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September 24, 2025

DIV]SION MEMORANDUM
No. 790 s. 2025

ACCEPTANCE OF APPLICATIONS FOR NON-TEACHING POSITIONS

TO: OIC- 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 non-
teaching positions from September 2, 2025 until {0 A, of October G, 2025.
2, The vacancies are the following: V
Position Title ] Office /Assignment Jtem Nuiuber ool .
Mmisisraive offcerv | 15 | OTeofthe ey " osERCSBABORE |
ramnmive otcrt | 11| OBkl sn O o |
T e B T R T
Watchman Il 4 San And;z;;ﬁcaﬁonal OSEC:;’IBDO%%%?{;VQ%HMm 1
Watchman 1 2 Baras F:l\;;lstzil\:;?pmmt OSEC:;SO%%SI?]:;‘;%HMI- 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/NonTeachingApp 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:

Administrative Officer IV - Yellow

Administrative Officer 1l - Blue

Legal Assistant [ — Red

Watchman II - Green

Watchman I - 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 2025) with latest passport size ID picture, notarized and Work
Experience Sheet (if applicable), download the form at https://bit.ly/PDSCSCForm212

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

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 covering one (1) complete performance cycle acquired in their
current or latest position (for positions requiring Performance Rating)
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ools in which the rating period
rivalent (o two or four performance

For appiicants whose previous job uses other performance apprassal t

follows a semestral or quarterly cycle, one year performance shall be e

ratngs

J | Checkdist of Rrquirements and Omnibus Swormn Statement in the Certification on the Authenticity and

Veracity (CAV) of the documents submutted and Data Privacy Consent Form (Annex C) = download @

bit.ly/Annex C

“OTHER DOCUMENTS (Jcler 15 Depkd Order No. 7, 8. 2023 and DepEd Order No. 21 8, 2024
¢ | Dutstanding Accomplishment i any

Awards and Recogn:tions

Reacarch and Innovation

Membership in National Technical Working Oroups (TWQs) or Committees

Resource Speakership/ Leaming Faclitation

e NEAP Accredited Learning Facilitator

5570 R

L | Application of Education (relevant intervention that is directly applicable to the functional unit where the
position applied for is lodged), if any

¢ Action Plan approved by the Head of Office

¢ Accomplishment Report verified by the Head of Office

e Certification af the utilization /adoption signed by the Head of Office
For positions with no expenence requirement:

o Certification of General Weighted Average (QWA) in the highest academic/grade level earned an

evidenced by the Transcript of Records/ Diploma/ Special Order from the Commission on Higher
Education (CHED) or other certification

M | Application of Learning & Development, if any
s Certificate of Training that {s 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) 4

s Action Man/Re-Entry Action Plan

o Accomplishment Report with a certification that the LAD was used/adopted by the Office

6 Applicants with multiple applications shall submit only one (1) folder, provided that the positions and the
assignments of the positions applied for are indicated in the application letter.

7. For Application of Education, points shall be given to applicants who have earned higher education
units or degrees beyond the minimum qualifications of the vacant position and have submitted the required

Means of Verification (MOVs).
8. Only the Application Letter, Omnibus Certification and Personal Data Sheet are required to be submitted
in onginal forms,

9. The applicant assumes full responsibility and accountability for the completenens, 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,

10. The Criteria and Point System for Hiring and Promotion for Non-Teaching positions per DepED Order No,
7 5. 2023 and DepED Order No. 21, 5. 2024 and are as follows:

r:'un 1(‘;ndunmg sl:uii::n Non-Teaching

oy on-Gene rvices SQ 10-23 & 8O 27

Criteria (S0 1-9) ( |
Points

Education 5 5

Training 5 10

Experience 20 18

Performance 20 20

| Outstanding Accomplishments 10 10

Application of Education 10 10

'_Al)pllcn tion of Learning & Development 10 10

Potentinl  (Written Test, BEI, Work 20 20

| Sample Teat)

11, 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 (6) years,

12, Applicants who fulled to submit complete mandatory documents on October )
l'pml aller the ¢

net be included in the pool of official applicants, No additional documents shall be ace
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13. 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.

14, The schedule of assessment will be issued in a separate memorandum.
15. Notice of Initial Evaluation Result for Qualified and Disqualified applicants will be notified through email.

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

17.  Applicants may retrieve their documents onc (1) month after the release of the approved Compa{au'vc
Asscssment Result (CAR). The HRMPSB will not be responsible for the safckeeping of the documents submitted.
It will be disposed properly three (3) months after the release of CAR.

18, This Office upholds Equal Employment Opportunity Principle: “that there shall be no discrimination in
sclection of employces 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.”

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

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

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

MA. JEANY T. ABAYON
Asst. Schools Divisidn Superintendent
Officer-In-Charge, Schools Division Superintendent

Son Reque, Yiroe, Cotandvanes
052-8114083

cotanduancs@deped.gov.ph
www.depedroveatanduanes.com / www.catanducnes.deped.gov.ph
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Enclosure No. 1 to Division Memorandum No. 770 , s. 2025

WATCHMAN 1 AND 2

DUTIES AND RESPONSIBILITIES

1. Ensure the protection, security and safety of all students DepEd employees,
personnel, visitors, and stakeholders.

2. Maintain proper decorum and courtesy to all incoming and outgoing
employees and guests.

3. Follow procedures for various initiatives, including fire prevention, property
patrol, traffic control and accident investigations.

4, Secure premises of the school/office, facilities, equipment and access
points/permitting entry.

5. Provide necessary assistance to students, employees, client during
emergencies or when needed.

6. Perform routinary inspection, monitored students while engaging in school
activities.

7. Prepare written reports, recording, observations, informations, occurrences
and surveillance activities; interviewing witnesses, obtaining signatures.

8. Secure files/data from unauthorized use, damage, disclosure, destruction and
use.

9. Submitted reports promptly.
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. h S JOB DESCRIPTION | DNo ~ Revision Code: 00
__Department of Education | ; 3 S
 Position Title 1 Legal Assistant | | Salary Grade 10
| Parenthetical Title - - | Governance Level | SCO . K
i Office of the Schools Division - ;
: OfﬁcelBureauISe-r}/E:e Superintendent s UnnUD{yfélon i) Lega,!,l,JT__ ) _ i |
| Reports to : Attorney Il P EffectivityDate =
| Positions Supervised a - -
! “JOB SUMMARY

| The Legal Assistant | supports the Schools Division Office Legal Unit by gathering. examining, and analyzing information or facts related to
' cases, matters, and issues received, submitted, or referred to the office. The position conducts investigations when necessary and provides
| comprehensive clerical, legal, and administrative assistance to the Attorney Il Through these functions, the Legal Assistant | contnbutes to
| the delivery of effective, efficient, judicious, and timely lecal services, ensuring the smacth, responsive, and well-coordinated operations of

| the Legal Unit.

e B QUALIFICATION STANDARDS , _ I
A. CSC Prescribed Qualifications
BEE Education | Bachelors Degree SR
f Experience | Nene required B
""" Eigility Carcer Service Professional (Sccand Luvel) Elgibity e
©TTTT T " Trainings | None Required - o S
| B l_’féferred g_ualiﬂca_ti_gns e e - _:” “_"_"_“»:
i Education | Preferably with at least Units of Bacheloroflaws .. -
{ s o h TExcellent wiitten and verbal communication sills - T

i T Basic knowldge in computer operation such as Microsoft Office. Excel. Powerpont, use of the nemet |

SDO OSD3 Legal Unt Legat Assistant |
Page 1013
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Job Descragtion - Ver. 3

ENL ) KRSl T e s = C SIS By —
KEY RESULT AREAS DUTIES AND RESPONSIBILITIES
| INVESTIGATION "« Conducl impartial, evidence-based. and timely p-eliminary or fact-finding investigations as directed by
the Disciplining Authority
e Prepare Notices of Order to Submit Counter-Affidavit / Answer, Notices of Hearing, and Clarificatory
Qndars, ensuring accuracy and compliance with legal procedures.
« Prepare comprehensive invastgation reports based on venfied facts, ensunng timeliness and adherence
to due procass.
bt .. e Draft gl.rﬁ)lu or routine cko"n'g;;ia'h-dchce and n:o'rrqiﬁun.i(:c;i{oh;nAéubﬁmfﬁgLegalleHit"sﬁépefél ons ,
« Conduct legal research on applicable laws, rules, regulations, and junsprudence to support case |
_IN-HOUSE GENERAL handling and policy implementation. f
' LEGAL SERVICES « Prepare Orders for the corection of entnes in school records, subjact to the evaluation of the Legal |
| , Officer. '
| « Coordinate with Schoo! Heads recarding legal 1ssues and concems related to schoo! sites, ensunng |
proper documentation and resalution.

i , e Log. menitor, and follow up on schools’ compliance with the Child Pratection and Anti-Bullying Policies
and consolidates related reports.

e Assist clionts with legal concerns or issues received in person, by phone, or through elecronic mail,
ensuring prompt and courteous service.

e Consclidate reportorial requirements, inclucing but not limited to comp/aints, case updates, and the
status of schoo! site ownership. and submits them to the apnropriate offices within the prescribed period.

o Venfy the pandency or non-pendency of administrative cases for the 1ssuance of certifications or division ‘

; ! clearances

| SR £

SOQ OSDS _Legal Unt_ ogat Assistant |
Fage 213
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Job Description— \er. 3

KEY RESULT AREAS DUTIES AND RESPONSIBILITIES
RECORDS AND « Receive, record, and route documents addressed to the Legal Unit with attached routing slip and fonward
DATABASE them to the appropriate person/office, ensuring proper tracking and status of documents.
MANAGEMENT o Maintain an organized filing system for case files, reports, and other legal-related communications,

ensuring documented information is easily retrievable, accessible, and securely stored.

e Create and maintain secure databases on school site ownership and cases — including, but not limited
to, child abuse and bullying — to ensure accurate tracking, reporting, and controlled access to
information.

o Document proceedings of Legal Unit meetings such as clarificatory conferences, case briefings, and
agreements; draft and distribute minutes to concerned parties, and safe keeps copies for future

reference.
|
ADMINISTRATIVE o Provide administrative assistance and support to ensure the smooth operations of the Legal Unit.
SUPPORT o Prepare and encode documents, reports, and presentations in electronic format for the Legal Unit

o Coordinate and facilitate the schedules of the Legal Unit's activities, including trainings, workshops,
meetings, and appointments with other offices

o Coordinate the preparation and processing of documents required for the Legal Unit's activities and
operations.

o Arrange and coordinate meetings and appointments with external parties, including scheduling dates,
securing venues, and arranging meals as needed, and confirm details with all concerned.

o Prepare clearances and certifications as requested, securing the signature of the proper authorities.

o Coordinate travel bookings for staff as instructed and provide timely feedback on booking status.

o Ensure the security, proper maintenance, and availability of office equipment, as well as the timely
replenishment of office supplies.

o Receive and route incoming calls or logs relevant information and promptly notifies the concerned party.

o Log concerns brought to the office and follow through on inquiries until resolution.

SDO_0SDS_Legal Unil_Legal Assistant |
Page 30f3
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Job Description - Ver, 3

Secondary duties

e Perform other relevant functions as may be assigned by the supervisor.

SDO_0SDS_Admin Unit_Proc_AO!I
Page 50f 5§
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‘ JOB DESCRIPTION
Department of Education

JONo.

Job Description - Ver. 3

Revision Code: 00

Position Title Administrative Officer Il Salary Grade

11

Parenthetical Title

Governance Level

SDO

Office of the Schools Division Unit/Division

Administrative Unit - Prccurement

e e e e

Office/Bureaul/Service
| Supenntendent
Reports to Administrative Ofiicer IV e Effectivity Date

Positions Supervised None

—

JOB SUMMARY

—

documents; preparation of Conliracts
Schools Division Office (SDO), specifical
Procurement Management Plans (PPMPs)
for providing assistance in the creation and main
creation of supplier, contractors and consultant, and observer database.

The Administrative Officer [l is responsible for providing assistance in the planned activities of the Procurement Unit relative to coordinating,

monitoring and assist in the preparation of bidding documents, Request for Quotations (RFQs)
, Memoranda of Agreement (MOA), and Purchase Orders (POs) and other agreement documznts in the
ly in the provision of technical assistance to end-user units in the preparation of their Project
, management and monitoring all phases of procurement projects. The position is also responsible
tenance of pricelist of goods and services regularly procured by the agency, including the

, Reqquest for Information (RFIs) and other tender

QUALIFICATION STANDARDS

A. CSC Prescribed Quallifications :

Education | Bachelor's Degree relevant to the job

Experience | None Required

Eligibility | Career Service Professicnal (Second Level Eligibility)

Trainings | None Required i

B. Preferred Qualifications o et .

Education | .
1 vear relevant experience in Procurement

Experience

Eligibility |

Trainings | 4 hours relevant training

S00_0SDS_Admin Unit_Frec_ ADI

Page 1016
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Job Description - Ver. 3

KEY RESULT AREAS

DUTIES AND RESPONSIBILITIES

|
| Procurement Planning
‘

Support the Administrative Officer (AO) IV in organizing and conducting quarterly 2nd-
user interface maetings by preparing schedules, sending notifications, securing venues,
and compiling reference materials.

Guide the end-user units in completing procurement-related documents by providing
templates, checking completeness of entries, and guiding them on required attachments
in accordance with RA 120009.

Compile and encode PPMPs from all SDO units for initial consolidation into the Annual
Procurament Plzn for Common-Use Supplies and Equipment (APP-CSE).

Collect and consclidate PPMPs from end-user units, and coordinate with the Bids and
Awards Commitiee (BAC) Secretariat, Planning, and Budget Units to ensure accuracy,
completeness, and alignment with budget and procurement guidelines before
endorsement to the AO V.

Provide logistical and clerical support in planning, priortizing, and coordinating |
procurement tacks with the BAC Secretariat upon receipt of approved procurement
requests from end-users, ensuring timely and efficient processing and proper
documentation in line with approved procurement schedules. ’
Receive and log submitted PPMPs and related procurement documents from end-users |
for review by the AO 1V prior to consolidation into the Division APP.

Prepare draft Agency Procurement Requests (APRs) based on consolidated end-user
requirements forreview by the AO IV and transmit approved APRs to DBM-Procurement
Searvice for stock availabi'ity confirmation.

Assist in the preparation and initial checling of required GPPB reports (e.9., APP, CSE,

Non-CSE, APCPI, PhilGEPS postings) before submission to the AO IV for review and
endorsement.

SDO OSDS_Admin Unit_Prac_AQl!
Pace20l6
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Job Doscnption - Ver. 3

KEY RESULT AREAS DUTIES AND RESPONSIBILITIES

« Conduct and document market survays by gathenng current pricing, specifications, and
supplier information for goods, services, and infrastructure, and submit the results to the
AQ IV for review and analysis.

e Collect and complile market survey data from various sources and coordinate with end-
users to confirm technical specifications and supplier details for consolidation by the AO
\Y

« Encoda and update the market price database with validated survey results, ensuring
accuracy, completeness, and accessibility for procurement planning and monitoring
purposas.

I « Prepare and organize draft procurement documents (e.g., bid forms, invitations,
» advertisemonts, requests for quotations, bid bulletins, notices of award, contracts, and
notices 1o proceed) for initial review of the AO IV, ensuring accuracy and completeness.

o Post approved procurement opportunities and related notices (e.g., invitations to bid,
request for quotations, bid bulletins, and annual procurement plan) in PhilGEPS and
other authonized platforms, and update procurement tracking system and relevant
databases.

« Provide administrative and logistical support in the conduct of post-qualification aclivities
by prepanng necessary documents, secunng schedules, and recording proceedings,
ensuring that all requirements are complete and ready for review by the BAC members
and Technical Working Group (TWG).

e Coordinate and arrange schedules for BAC meetings, conferences, and bidding
activities, including preparing procurement timelines, agendas, minutes of meelings, and |
BAC resolutions. 1

o Coordinate and facilitate with BAC members and the TWG in the conduct of post-
qualification activities, ensuring that evaluations are completed in accordance with RA

i 12009, its IRR, and established procurement timelines,

|
\
|
| Procurement Process Management

SDO_0SDS_Admin Unit_Proc_AON
PagoJol 6
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