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REGION VI I ~ CE.NTRAL VISAYAS
Schools Division of Cebu Province

Office of the Schools Division
Superintendent

DIVISION MEMORANDUM
P`To.   097         s. 2023

Februay 7, 2023

]RANKING OF APPLICANTS FOR ADMINISTRATIVE ASSISTANT Ill Senior
Bookkeeper), ADMINISTRATIVE ASSISTANT 11 (Disbursing Ofricer), and

ADMINISTRATIVE AIDE VI FOR SY-2022-2023 (and Round)

To:    Assistant schools Division superintendents
Division Chiefs
Education Program Supervisors
Public Schools District Supervisors / District Caretakers
Elementary and Secondary School Heads
Ail Other Concerned

1.  The  Office  announces  the  Ranking  of Applicants  for  Administrative  Assistant  Ill
(Senior   Bookkeeper),   Administrative   Assistant   11   (Disbursing   Officer   11)    and
Administrative Aide VI for SY 2022-2023  (2nd Round) utilizing the hiring guidelines
as stipulated in the Agency's New Merit Selection Plan:

Deped Order 19, s.2022 -"The Department of Education Merit Selection Plan:'

2.   Enclosed are the Rules and Procedures to be followed in the evaluation of applicants'
doouments based on Deped Order No.  19,  s.  2022  (New Merit and Selection Plafl)
and the 2017 Omnibus Rules on Appointments and Other Human Resource Actions
(ORAOHRA) of the Civil Service Commission, amended 2U18.

3.  Applicants who do not meet the minimum qualification stafldards set for the vacaflt
positions are automatically disqualified to advance in the screening process.

4.   Applicants  for  promotion  must have  at least  one  (1)  complete  RPMS  cycle  of the
preserT.t positiori. before h.e,/ sh.e caLm+ apply for the p.e¥4t higher positiori.

5.   Applicants shall prepare only one (1) folder containing pertinent documents which
are certified true copies of the original documents.  Applicants are required to bring
the original documents upon submission of the application.

6+   Arlrii+innj]1  rloriitTif]n+a sun.TFiitted after lh.e deadli.tie s.11.al riot he acc>epted i.I_n.less i_h.e
Human   Resource   Merit   afld   Promotion   Selection   Board   (HRMPSB)   requires
additional  documents  which  are  flot  herein  listed  to  substantiate  the  claims. of
applicants.

7.  The pertinent doouments are to be  arranged and fastened in  a white folder with
proper tabbing aricl a table o±-. contents based on the list, as attached.

i,,¥,Fife

Address: lpH0 Bldg., Sudlon, Lahug, Cebu Gty
Telephone Mos.: (052) 255-6405
Email Address: cebu.province@deped.gov.ph



8.  Applicants for the various positions shall accomplish the Data Privacy Consent Form
relative to the posting of the ranking results for the position applied.   Refer to the
attached form.

9.    Enclosed is the schediule of activities for the ranking Of i.7afarit positions.

10.   Applicants and the HRMPSB Committee shall strictly comply at all times with all
precautionary measures incfuding but not limited to social distancing, etc.

11.   Meals, Accommodation,  and Other Expenses incurred during the conduct of the
activity  shall  be  c!rargeable  tQ  DEVISIQAV/SC:HOQ1!  FT_®OE±  subject  to  the  usi±al
accounting and auditing rules afld regulatiofls.

12.   This Memorandum shall serve as AUTHORITY T0 TRAVEL.

13.   For immediate, widest dissemination and guidance of all concerned.

M#Oal:iAIs¥pe¥:nod:#
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(EnclosuretoDi,visionMemorandumNo.CanJ£|,s.2023)

SCHEDULE OF ACTIVITIES IN THE RANKING OF APPLICANTS FOR THE POSITIONS OF ADAS
Ill, ADAS 11 a ADA VI  FOR SCHOOL YEAR 2022-2023

Date Venue Time
No. ofWorkingDays

Activities

T7  i  IJ,--, A ..Ttt.+~1--+~-  --'=+1-

I    24hoursI
15 daysi

Online      application      by      the
1:curucLiy rlj;iy w`iiu[-vviLil applicants
13-March internet

w\%J\¥.cifpe`'_:lcfiT±ng`t2r¢vimccL`+`2ii~®    0^0® _ ._ ,_ _ _ _lj--£ J_-u, 4uZJ t,ullllc;.LIVILy
(http:/ / 112.198.193.182/)

F`ebruary Division Office - 8:00am- 1  I   A__-_
Sub mis sion          and          Initial

1  .   Thfr_.._i^ As sea a i-fierit       Gf       applic,afits '1u-iviar.11 HR Unit 5:Oopm |J ucryo
3' 2023 pertinent documents

I   Mar2Coh2g-8'
Deped Ecotech 8:00am- 3 days

-  Orientation  of the members  of
Division HRMPSB Committee

DocTdzr{erfts'    p.`evieTVT.r    by    +uli..e
HRMPSB Sub-CommitteeCenter 5:00pm
-   Preparation   of  the  Tentative
Ranklist

March 9- Deped Ecotech 8:00am- 2 days Interview   and   Confirmation   of
10, 2023 Center 5:Oopm Points of Applicants

March 13- Deped Ecotech 8:00am- ^`   -1,--'
Final     Review,      Signing     and
S-tjbil-iissfoI-1     cjf     Jt,ire     TefiJt.ative

14' 2023 Center 5:00pm Z uays
Ranklist

March  15-25,2023
DivisionOffice/conspicuous 8:00am-5:00pm 10 days

Posting of results.

Note:  Request  for  corrections
places ®k&1I      or.£y      be      eF*€e&rfeaiffied

during posting period

March 27, Division Office
8:Ooam- 1day Consolidation    of   points    after

2023 5:00pm corrections

March 28,2023 DivisiullOffice/conspicuousDlaces 8:00am-5:00pm - ImplementEition Schedule



apnclosure to Division Memorandum No. 0±fl , s.2023)

L=ST -O`F BOCTu'FWEEEdTTARY REQUIRETyEEPNFTS FeR ADAS FIE (Seliior Eookkecperj,
ADAS 11 (Disbursing Officer)  and ADA VI POSITIONS

1. Application Letter indicating the position applied for
2. CSC 212 (Personal Data Sheet, Revised 2017), with the latest 2x2 ID picture
3. Ti-ariscript   of   R€cGrds   betl^i   kaccalarre.ate   degi-€€   arid   graduate   studies
authenticated by the issuing agency
4. Latest Service Record/ Certificate of Employment
5. Certificates of Relevant Training Attended (must be within the last five {5) years)
6. Certificate of Eligibility authenticated by the issuing agency
7. Perforzrfarice Plating for the last three ratirig periods {vv7itF. at least VS ratizTfg}
8. Certificates  of Outstanding  Accomplishments  (Awards,  Innovations,  Research
Projects, publications, Speakership).

Note: being a facilitator cannot be credited to speakership
9. Certificates  of  specialized  training,   scholarship  grants,  chair/co-chair  of  in
techr±ica± i,xr7orkirig cemm.itte.e
10. Omnibus certification of authenticity and veracity of the documents submitted,
signed by the applicant
1 1. Data Privacy Consent Form
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