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DIVISION MEMORANDUM
No. 198 s 2024

ANNOUNCEMENT OF VACANCY

To:  Assistant Schools Division Superintendent
Chief, School Governance and Operations Division
Chief, Curriculum Implementation Division
All School Heads

1. This office announces the vacancy for the following positions listed below. The
City Schools Division of Bifian City welcomes all qualified applicants in compliance
with the Equal Employment Opportunity Principle (EEOP) regardless of age, gender,
civil status, disability, religion, ethnicity, social status, income, class, or political
affiliation.

Position DBM Plantilla Salary Ms‘:;:sy No. of Place of
Item No. Grade (NBC 591) Position/s | Assignment
OSEC-DECSB- o
Librarian I | LIB2-270003- 15 | P 36,619.00 1 Tepid Eivision
of Binan City
2016
: s ; OSEC-DECSB- . i s
Administrative | spops 970193~ | 11 | P 27,000.00 1 Degiad Diwsion
Officer II 2020 of Binan City

2. The Qualification Standards (QS) of the said positions are as follows.

Competency
Position Education | Experience | Training it anplicabic) Eligibility
Bachelor’s
degree in ICT literate,
Library preferably
SEIeNCE OF 1 year of 4 hours of 1_nforrf1at10n' R.A. 1080
: ; Bachelor of Science; good in ;
Librarian II . . relevant relevant (Licensed
Science in ERDETIeRES train verbal and Librarian)
Education / p ; g written
Arts Major communication
in Library skills
Science
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Bachelor’s

Administrative degree
Officer II relevant to

the job

Proficient in
personnel
administration,
property
custodianship,
general Career

administrative Service
support, and (Professional)
financial Second Level
management; Eligibility
possesses
strong written
and verbal
communication
skills

None None
required required

3. Below are the duties and responsibilities of the abovementioned positions.

Position

Duties and Responsibilities

Librarian II

ACCESS TO LEARNING RESOURCE

¢ Checks all uploaded materials in the LRMDS for
currency in compliance with IPR requirements
to protect DepEd in its utilization of learning
materials.

e Maintains on-line catalogs and meta-date of
evaluated learning resources for ease in finding
specific learning materials.

e Recommends learning resources for
development or purchase and uploading in the
LRMDS portal needed in the curriculum.

e Recommends and implements rules and
regulations in the use of the LR portal.

e Coordinates resolution to problems encountered
in the running of the LR portal to ensure
accessibility 24 /7 with minimal downtime.

e Assist users utilizing the LR portal on location
in the regional library to easily access required
materials.

e Prepare monthly report of user profile, interest
and feedback as the basis for LR content
development areas.

SDO LIBRARY

e Organize the learning resource in the SDO
library (books, magazines, videos, etc.) so that
they are easy for users to find.

e Conduct an inventory of the library resources
periodically to account for missing resources
and recommend additional needed resources.

e Gather and analyze suggestions from various
users for additional resources in the library
collection.
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e Search and evaluate educational Internet sites
for cataloging in the portal.

e Prepare and submit a procurement proposal on
the approved addition to the library collection
(e.g. materials related to the new curriculum,
new standards.

e Monitor compliance of users with the existing
rules and regulations monitored and take
corrective actions on violations.

LIBRARY HUBS (to be integrated with the LR Center
and regional libraries)

e Identify on a continuous basis the support
needed by the library hubs from the region and
assist in responding to the needs through
resource mobilization

¢ Integrate on continuous basis support needed
by library hubs from the region and central office
management to respond to the needs through
Dep ED internal and external sources.

TECHNICAL ASSISTANCE
e Gather data and provide initial analysis as
inputs to TA needs and plans to improve access
to learning resources of schools division and
schools.

Administrative Officer II

1. PERSONNEL ADMINISTRATION
Recruitment and Selection

Provide human resources management support to the
school head and coordinate with AO IV (HRMO II) of the
SDO in the following HR-related functions:

a. Recruitment and selection of applicants in the
school assigned.

b. Promotion and deployment of personnel in the
assigned school by checking and validating the
completeness and authenticity of documents
to be submitted to the HRMO for preparation
or issuance of appointment

c. Prepare ERF of qualified teachers and submit
to SDO for processing.

Personnel Records

a. Update 201 files regularly and maintain
database of personal information of school
personnel.

b. Act/assist the designated Agency Authorized
Officer (AAO) in the field in terms of
verifying/approving GSIS loans and agency
remittance advice (ARA) as may be delegated.
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Consolidate daily time record (DTR) of school
personnel and prepare monthly report of service
(Form 7)

Monitor and record attendance/absence of
school personnel and report to school head
issues and concerns related thereto.

Acts on application for leaves of school
personnel and facilitate recommendation by the
school head and approval by the SDS

Update vacation service/leave credits of school
personnel and regularly communicate to all
concerned.

Coordinate with concerned offices, such as BIR,
GSIS, PhilHealth, Pag-IBIG, CSC, and other
agencies/entities on the implementation of
policies and guidelines relevant to personnel.

Compensation and Benefits

a.

Compute and submit to SDO applicable
personnel benefits for processing, funding, and
release (e.g., maternity benefits, step increment,
salary differentials, overtime pay, proportional
vacation pay, etc.)

Monitor and prepare notices for step increments
and adjustments of school personnel and
submit to HRMO for checking and verification.
Process retirement/separation benefits of school
personnel for indorsement by the school head to
the SDO

Other HR-related functions

a.

b.

Update school personnel of the latest HR-related
policies

Develop and present to the school head/HRMO
innovative strategies in improving HR practice in
the school.

Assist the school head in performance
management, rewards, and recognition, and
learning development policies and practices
implementation in the school.

Prepare and submit HR-related reports to school
head/HRMO

Coordinate regularly with the HRMO in the
implementation of HR policies and guidelines.
Facilitate submission and approval by the SDS
of Permit to Study/Practice of Profession,
Authority to Travel, and other school requests
for school personnel.

2. PROPERTY CUSTODIANSHIP
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Facilitate procurement of supplies, materials,
equipment, etc. of the school-based on approved
SIP/AIP or as directed by the school head
Ensure that supplies, materials, equipment,
textbooks, and other learning resource materials
are stored properly in a secure facility.

Keep an updated inventory of all supplies,
materials, equipment, textbooks, and other
learning resource materials.

Issue supplies, materials, equipment, textbooks,
and other learning resource materials to
requesting teaching and non-teaching personnel
of the school.

Prepare and submit reports on all property
accountability of the school.

3. GENERAL ADMINISTRATIVE SUPPORT

a. Assist the schoolhead in the preparation of
School Form 7 (SF 7)/loading of teachers.

b. Assist the school planning team in the
preparation of SIP/AIP

c. Provide general administrative support to
schoolhead and teachers like reproduction of
learning materials, encoding of reports,
preparation of documents, etc.

d. Perform other functions as may be assigned by

the immediate supervisor.

4. FINANCIAL MANAGEMENT

a.

Assist the Schoolhead on the preparation of the

following document such as but not limited to:

e Cash disbursement register

e Authority to debit/credit account

e Liquidation reports including supporting
documents.

For IUs, assist the Schoolhead on the

preparation of required reports from COA, DBM,

and other oversight agencies.

Facilitate submission of all financial documents

to the SDO and/or bank, if necessary

Provide assistance to other financial-related

task of the Schoolhead

Perform other functions as may be assigned by

the Schoolhead

4. All applicants are required to register through this link https://bit.lv/SDO-
BINANCITY-INITIAL-REGISTRATION otherwise, application documents will not be
accepted.
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S.

Interested applicants are advised to submit the following documents in hard

copy to the Records Unit of the City Schools Division of Bifian on or before June 20,
2024 until 5:00 p.m. Documents should be arranged, and properly labeled with ear
tag as follows:

oo

=

6.

7.

a. Letter of intent addressed to the Schools Division Superintendent
b.

Duly accomplished Personal Data Sheet (CS Form No. 212, Revised 2017) and
Work Experience Sheet, if applicable

Photocopy of valid and updated PRC License/ID, if applicable

Photocopy of eligibility /Report of rating, if applicable

Photocopy of scholastic/academic record such as but not limited to Transcript
of Records (TOR) and Diploma, including completion of graduate and post-
graduate units/degrees, if available

Photocopy of Certificate /s of Training, if applicable

Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service of Service Record, whichever is/are applicable.

Photocopy of latest appointment, if applicable

Photocopy of the Performance Ratings in the last rating periods covering one
(1) year performance prior to the deadline of submission, if applicable
Checklist of requirements and Omnibus Sworn Statement on the Certificate
on the Authenticity and Veracity (CAV) of the documents submitted and data
Privacy Consent Form

. Other documents as may be required for comparative assessment, such as

but not limited to:

e Means of Verification (MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of Learning Development
reckoned from the date of last issuance of appointment.

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

Photocopy of voter’s ID and/or any proof of residency

No additional documents shall be accepted after the set deadline.

The applicant assumes full responsibility and accountability for the

completeness, 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.

8.

Applicants may refer to DepEd Order No. 007, s. 2023, Guidelines on

Recruitment, Selection, and Appointment in the Department of Education for the
Criteria and Point System for Evaluative Assessment.

9.

Immediate dissemination of this Memorandum is desired.

MANUELA S. TOLENTINO, CESO V
Schools Division Superintendent
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Encl: Tentative Schedule of Selection Process
Checklist of Requirements and Omnibus Sworn Statement
Reference: DepEd Order No. 07, s. 2023

OSDS/PER / TGP / CBA / DM - Announcement of Vacancy
/ 06/04/2024
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Enclosure:

TENTATIVE SCHEDULE OF SELECTION PROCESS

Date Selection Activities

Screening and shortlisting of qualified
applicants

Initial Assessment of the documents of
June 28, 2024 applicants by the Division Sub-
Committee (DSC)

Review of the results of the initial

June 21, 2024

July 8, 2024 assessment (HRMPSB)
July 17, 2024 Open Ranking

Posting of Comparative Assessment
Jully 39, 2023 Results (CAR)

Please note that the schedules are subject to change due to availability of
interviewers, special holidays and inclement weather. To confirm the schedule,

please email us at personnel.sdobinancitv@deped.gov.ph
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CHECKLIST OF REQUIREMENTS
Non-teaching, Related Teaching, School Admin, and Teacher I (Elem & JHS)

Name of Applicant: Application Code:
Position Applied For:

Office of the Position Applied For:

Contact Number:

Religion:

Ethnicity:

Person with Disability: Yes( ) No{( )

Solo Parent: Yes( ) No( )

Status of Verification
Submission | (7o be filled-out by the HRMO/HR
(TO beﬁlled-out Ojﬁce/sub—committee)
Basic Documentary Requirement by the Status of
licant;
Check if su‘;;::;f?“ Remarks
submitted) complied)

a. | Letter of intent addressed to the Head of Office
or highest human resources officer
b. | Duly accomplished Personal Data Sheet (PDS)
(CS Form No. 212, Revised 2017) and Work
Experience Sheet, if applicable
c. | Photocopy of valid and updated PRC
License/ID, if applicable
d. | Photocopy of Certificate of eligibility /Report of
rating, if applicable
e. | Photocopy of scholastic/academic record such
as but not limited to Transcript of Records
(TOR) and Diploma, including completion of
graduate and post-graduate units/degrees, if
available
f. | Photocopy of Certificate/s of Training, if
applicable

g. | Photocopy of Certificate of Employment,
l Contract of Service, or duly signed Service
Record, whichever is/are applicable
h. | Photocopy of latest appointment, if applicable
i. | Photocopy of the Performance Ratings in the
last rating periods covering one (1) year
performance prior to the deadline of
submission, if applicable
j- | Checklist of requirements and Omnibus Sworn
Statement on the Certificate on the Authenticity
and Veracity (CAV) of the documents submitted
and data Privacy Consent Form
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k. | Other documents as may be required for
comparative assessment, such as but not
limited to:

Means of Verification (MOVs) showing
Outstanding Accomplishment, Application of
Education, and Application of Learning
Development reckoned from the date of last
issuance of appointment

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

1. | Photocopy of Voter’s ID and/or any proof of
residency

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY
I hereby certify that all information above are true and correct, and of my personal knowledge and
belief, and the documents submitted herewith are original and/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, and placement of
personnel of the Department and for purposes of compliance with the laws, rules, and regulations
being implemented by the Civil Service Commission.

Name and Signature of Applicant

Subscribed and sworn to be before me this day of , year

Person Administering Oath

In consonance with Republic Act No. 8792 or the “Electronic Commerce Act of 20007, (e)lectronic documents shall have the legal effect, validity or
enforceability as any other document or legal writing and a) (w)here the law requires a document to be in writing, that requirement is met by an electronic
document if the said electronic document maintains its integrity and reliability and can be authenticated so as to be usable for subsequent reference.
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