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To: Assistant Schools Division Superintendent
Chief Educatian Supervisors
Public Elementary and Seconda4r Schoolheads
Ali Others Concerrred

With reference to DepEd Order No. 7, s. 2023 titled Guidelines anRecnlitmeltt, Seleetian,
and Appointmertt in the Department of Educatiary this Office tlrrough the Human
Resource Merit Promotion and Selection Board {HRMPSB} announces the cali for
sutlmission of applications, screening and evaluation of applicants for vacant position
with the follor,r,ing details:

FIOR ADMIHISTRATII/E OFFICER T {SUPPLY Or.FICERI
Salary Grade 1 Salary: SG 10 * 278,ln.AA

Qualification Standards
Education: Bacheior's degree relevant to the job
trxperieace: None required
Training: None required
Eligibility: Career Service {ProfessionallSecond Level Eligibiiity)

The said evaluation has tJ:e following timeline:2.

August 4.-1L,2023
August 14,2A23
August 15,2023,
August 16,2A23,
9am onwards
August 17,2023

- Submission and Receipt of Application Documents
- initial Evaluation of the Qualification of Applicants
- Posting of Initial Bvaluation Results
- Comparative Assessment of Applicants

- Posting of the Results of Comparative Assessment
of Applicants

Interested applicants are advised to submit through the SDO Records Section ttre
following dacuments on or before August 17, 2A23,5:00 p.m. Additional documents
shall not be accepted after tJre said deadline.

a. l,etter of Intent addressed to our Schools Division Superintendent, JOHANfiA
IT. GERITACIO PhD, CESO V, SDO Science Ci{y of Mutroz;

b. Duly Accomplished Form 212 {Personal Data Sheet} rnrith Work trxperience
Sheet;
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c. Photoccpl, of valiri and updatecl PRC License/ID, if applicable;
d. Photocop-v of Certificate of Eligibilit_v lRating, if applicable;
e. Photocopy of scholastic /academic record such as but not limited to Transcript

of Records (TOR) and Diploma, including completion of gt'aduate and post-
graduate units/ degrees, if applicable;
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 iatest appointment, if applicable;
Photocopy of ttre Performance Rating;
Checklist of Requirements and Omnihus Sw,orn Statement of the Certi{ication
on the Auttrenticrty and Veracity {CAV} of the documents sutrmitted and Data
Privacy Consent Form pursuant to RA No. 10173 (Data priuacg Act af 2o1z),
using tlre attached form {Enctosure No. 1}, notarized by authorized oftcial; and

4.

f.
(t

h.
i.
j.

HRMPSB/ AOI
OA8/Augu.st 3, 2A23

In consonance with RA No. 8792 or the "Electronic Commerce Act cf 20OO" whiclr.
provides that "electronic documents shall have the legat e{fect, validity or enforceability
as arry other document or legal writing and where the law requires a document to be in
writing, that requirement is met by an electronic document if the said electronic
document maintains its integrity and reliability and can be authenticated so as to be
usable for subsequent reference," online submission of electronic copies of the above
enumerated application documents may be aliowed, subject to the submission of the
hard copies upon request for purposes of verif,cation.

Individuals who failed to submit complete mandatory documents {Items 3.a to 3j} on
the set deadline shail not be inciuded in the pool of oflicial applicants.

Kindly bring originai documents on the day of evaluation for verification and other
purposes.

The applicant assumes full responsibility and accountability for ttre completeness,
authentici$, and veracitSr of the documents submitted, as evidenced by the Omnibus
Srxrorn Statement {Item 3j}, duly signed by the applicant.

This Office adheres to Equal trmployment Opportunity Principle to all applicants
regardless of gender, civil status, disabiiity, re'ligion, ethaicity or political afliliation.

Immediate and wide dlssemination of this Memorandum is desired.

5.

6.

7.

R

9"

;onan#nv*,cro PhD, crso v
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trnclosure No. 1 to Schools Division Memorandum No. *-*, s. 2423

c$EcrrLrs"r o*' ItEQlJTIBlttET{Ts

Applicatioa Oode:Narne of Applicst: --,*-..-.."
Psition Applied For:
o$i# rf tlE Positior Applied For; ,*.-
contact Nffitle?: ....... -. ..--.-.-----
ReliSiofl: 

-- 
..

Ethnicity:
FeBoa vit}} DiaebilitY: Yes t ) No ( )
Solo Ptrent: Yer ( I No ( I

E,6ic Drcumentary Requirement

$tetus af
Sqbaission

l1:o lBldkdd ttg tu
appltu'*

c1d lfssadced,

veri{€tio'r
go belibnd-art bg tu rt**lolilE qfucl atbffii@4

Statua of
Subsiesior.

&*sdif&4ldJ
Iten!ffks

a, ffi or6ltce orhigtreet
L"*aa FG^irreF nffil.fi

b. DrE;@-Pereosal oata shet (PDs,

les Fortr Xo- af Z, Re?ised 20171 ffid work ExPeriese Shrct'

C. r,r,i,,i,r,.,iii:',1 ".irii l ,,t.t,i .r:r,ilitii'..i l'Flil l.r.'-11ut: i:i-r, ii;lirFji'r'ilrje

d. FfiffiEffiAzt; oibueibiutvl*eport of Ratins' if

e. Ptfi"aogr;iscfiAfunclaedemac record suc]r aa but Bot
firnlt.a iJttant"e.lpt of Remrdn (Tosrl ud Diplom, inctuding
co:nptctim of grqduBte sId post-graduate unitald€grsls, if
.vAil^hl.
i; "rl,rrro' r 

.ri a.:r tif i.:.'1 i { -r s rri'l .n;l:::irg. .j. -:li'pll11 i'l'
i.ir.,r;,;,;r',- (rl (-ldliili::ij-ie +i i,rrrirl{)!rliirii" a.rlt::r':1 ';1 litFt"':1

l.j !-r-rr. r, pp..rn-r1 u,hrlttt,.,':t i9 ;1r'ft a l(r;:rlrir:

h-
1. ffiotoccpfifEErlm{arlc, Radnffs in the tast ratiag 

-
period{s) Lovming onc (1t yetr pstormmce Prior td t}re deadline
c{ *rtrmi*iot- if airrdic€,ble

J. m"klist r{ R€quiremeats and OrrEibus Swcm Statefient on
ctre Certilicatiai ot the Authenticity md vcracity (CAvi sf the
i-,1*-*i< <rrhaifterj hdr, t)ata Prigacv Cosffit Forn

k. Affi"mmt"isiay oe rcquirta for comparative
qnse.Rmfrt- src!. qe but not limitcd t3:
ffi;ili1tr'ir*att* tuov;t;ho*t-g outgtsdhxg
Aeomplishmeat$, AtlFlicdon of Edu@tjon, ffid Applietim of
L*mirg and D*totment rrckoaed frlm ttre det3 s{ lGt

Pt otffipfif.il ffi Rating obtaincd&omthe relsat
vo"k apedmcc. if pcrfomce Rtjng in It€m (il is not relevet
to the $ositio$ to be &llcd

Attested:

Humm Rsorffe Maaagement (Jlhccr

OIIITIBUB EEC'ITII, STATETEITT

gEErrrlcArlor oF.&rrT tlEr"terfrA$D lrttacrfr
I herelr.y c4rtitr that aIl informslian aboYe are true and corect, md of my pemoaal knouled8e and b€116f' artd tlae delrmtt
suhmitLd hcr-eE&b sre original and/or cersfied true coPies *Itreof'

D*faPtrvAcY coraErr
I r*r€b5r grarrt tlre Department of Educatiffi the ri8tlt to courct ild prces my pqsonal infcrmtiorr aa stated abfic' (or prrrtr'o3e6

*leyant to t6e recruits.or,-rur..uor, md ptacerrint of ;xrsonnel oi th. D.prrtr*t a$d for purposas sf smpuancc witb the

lass, rules" and rcgulation$ being irnPlenented by the Cieit Sctrice ComisEiou'
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ard Si$Eafire of APPlimt

Subscribcd md swo,rh to tefore rc thie .# day of **-*.*-.-"-. Yetr 
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