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REGION VII ~ CENTRAL VISAYAS

Schools Division of Cebu Province

Office of the Schools Division
Superintendent August 08, 2023

DIVISION MEMORANDUM
ENo.___ ,3 _I___£_ s.  2023

ENENG OF APPLICANTS FOR OTIIER NON-TEACHING POSITIORTS 0F SDO CEBU
PROVINCE

To:    Assistant schools Division superintendents
Division Chiefs
Education Program Supervisors
Public Schools District Supervisors/ District Caretakers
Elementary arid Secondary School Heads
All Others Concerned

1.  The Office hereby armounces the Ranking of Applicants for other Non-teaching Positions
of SDO Cebu Province adhering to the hiring guidelines as stipulated in the fouowing:

DepED Order Ho.19, s. 2022 -`The Department Of Education Merit Selection Plan"

I}epED  Order  No.  07,  a.  2023  -  "Guidelines  on  Recruitment,  Selection,  and
Appointment in the Department of Education"

2.  Please be guided by the minirmm qualification standards for the vacant positions:

POSITION TITLE EDUCATION EI,IGIBILITY EXPERENCE TENENG SalaryGrade

Administrative Officer Bachelor's Career 2 years of 8 frours of 14
HI (ADOF Ill) for Degree Service relevant relevant
Human Resource relevant     to Professional experience training
Development the job Efigibility
Services/Recruitment|2vacaLncies) (2nd Level)

Administrative Aide At least
None (Avaliddriver'slicenseisprefeITed) None None

01   I
I |1 vacancy) hirfu schoolgraduatetiuniorhighschool)withavaliddriver'sficenseandnohabitualormultiplerecordsof

ri
Address: ]PH0 Bldg., Sudlon, Lahug, Cebu City
Telephone Mos.: |032} 255-6405
Email Address: cebu,province @deped.gov.ph
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q3nclasuretoI)ivistonMeiii'rorandunNo._,s.2023)

scHEDunE oF ACTNITREs IN THE RANRING or AppLlcANTs For
OTHER HORTRACHING POSITIONS   J

Date Verme Tine
No. ofWordingDays

Activities

August 9-11,2023
HR Uriit Regularofficehours 3 days Submission of applicationdocuments/foldersatthe HR Unit.

August 10 & Division Conference Regular
2 days

Review, assessment and validationofthedocumentssubmittedbytheapplicantsbytheHRMPSBmembers.
11' 2023 Room office hours

Angust 12,2023
Division Conference `Regular

1day

InterviewandconductofthewrittenexaminationoftheapplicantstytheHRMPSBmembersPreparationofthetentativeranklist

(Tuesday) Room office hours

August 13- Division Conference Regular
5 days

Final  Review,  and  signing  of  the
18, 2023 Room office hours Final Rank fist  (conections  of thetentativerankHat)

August 19, 2023 & Onwards |Saturday) Implementation Schedule
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3.  Below is the job summar`y of the vaca±]± positions to be filled:
I

POSITIOH TITLE Joe SUMREARY                                            IAnHR/AdminOfficerisresponsibleformanagingpersormelrecords,updatingdathbases,andassistinginHRoperations.S/fiehandlestaskssuchascreatingorganizationalpoticies,schedulinginterriews,andrearingHR-relatedreorts.Anadrfustrativeaideisanindividualwhoassistswith
Administrative  OfficerIll(HumanResourceServices)

Adrfuistrative Aide 1 the dafty cleried and logistical needs Of an office.fi     th               t

4.  Appficants who do not meet the minimum qualification standards sat  or     e vacanpositionsareautomaticallydisqualifiedtoadvanceinthescreemngprocess.

5.Appflcantsforpromotionmustfuaveatlea§tone(1}completeRERESeycleofthepresent
position before he/sbe can apply for the next hither position and not jump beyond the
three-salay grade limit from his/her cuffent position based on the 2017 0RAOHRA as
amended.

6.  Appficants shafl prepare only one {1) folder contairfug pertinent doouments which are
certified true copies of the orifroal documents.   Applicants  are required to bring the
orirfual documents upon submission Of the application.

7.  Additional  documents  subndtted after the  deadline  shall not be  accepted unless the
Human Resource Merit and Promotion Selecidon Board  quREPSB)  requires additional
documents which are not herein listed to substantiate the claims of appficants.

8.  The pertinent documents are to be arranged and fastened in a white folder with proper
tabbing and a table of contents based on the fist, as attached.

9.  Appfficants for the various positions (as mentioned) shall aceompfish the Data Privacy
ConsentFormrelativetothepostingOftherankingresultsforthepositionapplied,Refer
to the attached form.

10. Enclosed is the schedule of activities for the ranking of vacant positions.

11.Evaluation  Of documents/folders  submitted  try  the  appficants  shall  be  done  at  the
Division Conference Room/second floor by the HRMPSB members

12.Members  Of the  HRMPSB/HR Unit/Secretariat and aft other  sub-selection  comrdittee
members shah be  given Compensatory Time-Off., (CTO),  overtime pay,  or leave credits
whatever is applicable for the work or services rendered after the regular office hours
and/or on/during Safurdays or holidays.

13.  This Memorandum shall serve as AUTHORTY TO TRAVEL to all personnel involved in
this activity.

`,

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

sENENPRIs#LoifeAUL",cusov
Superintende=tj


