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DIVISION MEMORANDUM

No. __箪例　　臆臆S. 2023

R国CRUIT剛胆肘T A珊D SELEc富IOⅣ OF APPLICARTS FOR

AD蘭量NIST鼠A富IVE AIDE I

To:　OIC-Assistant SchooIs Division Superintendent

Chief Education Supervisors

Heads, Public Elementary and Secondary SchooIs

Heads, Unit/ Section

All Others Concemed

1.　The field is herety血formed of the division-Wide recruitment and selection of

interested applicants for Administrative Aide I. An qua唖ed and interested app勘oants

are requested to submit血eir pertinent documents on or before舶ARCH O3, 2023

at血e o能ce of血e Persomel Services Unit壮mugh Records Unit・ The Dep蘭O富de重

N〇・ 66’S. 2007 - Revised Guidelines on血e Appointment and Promo也on of O皿er

Teaching, Related Teaching and Non-Teach血g Positions; and the Regiond

蘭e血orandu血No. 434 s・ 2017 - Intemal Guidelines for the Implementation of

DepEd Order No. 66, S. 2007 shall be used ty the Human Resource Meht Promotion

and Selection Board (HRMPSB) in血e recruitment and selec也on process.

Au qualified and血terested applicants may submit regardless of race, COIor,

SeX, religion’SeXual orientation’gender identity, national origin, Veteran, Or disability

StatuS.

PositionTit宣e �; PlantillaItemNo. �i S血a富y �Ⅳ0.o重 �i　i PlaceofAssign血enf (P宣種ntill種) 

(P種renthetic血 　富ま岨e) ��Gmde �Position 

`Ad皿i址s鯖塑鵡v豊l � � � � 

Aide I (U働ity

Worker I)

OSEC-DECSB-ADA l -

271010-2004

Elementary School
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2.　The qualification standards and competency requirements of皿e sg血position

are as follows:

CScP �resc轟bedQuali �範c種tions � 

Educatio鶴 �富調まれi細gs �露盤pe瓦ence �Elま蜜聯鵬ty �Competency Requirement 

Mustbeableto �None �None �None �Se岨Management, 

read乳ndwrite �Required �Required �Required (MCll,S. 1守96-Cat.重印 �Professiona止smand ethics,Teamwork, a駐dSerⅤ尭e Orienta缶on 

3.  Interested qua雌ed applicants are advised to register at

https:! !t血yurl.com/depedtavabasQn血eapplica垂旦　and submit certi範ed t鵬e

copies of血e follow血g documents p重ope巾l種belled, with ea富tag per criterion at

the Records Section:

1. Letter of Intent addressed to ’血e SchooIs Division Superintendent;

NATIViDAD P. BAYUBAY, CESO VI.

2・ Fully accomplished Personal Data Sheet (PDS) wi血recent passport-Size

Picture (CS Fom No. 212, Revised 2017) and Work Experience Sheet which
Can be dow血oaded at nyw.csc.gov.p車

3. Photocony of duly signed Perfomance Rating in the present positien for血e

last 3 rating periods (if applicable);

4. Photocopy of updated Service Record (if any);

5. Photocony of Cer唖cate of Empleyment with brief description of duties and

responsib批ties for appfroant from private company and血ose on a Job

Oder/ Contract-Of-Service status;

6. Photocopy of Fom 137置Pemanent Record (if any);

7. Cer軸cate of軸ipatien in a spec軸睦ed缶aining時.書. s舶ola謡hip pIt準肇a遭iS,

Short courses, Study grants);

8. Cert範・Cate OfTra血ing/S attended for血e last five (5) years or a請er the recent

PromOtion w軸ch show/S血at血e appHcant has obtained血e following

Criterion:

a. participant血three (3) or more training activities in each level

COnducted for at least血ree (3) days and not credited during the last

PrOmOtion (District level, Division level, Regional levely, and/Or;
b・ Par也車ant血one (1) t血ning conducted for at least血ree (3) days

and not credited dur血g血e last promotion (Nationa1 1evel, Intemational

娃平el主

9. Latest approved appointment (if any);

10. Outstand血g Accomplishments, if any (k血dly refer to Regional Memorandum

No. 434 s. 2017 for血e supporting documents needed);

a. Outstanding Employee Award

b. Imovation/ S (Imovative wock plan property documented, aPProVed

ty血mediate chief and attested ty au也orized regional/ division o節ieial;

C. Research and Development PrQjects

さrgy. Potol. Tayaba§ City

轟く042) 710-0329 。「 (042) 78与-9615
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d. Cert範cate as ConsultantIResource Speaker Train血gs/ Seminars/

Workshops / Symposia

e. Publication/ Authorship

Applican亡s are advised to submit the documen亡s for their ou亡s亡anding

accomplishments血a sealed enveloped (SeP種mte紅om their application)

W址ch shall be opened du血Ig the scheduled evaluation of documents.

4.　Forぬi軸ess∴and equa鵬ty a皿ong inte富eSted applicants, Submission of

documents and/Or additional creden也als made after the due date will not be

accepted, u血ess o血erwise, t址s O能ce requests so for ve轟血cation puaposes of

Submitted documents and/Or annOunCeS the extension of recruitment process.

5.　O血y those app鵬cants who meet the mini血um Qual髄cation Stand種rd

Sha1重proceed fo富血rther assessme細t/evaluation as stip山ated in the DepEd

Order N〇・ 29タS・ 2002 enti也ed償Me轟t Selection P重a重of the Dep紬t皿ent of

塁d軸鳴. "

6.　Below is the血nel血e for血e recruitment and selection process.

DeadlineofFilingofapplication �SDORecords �Ma鵬hO3,2023 

letterwithcompletesupporせng �Unit/ReceivingSection 

documents. 

Pre-eValuationoftheappiicant’s �HRMO縦ce �MarchO6,2023 

qualificationviz-a-VizQual範bation 

Standards 

SubmissionofQSEvaluationto �O繍iceoftheASDS �Ma耽hO8,2023 　　　e 

theHRMPSBforde聯海ration 

WrittenandOralCommunication �SDOConferenceRoom �MarchO9,2023 

Testofapp血oants 

Evalua也onofdocumentsand 

血terviewofapplicants 

HRMPSBdeliberationand � �MarchlO,2023 

PreParationofComparative 

AssessmentResults(CAR) 

SubmissionofCompara也ve �O鉦iceoftheSDS 丁 �Ma耽h13,2023 l 

AssessmentResult(CAR)tothe 

O純ceoftheSDS 

Brgy. PotoしTayabas Citγ　　　　　　　　　　ノ　tayabas.city@deped.gov.ph
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ConductofBackground �Upontherequestofthe � 

Irrvestigation �AppointingAuthority 

PostingofResults �DepEdTayabasBullet血 boardぅv桐曲siteandFB Page �Ma調h15,2023 

7.　A皿applicants are requested to be present du血1g the evaluation and血terview.

For further inqui正es, Please email us at hr(⑦depedt種vabas.∞m.

8.　　Wide and血mediate dissemina缶on of this memorandun皿is desired.

問題器講評

Brgy. Potol, Taγabas Cfty tayabas.city@deped.gov.ph

翁(042) 710-0329 or (O42) 785-9615　　% https仰epedtayabas.com/
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DUTIES AND RESPONS重BI劃門口璽S OF ADMIN宣STRATⅣE AID田I

Du臓sandRes押nsibmties 

● �Cleanso鮮icesandsuneundingareas. 

● �Co皿ects,dumpsorbumsgarbage;OPendoorsandw血dowsbeforeo飾ieehoursand 

CIosesthema紅ero節cehours;haulsandtransferso範cefurr血ure. 

● �KeepstoiletandcIosetcleanandsanitary・ 

● �Occasionanydomessengerworkandminorclericalworkanddoescarpentrywork 

mrepa皿gcab血ets,tablesfortheo範ce. 

● �Dra血sandcleanscanals,gutterSandsimilarstructures. 

i　● �T洩蜜eもC急難O壬p虫龍もS、 

. Assists in the prepara也on of tra心血g and/Or a COnference room.

. Assists in sorting, b血d血g and dissem血a血g p血ted materials.

O Repairs damaged o縦ce fumiture.

・ Repairs minor defects ofvehicle.

●　Repairs m血or elect正cal and ligh血血g eq中Pment.

●　Drives vehicle when the service demands.

'　Does related work.

B喝y・ PotoしTayabas City l tayabas.city@deped.gov.ph

感(042) 710-0329 o「 (042) 785-9615　　g https:〃depedtayabas.c。m/


