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REGION VI I -CENTRAL VISAYAS

Schools Division of Cebn Province

Office of the Schools Division
Supet`iritendent

September 19, 2023
DIVISION MEMORANDUM
No.+9|_==s.2023

RAHI=ING OF APPLICANTS FOR ADMINISTRATIVE OREICER 11, PROJECT
DEVEro"EHT ORElcER I (PDO I) AHD ADMENlsTRATIVE AsslsTAAVT Ill

0F SDO CEBU FOR CY 2023/2024

To:    Assistant schools Division superintendents
Division Chiefs
Education Program Supervisors
fublic Schools District Supervisors / District Caretakers
Elementary and Secondary School Heads
AIL Others Concerned

1.  The Office announces the Ranking Of Applicants for Administrative Officer 11, Project
Development  Officer  I,   and  Administrative  Assistant  Ill  (Senior  Bookkeeper)  for
Calendar Year 2023.

2.  Appficants shall be assessed utilizing the following hiring guidelines/issuances:

DepedOrderHo.19.a.2022-"TheDepart:meutofEducationMeritSelectionPlan"
Deped  Order  Ho.  7,  s.2023  ~  "Guidelines  on  Recruitment,  Selection,  and

Appointment in the Department of Education"

Appficants shall be guided by the following ciualification standards:
Position Title Education Experience EH8ibELty Training

Administrative Backelor's None required Career Service None required
Officer 11 (AO 11)SalaryGrade: deoree (Professional) preferred: 8

relevant to the Second    Level hours relevant
j ob (FTeferredBachelor's EHgibility training)

11 degree inIndustrialRelations orHumanResourceManagement)

Ftoject Bachelor's None required Career Service None required
Development degree (frofessional) (Preferred: 8
Officer I a?D0 I) relevant to the Second    Level hours relevant
Salay Cirade: 1 1 job  (Heferred:BsinsocialWork' Efiribifity training)



I position title                iIAdministrativeAssistant Education Experience Eugibrmty Training
PrefeHed: One {1) year 4 hours Career Service

Ill {Senior BockkeepeSSafaryGrade:9 Bachelor's relevant relevant (Sub
degree in experience in training in Professional}
Business accounting accounting; First Level
Adriinistration, activities/tasksOne(1)year and 4 hour-s EligibiEtyCareerService
Major in training on the
Accounting/BS use of
in Accountaney; computers and
OrCompletion of atleasttwo(2)yearsstudiesinBachelor's-deor€einAccountancyorCfommerce;orCompletionoftwo(2)yearsstudiesinconegewithatleast9ultsinaccounting spreadsheetsoftware(eg.MicrosoftExcel)4hours

subjects relevant relevant (Sub
Prescribed: experience training Professional)
Completion  of  2yearsofstudiesincollege First           LevelEtigibility

five  Com  arative Assessments is as foHows:
CRITERE                  I BREAKDOWH 0F POINTS

Non-Teaching: Nan-Teaehirig.: {Adffiifiistrativ€
(Project Development Offieer I   .andAdministrativeOfficerIll Assistant HI-S error Booifeeeper}

a. Educationb.Trainingc.EHEpefiencedPerformance 5 5
10 5
15 20
20 20

e, Outstanding 10 10
Accomplishaentsf.ApplicationtoEducationgApplicaticmofL&D

10 10
10 10

h.. Potential quritten Test, BEI, 20 20
Work Sample Test)TOTAL:

100 loo
5.  Appficants who do not meet the minimum qualification standards set for the vacantpositionsareautomaticallydisqualifiedtoadvanceinthescreenmgprocess.

6.  Appficants for promotion must have at least one ( 1) complete RPMS cycle Of the present
pti§itiofi foefore he/she can apply for. the next higher positiofi.

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

8.  Appncants who fall to submit the complete mandatory requirements by the set deadhae
shall not be included in the pool of official applicants.
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Enc 4trrc # /
q3ItclosuretoDivisionMimorandumNo._,s.2023)

LIST OF DOCUME"TARY REQUIREMERTS

1. Applicafron Letter addressed to the Schools Division Superintendent indicating the
position appifed for;
2. I)uly accomplished Personal Data Sheet (CSC Form No. 212, Revised 2017), with the
latest 2x2 ID picture;
3. Work Experience Sheet;
4. Certified True Cony of Eligibility/ Board Rating;
5. Certifred True Copy of valid and updated PRO ID/License;
6. Certified  True  Copy  of scholastic/academic  records  (Transcript  of Records  and
Diploma, including completion of graduate or post~graduate units/ degree;
7. Latest Service Record/ Certificate of Employment/ Contract of Service;
8. Certified True Copies of Certificates of Relevant Training Attended taken/attended
within the last rive {5} years reckoned from the date/deadline of submission;
9. Performance Rating for at least one (1) rating cycle or period in the current or la.test
position prior to the deadline of submission;
10. Certified   Tine   Copy  of  Latest   CSC-approved   appointment/last  promotion
{mandatory requirement) , if applicable;
11. Certificates  Of  Outstanding  Accomplishments  (Awards,  Innovations,  Research
Projects, publications, Speakership) ;
12. Certificates of apecialized training, scholarship grants, chair/co-chair of technical
working committee;
13. Checklist of Requirements and Omnibus Sworn Statement on the Certification of
Authenticity and Veracity of the documents submitted, signed by the applicant;
14. Data Privacy Consent Form; and
15. Other pertinent documents as may be appficable for`position applied for.
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REGION VII -CENl-RAL VISAYAS

Schools Division of Cebu Province
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DATA pRrvAc¥ CoHSEHT FORRT

WeattheHRMPSBarecommittedtoprovideyouwithservicesthatarecomplainttotheDataPrivacy
Act (RA 10173) including its mR as wen as the other guidelines and issuances by the National Data
Privacy Cormmissiofl qupc).

Proees§thg of Persorml Data:

The personal irformatfofi being collected which may include your name, contact rmmbers, ernall
address,  home and office address,  photos,  birt:hdate,  and the like,  may be used for {1)  ranking
purposes only; (2) monitoring the update of your application; (3} sending notifications/updates; and
(4}  other similar activities, in connection to your application for employment or promotion.  Said
information will only be used for activities related to recrmitmeut, selection, and appointment and
win not be shared by other agencies. For posting on the agency website, ordy the names will be
indieated  ftyirthdate/s,  and  contact numbers win not be inchaded},  if an  employee/applicant
provides whtten objection to the posting of names on the website or agency's bunetin board,
numeric ®r alphabetic coding may be resorted to. Information may be used further by the ageney
for research and for statistical purposes only.

Data Protection:

We  shall inplement reasonable and appropriate organizational, physical, and technical securfty
measures  for  the  protection  of  the  personal  information  whieh  we  collected.  Only  authorized
persormel {HR Unit) are perfutted and have access to the collected information and will treat any
confidefltial informatiofl iifider strict corfidefltiality. In case of a breach, HRRH'B shall notify you and
inform the National Privacy Commission (NPC) in accordance with NPC Circular 16-03 or Personal
Data  Breach  Management.  Personal  information  collected  is  stored  and  later  disposed  of via
shreddingandpermanentlydeletedinourelectronicfilesinaccordancewithR.A.No.9470otherwise
haown as National Archives of the Philippines Act of 2007.

RIghts of the Data Subject:

As the Data Subject, you have the right to be informed of the personal information being collected,
processed,  arid  stored by HRMPB as wen as to access,  object,  rectify, and block the  same.  For
questions or concerns, you may contact the HR unit for further details.                        S

I have read this form, understood its contents, and consent to my personal data. I understand that
my consent does not preclude the existence of other criteria for the larrful processing of personal
data and does not waive any of my rights under the Data Privacy Act of 2012 and other applicable
laws.

(Signature over Printed Name)

AppfroantF3-jr-ap3-
Address: DepEd Cebir Province, !PHO Bldg., Sudlon, Lahug, Cebu City
Telephone Mos.: 032-2556405
Emai[ Address: cebu.province@deped.gov` ph


