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Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

Office of the Schools Division Superintendent

September 8, 2023

DIVISION MEMORANDUM
No. '\ 5.2023

SUBMISSION OF APPLICATION FOR ADMINISTRATIVE OFFICER II AND
PROJECT DEVELOPMENT OFFICER I

To: The Human Resource Merit Promotion and Selection Board (HRMPSB)
Education Program Supervisors
Public Schools District Supervisors
Elementary School Heads/Principals
Secondary School Heads/Principals
All Interested and Qualified Applicants
All Others Concerned

1. The Schools Division Office through the Human Resource Merit Promotion
and Selection Board (HRMPSB) announces the submission of applications of
interested qualified applicants for the following positions:

ADMINISTRATIVE OFFICERII - 21 ITEMS
PROJECT DEVELOPMENT OFFICER 1 - 7 ITEMS

2, The minimum qualification standards are as follows:
Qualification standards
Position Plantll | SG | Month | Education | Training | Ewperience | Eligibility | Competency Place of
Ia Item iy ir Assignment
No. Salary applicable)
Administrative ADOF2 | 11 | 27000 Bachelor's None None Career Personnel Sapaac ES
Officer 11 90006- Degree Required Required Service Administrati
2023 Profession | on, Property
al {2 Custodian,
Level Genersl
Eligibility) Administrati
ve Support
and
Financial
Management
Administrative | ADOF2 | 11 | 27000 Bachelor's None None Career Personnel Malita ES
Officer II g0007- Degree Required Required Service Administrati
2023 Profession | on, Property
al [2md Custodian,
Level General
Eligibility) | Administrati
ve Support
and
Finencial
Management

Address: Actividad-Economia St., Zone 2 (Consiliman), Bangued, Abra
Telephone No.: (074)614-6918
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Admmastratve | ADOF2 | 11 i 27000 | Bachelor’s None None |  Career | Persoonel _i_CalabaES
Oficer 1 | 90008 | . | Degree Reguired Required | Service | Administrat
| i [ Profession | on, Property |
| [ al (2=4 Custodian, |
| | Level General
| | Eligibilty) | Administrati
| | ve Support
| | and
| Flnancli
. | Management
| Admimistramve | ADOF2 | 11 | 27000 | Bachelor's |  None None Career Personnel Pagala West
| Offcern 90009- Degree Required Reguired Service Administrati ES
2023 [ Profession on, Property
| | al (2= Custodian,
Level General
Eligibility) Administrati
e Support
| and
Finandal
Management
Admimiszratve | ADOF2 | 11 | 27000 Bachelor's None None Career Personnel Sap-al ES
Officer T 90010- | | Degree Required Required Service | Administrati
2023 | Profession | on, Property
al (2= Custodian,
Level General
ve Support
‘ and
| Financial
Management
Administratve ADOF2 11 27000 Bachelor's None None Career Personnel Gaddani ES
Officer I o0011- Degree Required Required Serviee Administrati
2023 Profession on, Property
al (2= Custodiam,
Level General
Eligibility) | Administrau
ve Support
[ and
Finanaal
Management
Administratve | ADOF2 | 11 | 27000 Bachelor's None None Career Personnel Bangilo ES
Officer [I 50012- Degree Required Required Service Admmistrat
2023 Profession on, Property
al (2= Custodian,
Lewel General
ve Support
and
Fimancial
Management
Adminisrauve | ADOF2 | 11 | 27000 | Bachelor's None None Career Personnel Bayabas ES
Officer II 9001 3- Degree Required | Required Service | Administrati
2023 Profession | on, Property
al (2=4 Custodian,
Level General
Eligibility) | Administrad

ve Support {) |

r o

Address: Actividad-Economia St., Zone 2 (Consiliman), Bangued, Abra
Telephone No.: (074)614-6918 /-
Email Address: abra@deped.gov.ph g J—-NA*G
Website: hitp://www.depedabra.com
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SCHOOLS DIVISION OFFICE OF ABRA
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_I I .' Al ]
. Financial
e | i = | | Management |
Administratve | ADOF2 | || 27000 Nachelar's Nane None |  Career | Personoel | Lat cy 'S
Officer 11 20014 | I Degree Resuired I' Kegquired Y I Addmuanatran ‘
2023 | Mrufrsaon om, Property
| al (- Custocian |
| | ’ Lewel | (enwral |
| | | Fhgpbality) At trmirat |
i | | | ve Suppert |
‘ | and
‘ | Financial |
L = 3 | | Lo Managrment |
Ad v inusts a trve ADCOF2 it 2TODO Hax helowr w Nooe Nomwr Career I Prrsonne| [ Madago 'S
Officer 11 90015 Degree | Required Requied | Serviee Admnistran
| d023 l | Pyofrsmon | on, Property
I | al (= Cuntoduan ‘
| | Lewel Urrneral
| | | Fligatulity) Administiat |
| v ' e Suppan |
| | and |
| ] Funancual i
\Inturrnrn'r
}_.\d;irml!n'rm ADOF2 1 11 2T000 1 P e losr » None | Nowwr 1 Career Prrsonnel r Lunl_-l ES
Officer 11 | 20016 | | gy e Requred Revpinred Serviee Adbrmanistran
202) | Prodesaion on, Property
| | al (2= ’ Custodian,
Lawel Gernvernl
Elggbility) | Admiumstrat
‘ ve Support
| |
| Financal
_ Ll | | | l_“-"‘-r-*!'.i._.__. —
Admunatrative ADOF2 | 11 | 27000 Hac helor s None Nane | Career Personne| Nagdaingan
Offices 11 90017 gy e Weguuired Hegquired Service Adrunistran ES
202} I i Profession on, Pruperty
al [~ Custodian,
| | Level Ceeneral
| Elgbdsty) Adbministraty
: ve Suppart
and
Financusl
el =S= SR | Management |
" Adminiatrative | ADOF2 | 11 | 27000 | Bachelors None None Career |  Personnel Bolbolo ES
Officer 11 GO018 | Degree Requued Required Service Adminustran
2023 | Profession | on, Property
| | al (= Custodian,
! Level General
| Ebgbiity) | Administrat
| ve Support
and
Financial
s . Management
Administratve | ADOF2 | 11 | 27000 | Bachelors None None Carver Personnel | Nangas-asan
Officer Il 90019 | Degree Required Required Service Admirustran Ps
2023 | Profession | on, Property
L | al 2~ Custodian, |
=
Address: Actividad-Economia St, Zone 2 (Consiliman), Bangued, Abra 4
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I Level General
Eligihility) | Administrab
ve Support
and
Fimancial
Management | |
Administrative | ADOF2 | 11 | 27000 | Bachelor's None None Career Personnel Belaat ES
Officer I 90020- Degree Required Required Service Administrati
2023 Profession | on, Property
al (2n Custodian,
Level General
Eligibility) Administrad
ve Support
and
Financial
Management
Administrative | ADOF2 | 11 | 27000 | Bachelor's None None Career Personnel Magsalang
Officer 11 90021- Degree Required Required Service Administrati PS
2023 Profession | oo, Property
al (2= Custodian,
Level General
Eligbility) | Administrati
ve Support
and
Financial
Management
Administrative | ADOF2 | 11 | 27000 Bachelor's None Naone Career Persanne] Makingag ES
Officer 11 90022- Degree Required Required Service Administrati
2023 Profession on, Property
al (2= Custodian,
Level General
Eligibility] | Admimstrat
ve Support
and
Financial
Manegement
Administrative | ADOF2 | 11 | 27000 | Bachelor's None None Career Personnel Batayan PS
Officer 11 Q0023 Degree Reguired Required Service Administrati
2023 Profession | on,
al (20d Custodian,
Level General
Eligibility] | Administrati
ve Support
and
Financial
Mang_g_mem
Administrative ADOFZ | 11 | 27000 Bachelor's None None Career Personnel Pananuman
Officer 11 90024- Degree Required Reguired Service Administrati PS
2023 Profession | on, Property
al (2=d Custodian,
Level General
ve Support
and
Financial
Management . ,

Address: Actividad-Economia St., Zone 2 (Conslliiman), Bangued, Abra 9
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M:“}E"ml‘_j“": ADOF2 | 11 | 27000 | Bachdor's None | None Career Personnel T_Eﬂ.gnnaj'an
eeT 30025- Degree Required Required Service Administrati NHS
2023 Profession on, Property

al (24 Custodian,
Level General
Eligibility) | Administrat
] ve Support
l and
Financial
Frr—— . L | Management
g;"""'lﬁwf ADOF2 | 11 | 27000 Bachelor’s None None Carcer Personnel Dilong NHS
cen 90026- Degree Required Required Service Administrati
2023 Profession | on, Property
al (2e Custodian,
Level General
Eligibility) Administrat
ve Support
and
Financial
. e . . | Management
Froject PDO1- | 11 | 27000 Bachelor’s None None Career Program Bangued
D%tnlgmlf':m 90025- Degree Required Required Service Management District
2023 Profession and (Cosili ES,
‘ al (2= Implementati Bacsil ES,
Level on, Program Cosii West
' Eligibility] | Coordination PS)
’ and
| Partnerships;
Advocacy;
‘ Secondary
1 1 | Duties
Project PDO1- | 11 | 27000 Bachelor's None | None Career Program Bangued
Development 90026- Degree Required Required Service Management District
Officer 1 2023 Profession and (Bangued
i al (2w Implementati West CS,
l Level on, Program Sinapangan
| Ehgibility] | Coordination ES, Sta.
| and Rosa PS)
Partnerships;
Advocacy;
Secondary
| Duties
Project PDOI- | 11 | 27000 Bachelor’s None None Career Program La Paz
Development 90027- Degree Required Required Service Management District
Officer 1 2023 Profession and (Bulbula ES,
al (2= lmplementati | Isit ES, Toon
Level on, Program ES)
Eligibility) | Coerdination
and
Parinerships;
Advocacy;
Secondary
Duties
Project PDO1- | 11 | 27000 | Bachelor’s None None Career Frogram Lagangilang |
Development 90028- Degree Required Required Service Management District
(o] 2023 Profession and (Dalaguisen
al (2 [mplementati | ES, Carigad

Address: Actividad-Economia St Zone 2 (Consiliman), Bangued, Abra
Telephone No.: (074)614-6918 2
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| : i i _: 1 | level T on, Program Asmres ES,
| | Elygptubtyl Coordination Tagodiod ES)

| | | and
| ! | | Partnerships,
| | Achvor ey
| : | | | Secondary
S, S | | | [nities | o |
[ Projeer PO 11 | 27000 | Bachelot's N [ Moy 1 et Py oggrsum Elementary
[ Officer Tr“ | 0029 Degres Hregquares] Hegpared Rrrvu e Managrment (Lagben P"
205 I yofe sagon and Mudit ES,
' al (2~ implementat | Willy Castallo
Level on, Program | Ps)
Kligbmliry| Covrdinaton |
ansl
| Fartnerships |
I Nyfwrm may
Sevonddlary
A T ]
[ Progect o555 57900 T Bacheiors | Nese | Nooe | Carer | Progem U Plar Distnct
sy guomen 0030 [rgree Resquared Reqpuired Servier M anage et [Ocup PY.
Officer | | 2003 Foy ool s adiid Dalt ES,
| al (2= Impirmentan Dentan ES) |
Lewel oy, Pyogram
I Eligp teility) o dinaiummn
and
| Partner shipa, |
| Adves acy |
Sevondary |
- | i } i l i | | [itses ) "
I Pt PDO 1 17000 Flae haebor s N Mo Carerr Program | Tavum |
| v oprmen: OO 1 | g Hevpaired e Servie Managemen! | Distnet |
Officer | 200 [ Professon | and | (Tayum CS, |
al (2= Implementati | Patucannay |
Level | on, PFrogram | 8.5
: | Elgptsilaty) Coordinaton |
vt
|| | Partnershups,
| Advocacy,
Sevondary
= | - || Ouoes
3. All interested appheants regardless of gender, sexual orientation, civil status,

religion, disability, ethnicity or pohitical affiliation are required to submit application
letter together with complete documents on or before September 21, 3023 at the
DepEd Schools Division Office of Abra through the HRMO and to be received at the
records section. All applications received beyond September 21, 3023 will not be
accepted. Please be guided by the following imehine:

" AcTVITY |  RESPONSIBLE TIMELINE
a. Submission and Receipt Applicants September 8, 2023 -
~ of Application Documents | SDO-Records Section September 21, 2023
b. Initial Evaluaton of the Personnel 10 working days
 Qualification of Applicants | Section/HRMO
Address: Actividad-Economia St, Zone 2 (Consiliman), Bangued, Abra 5
Telephone No.: (074)614-6918 -
Email Address: abra@deped gov.ph g
Waebsite: hitp //www.depedabra.com ‘me
“Sustain integrity, Lead, and Nurture Abrenios for Grealer accomplishment.”
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c. Posting of Initial T -
Evaluation Result ersonnel Section 15 calendar days

d. Conduct of Comparative HRMPSB
As.se ssment of Applicants Loy
i. Finalization of HRMPSB Secretariat
Comparative 1 day
Assessment Form —
ii. Signing of CAF HRMPSB 1 day

e. Submission of the duly ASDS 1 day
signed Comparative
Assessment Result to the
Appointing
Officer /Authority

4. As stipulated in the new guidelines on recruitment, selection, and appointment
under DepEd Order No. 007, s. 2023, an applicant shall submit the following
documentary requirements and should be properly arranged in one folder and
labeled following the sequence as hereunder presented as follows: (Bring the

original copy during the conduct of interview)

Letter of intent addressed to the Head of Office, or to the highest human

resource officer designated by the Head of Office;

b. Duly accomplished PDS (CS Form No. 212, Revised 2017) with Work

Experience Sheet, if applicable;

Photocopy of valid and updated PRC License/ID, if applicable;

Photocopy of Certificate of Eligibility /Rating, if applicable;

Photocopy of scholastic/academic record, such as but not limited to

Transcript of Records (TOR)] and Diploma, including completion of graduate

and post-graduate units/degrees, if available;

Photocopy of Certificate/s of Training, if applicable;

Photocopy of Certificate of Employment, Contract of Service, or duly signed

Service Record, whichever is/are applicable;

_ Photocopy of latest appointment, if applicable;

Photocopy of the Performance Rating in the last rating period(s) covering one

(1) year performance in the current/latest position prior to the deadline of

submission, if applicable;

j. Checklist of Requirements and Omnibus Sworn Statement on the Certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent Form pursuant to RA No. 10173 (Data Privacy Act of 2012),
using the attached form (Annex C), notarized by authorized official; and

k. Other documents as may be required by the HRMPSB for comparative

assessment, including but not limited to: :2

74

a.

& 0

o

-
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. Means of Venfication (MOVs) showing Outstanding A comphshments,
Application of Education, and \pphcation of Learmimg and Development
reckoned from the date of last issuance of appointment il

i Photocopy of the Performance Rating obtamed from the relevant work
expenence, | Performance Rating in ltem 200 s not relevant to the

position to be filled, f apphcable

o

3 For inquiries or clanfications, please contact Ms. Gemma B. Cabutafe, KM
at 09685-516-9360 at DepEd Division Office

O Immediate dissemination of this memorandum s desired

—l
CIA SR. PhD, CESO VI

hinson h‘u;nfrmlc-mh'n!

s

FhiPanelo/ QSDS/ ASUY/ PER
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