREA/S
DUTIES AND RESPONSIBILITIES

SHSOPERATIONSANDLEANERSUPPORT

a)   Provide administrative and clerical support to his/her
supervisor;

b)   May be designated to assist either in Principal/ School Head or
any of the Assistant Principals;

c)   May be designaLted as property custodian to the canteen
GROUP services of the school, as deemed necessary; and

d)   Reports to the Assistant Principal for Operations and Learner
Support and/ or Principal/ School Head.
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Name of Appllcant:

CHECKLIST OF REQUIREMENTS
Nonteaching Positions

Application Code:

Position Applied For:

Office of the Position Applied For:

Contact Number:

Religion:

Ethnicity:

Person with Disability: Yes ( )  No ( )

Solo Parent: Yes ( ) No ( )

Basic Documentary Requirement
Status  ofSubmlsslonfrobefilbeouibytheopplkant.CheeklfsubmMed)

Vei.mcatlonrrobefuled®it.oy.rleH"onrmOme/sub~ttee)

Status ofSubmlsslonIcheck«cmLIIiedl
Remarks

A
Letter of Intent addressed to the Head Of Office, or to the hlghest Hurrran Resource Offleer
designated by the Head of office

a
Duly accompllshed Personal Data Sheet (PDS) (CS Form No. 212, Revlsed 2017) & Work Experience

Sheet, lf appllcable

C Photocopy of Vof:ers lD and/or Barangay Certificate

D Photocopy of valid and updated PRC license/lD

E Photocopy of Certlflcate Of Board Rating/Certificate Of Ellglbility/Report of Ratlng, if appllcable

F
photocopy ol Scholastke| ^cademlc Record (i.e., Tran script of Records ITOR) and biFilJwia:i;ErJgiir6g
cxppletion of graduate and post-graduate units/degrees, if available)

G Photocopy of Certlflcate of General Weighted Average (GWA) or Its equivalent

H
Photocopy of duly slgned Service Record or Certlflcate Of Employment, whichever is appllcable,
showing the dur@tlon of employment

I Photocopy of latest appolntment (for those applylng for promotion)

J Photocopy of certlflcate/s Of relevant specialized trainlngs or professlonal development programs

KI
Photocopy of the Performance Ratings ln the last ratln€ period(s) covering one (1) year

performance prlor to the assessment, lf appllcable
Checklist of Requlrements, CAV, Data Prlvacy Consent Form (Annex C)

M

Other documents as may be required for comparatlve assessment:

Means Of Verlflcat!on (MOVs) showlng Outstanding Accompllshments, Appllcation Of Education,
and Appllcatlon Of learnlng and Development reckoned from the date Of last lssuance of
appolntment

Photocopy Of Perfomanee Rating obtained from the relevant work experience, lf performance
rating ln Item 0) ls not relevant to the position to be fllled

N Neu ro-Peycl.latrlc Ex@mlnatlon Result

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

1herebycertifythatallinformationabovearetrueandcorrect,andofmypersonalknowledgeandbelief,andthedocumentssubmittedherewithareoriginaland/or
certified true copies thereof.

DATA PRIVACY CONSENT

I  hereby grant the  Department  of  Education  the  right to  collect  and  process  my  personal  information  as  stated  above,  for  purposes  relevant to the  recruitment,
selection,andplacementofpersonneloftheDepartmentandforpurposesofcompllancewlththelaws,rules,andregulationsbeingimplementedbytheCivHService
Commission.

Name and Signature of Appllcant

Person Adm lnlsterlng Oath

Subscribed and sworn to before me this


