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Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

Office of the Schools Division Superintendent

March 1, 2024

DIVISION MEMORANDUM
No. |00 $.2024

SUBMISSION OF APPLICATIONS FOR ADMINISTRATIVE SUPPORT STAFF
UNDER CONTRACT OF SERVICE

To: Public Schools District Supervisors
Elementary and Secondary School Heads
All Interested and Qualified Applicants

1 e Schools Division Office through the Human Resource Mertt Promotion
and Selection Board (HRMPSD) announces the submission of applications of
intereated qualified applicants for Adomunistrative Support Stafl under Contract of
Service, preferably from the barangay/municipality of the schoola specified

below.
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3. All interested applicants from the barangay/municipality of the above
identified schools regardless of gender, sexual onentation, cvil status,
religion, disability, ethnicity or political affihation are required to submit
applicanion letter together with complete documents on or before March 8,
2024 at the DepEd Schools Division Office of Abra through the HRMO and to
be recerved at the records section. All applications received beyond March 8,
2024 w»1ll not be accepted. Please be guided by the following umeline:
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; ACTIVITY | RESPONSIBLE ; TIMELINE {
| a Submission and Receipt | Apphcants March |, 2024 -March
| af Applhication A, 2024
Doecuments SIW)-Mecords Sectiom i !
b, Initial Evaluation of the | Personnel 1O workimg days
Qualification of Section/HRMO
Apphcants ! i
C Izns,tmg of Inttil Peracmnel Sechion 15 calendar days
Evaluatuon Result 1 i
d. Conduct of Comparative = HRMPSH I Day
Assessment of Apphicants L
1 Finalization of HRERMPSH Secretanat I Day

Comparative
Assessment Form

1 Slgn:np', of CAF | HEMPSH . l ili.ll‘c'

¢ Submiasion of the U ASDS 1 1 day
duly signed '
Comparative
Assessment Result to
the Appointing
Officer / Authority

9 As stupulated in the new guidelines on recruitment, selection, and appointment
under DepEd Order No. 007. 2023, an applicant shall submit the followang
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)

a. Letter of intent addressed to the Head of Office, or to the mghest human
resource officer designated by the Head of Office,

b. Duly accomplished PDS (CS Form No. 212, Revised 2017) wath Work
Experience Sheet, of applicable;

¢. Photocopy of valid and updated PRC License /1D, if applicable;

d. Photocopy of Certificate of Eugibility /Rating, of applicable;

e. Photocopy of scholastic/acadenuc record, such as but not hmited to
Transcrnpt of Records [TOR) and Diploma. wncluding completion of graduate
and post-graduate units/degrees, if available;

. Photocopy of Certificate /s of Training, if applicable;

g. Photocopy of Ceruficate of Employment, Contract of Service, or duly signed
Service Record, whichever 1s/are apphcable,

h. Photocopy of latest appointment, if apphcable; '
Address: Actwdad-Economia St Zone 2 (Consiliman),  Abra
D'm ‘ Telephone No.: (074)614-6618

L [ Email Address. abrafdcaped gov pn
) NAG  Website: new iwww Secedabra com
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For inquines or ¢ HRMO

AMADOR D.&ARCIA SR. PhD, CESO VI

Schoolf Desson: Superyiendent
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