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Region VII - CentraI Visayas

SchooIs Division of CEBU PROVINCE

O鮪ce the Sch○○ls Division Supe重inte凪dent

March 8, 2024

DIVISION M:E則:ORANDU〕肥

N〇・ i引
S・2024

CALL FOR APPLICATION OF AMINISTRATIⅤE SUPPORT PERSOENEL (CoS) FOR

IDENTIFIED SCH()OLS IN SDO CEBU

To: Assistant SchooIs Division Supehntendents

Chiets, CID, and SGOD

Public SchooIs District Supervisors/ OICs

Elementary and Secondary SchooI Heads

All Others Concemed

l. Relative to Deped Order No. 002, S. 2O24, “Immediate Removal of Administra缶ve

Tasks of Pubnc SchooI Teachers’’dated January 20, 2024, the O能ce directs PubHc

SchooIs District Supervisors and SchooI Heads of the following recipient schooIs in

the division to conduct a screening of qualified applicants for Administrative Support

under ContI`aCt Of Service (CoS), to wit:

Region Divisio虹 District Sch○○宣 

V重I Cebu Asturias Kaluan蜜anIBS 

VII Cebu Asturias KaluanganIIES 

V工I Cebu Asturias LanaoES 

VII Cebu Badian Zara蜜osaIS 

V工王 Cebu BalambanI LamesaES(SimeonRipdosBS) 

VII Cebu BalambanI Singsin象ES 

V工工 Cebu BantavanI MambacavaoES 

VII Cebu DaanbantavanI PangadlawanES 

VII αbu DaanbantavanII GuimbitavanES 

VII Cebu DaanbantavanII JubotES 

V工賞 Cebu DaanbantavanII PantaoES 

VII Cebu Medellin GibitngilIS 

V重I Cebu Pilar DonFilomenoM.TorresMNHS 

V重I Cebu TuburanI BulwangES 

V重I Cebu TuburanI BulwangBS 

VII Cebu TuburanI KampootBS 

VI工 Cebu TuburanI MacupaES 

V工重 Cebu TuburanI Mag-a象taPS 

V工I Cebu TuburanH Ban築kitoPS 

VH Cebu TuburanII GaangES 

VII Cebu TuburanII Kalunsin又ES 

VII Cebu TuburanII KamansiES 

VII Cebu TuburanII Kan-anES 

VH Cebu TuburanH KaorasanES 

VIl Cebu TuburanII Ma黒-alwaBS 

VII Cebu TuburanII Ma賃-antOVES A 

VII Cebu TuburanII Mag-atuban又ES 鯛 

V重I Cebu TuburanII MarmoIES fr 
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2・ Applicants sha11 adhere to the schedule. Late submission of application is highly

DISCOURAGED.

3. Below is the schedule of activi也es in the hihng of CoS:

Date Venue Activity 

Marchll-15,2O24 Distl‘ictO鯖ce/School Submission

of Applica血on 

March18-21,2024 DistrictO館ce/School 

Validation/Assessment OfApplicants’Pertinent Documents

and Preparation

of Shor廿istedApplicant 

March22,2O24 DivisionOffice-HRUnit Submission

of ShortlistedApplicantsto theDivisionHRMPSB NOTE:Pleasere豊b重tO temp宣ateattached. 

March25-27,2024 DivisionO飾.ce 

PreparationandSigning ofContract 

Apri11, 2024 and DepIoyment of CoS to 

onwards assignedschool 

4. The duties and responsib址ties of School-Based Ad皿inistrative Support Persomel

(CoS) are as follows:

4.1 Provide overall administra血ve support to血e SchooI Head and other

SChooI persormel in the daily operations of the school;

4.2 Assist the SchooI Head in preparing, COnducting, advoca血Ig, mOnitoring,

and evaluating programs, PrQjects, and ac伍vities; and

4.3 Perform other administrative and technical assistance as may be

determined lry the school head.

5. App血oants sha皿possess the fo1lowing minimum standards, to Wit:

5. 1 Able to prepare basic correspondence;

5.2 Able to prepare basic reportorial requirements (Deped forms, Simple

丘nancial reports) ;

5.3 Computer literate preferably in MS O批ce Suite;

5.4 Can operate o縦ce equipment (Printers, fax machines, Photocopiers, etC.)

5.5Can coordinate and couaborate with other concemed persormel and

of塩ces.
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6. Documentary requirements are to be arranged and fdstened in a white folder with

proper tabbing and table of contents based on血e list・ AppHcants are required to

bring the original docu皿ents upon submission of the app止cation to the district

O鯖ce /沸h○○し

● Letter ofIntent

. Accomplished CSC Form 212 or the Personal Data Sheet (PDS)

・ Transchpt ofR∞Ord (TOR)/SchooI Credentials

. Cert臆cate of EmpIoyment (if applicable)

7. Recommended applicant sho山d not be related with血 the tr血d degree of

consanguinity or a緬正ty to血e appoin血Ig au血ority, recommending o紀cial, head of

o臆ce, Or any Person eXerCising immediate supervision to the concemed CoS・

8. SchooI Heads are directed to cascade information仕ITOugh an orientati〇年in the

school regarding contents of Deped Order No. 2, S.2O24, tO include Hiring of CoS

relative to血e implementation of said issuance. Refer to批正for access to training

蘭te正粗s -担」十∴点、時宜、帯く)眉間引出)()足し哩粟豊吏真二

9. Accommodation, Meals and Other Expenses incuFTed during the conduct of the

activity sha11 be chargeable to DIViSION/SCHOOL FUNDS/MOOE subject to the

usual account血g and auditing nlles and regulations・

10. This Memorandum sha11 serve as AUTHORTTY TO TRAVEL.

1 1. For i皿mediate, Widest disse皿ination and guidance of a11 concemed.
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Republic of the Ph址ppines

DBPARTMENT OF EDUCATION

Region VII-Central Visayas

DNmSION OF CBBU

IPHO Bldg, Sudlon, Cebu City

ⅡlDrvIDUAL RATING SHEET

Admln迫tmtive Support P°r8Onnel 'CoS)

NAMEOFAPPしiCANT 

ADDRESS 

HiGHESTEDUCATIONAしA丁TAINMENT 

AGと 

GとND王R 

S丁A丁US 
REMARl(S 

QUAし1FICATiONSTANDARDS: MEl- NOTMどT 

1.Abletop「epa「ebasicco「「espondence 

2.Abietoprepa「ebasic「eportoriai「equi「ements(Deped 

Forms,SimpiefinanciaIreports〉 

3.Compute「iiteratep「eferabIyinMSOfficeSuite 

4.Canoperateo苗ceequipment(P…te「S,faxmachines, 

Photocopiers,etC) 

5.Cancoordinateandcoiiaboratewithothe「conce「ned 

PerSOnnelandoffices 

ASSESSMENTPROCESSCONDU⊂「ED: 

RESUしTSOFASSESSMENT: 

NAME OF VA⊥lDATOR

D8te:

CON[ORM王

Date:


