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SCHOOLS DIVISION OF'S{]IENCE CITY OF *TUNOZ

June 1 I,2024

SCHOOLSI DIVISION MTMORAITDUM
r,ro. l4l , s. za24

SUBMISSIOIY OF APPLICATION, SCREENIITTG & EVALUATION OF APPLICAIYTS
FOR ADMII'IISTRATIVE AIDE 1 POSITIOIII

To: AssistantSchoolsDivisionSuperintendent
Chief Education Supervisors
Pubiic Elementary and Secondary School heads
AII Others Concerned

1. With reference to DepBd Order No. 007, s. 2023 tltled Guidelines on Recruitment,
Selection, and Appointment in the Department of Education, and DepEd Order 66, s.
2007 titled Reuised Guidelines on the Appointment and Promotion of Ot?rcr Teaching,
Related Teaching *nd Nan-Tearhing Posifiorus, this Office through the Human
Resource Merit Promotion and Selection Board (HRMPSB) announces the call for
submission of applications, screening and evaluation of applicants for vacant
positions with the following detaiis:

FOR ADMINISTRATTVE AIDE I
Salary Grade / Salary: SG 1 - 156,000.00

Qualilieation Standards
Education: Must be able to read and write
Experience: none required
Training: None required
Bligfuility: none required

2. The said evaluation has the following timeline:

June 14-19,2024 - Submission and Receipt of Application
Documents

June 2A,2A24 - Initial Evaluatfon of the Qualilication
of Applicants

June 24, 2024, - Comparative Assessment of Applicants
9am onwards
June 25, 2O24 * Posting of the Resuits of Comparative

Assessment of Applicants

3. Interested applicants are advised to submit through the SDO Records Section
the following documents on or before June 19, 2024, 5;00 p.m. Additional
documents shall not be accepted after the said deadline.
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Letier ol Inteni addressed to otr Schoois Division Superintendent,
JOIIANTYA N. GERVACIO PhD, CESO V, SDO Science City of Mufloz;
Duly Accomplished Form 212 {Personal Data Sheet) with Work Experience
Sheet;

c. Photocopy of valid and updated PRC License/ID, if applicable;
d. Photocopy nf Certificate of Eligibilit5r lRating, if appli,cable;
e. Photocopy of scholasttc lacademic record such as but not limited to

Transcript of Records {TOR} and Diploma, including completion of
graduate and post-graduate units/degrees, if applicable ;

f. Photocopy of Certificate/s of Training, if applicable;
g. Pholocopy of Certific.ate of Employment Contract of Serviee, sv duiy signed

Service Record, whichever islare applicable;
h. Photocopy of latest appointment, if applicable;
i. Photocopy of latest Perfcrrmance Rating
j. Checklist of Requirements and Omnibus Sworn Statement of the

Certification on the Authenticity and Veracity {CeVl of the documents
submitted and Data Privacy Consent Form pursuant to RA No. 10173

{Data Priuacy Act of 2012), using the attached form {Enclasure lVo. JJ,

notarized by authorized official; and
k. Other documents as may be required by the HRMPSB for comparative

assessment, including but not limited to:

1. Means of Verilication (MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of Learning and Development
reckoned from the date of last issuance of appointment; and
Photocopy of the Performance Rating obtained from the relevant work
experience, if Performance Rating in Item 3[i) is not relevant to the
position to be fi11ed, if applicatrle.

4" In consonance with RA No. 8792 or the "Electronic Commerce Act of 2OOO"

which provides that "electronic documents shall have the legai effect, validi{y or
enforceability as any other document or legal writing and where the law requires
a document t+ be ia writing, that requirement is met Lry an electr+nic document
if the said electronic document maintains its integrity and reliability and can be
authenticated so as to be usable for subsequent reference,'online sulrmission
of electronic copies of the above enumerated application documents may be
allowed, subject to the submission of the hard copies upon request for purposes
of verification.

5. Individuals who failed to submit complete mandatory documents (Items 3.a to
3 j) on the set deadline shall not be included in the pool of official applicants.

a,

b.

li.
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6. Kindly trring originai documents on thd day of evaluation for verification and

other purposes.

7. Thre applicant assumes full responsibilit5r
completeness, authenticity, and veracity of
evideneod by tlie Omnibus Svrorn Statement
applicant.

8. This Office adheres to Equal Bmployment
appiicants regardless of gender, civil status,
political affiliatisn,

and accountability for the
the documents submitted, as
(Item 3.jJ, duly signed by the

Opportunity Principle to all
disability, religion, ethnicity or

9. Immediate and wide dissemination of this Memorandum is desired.

. GERVACIO PhD, CESO V

-1
Schools Division Superintendent

To be indicated in t}le Perpetual Index
Under the foilowing subject:

COMPARATIVE ASSESSMENT

HRWSB/ CAADAI
June 24, 2O24

Mdress: Brgy. Rizal, Science City of Mufioz,3119
Telephone No.: (o44)so6 -2192; Email t&res',: munozscience,citv@deped.oov.ph

nefiro

' ,': Ol

Encl: None
Referenee: DO OO7, s.
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Nme of Appli@t: Application Code: -...-_.**-..-".._,
Position Applied For: -_ _".
Ofiie of the Poeidon eppliea for
CoEact Number, .-__*-.--_. _.-.--.*._-
Rcligion:
Ethniqiry:
Pem{ rith Di$bility: Yes ( } No ( }
Solo Pffiar. Ys ( ) No ( )

EummREsuritMffi

otrlrrBrra a90B.r grarEutu,r

CA.Rflf'CAIIO]I{ OF ATTTITETTICITT AIYD I'ERAC.I?T
I h*try cerd& that erl infmallon a.bova se true and concct, md of ey pGreof,al krowtedge ffid belicf, ffid t]-e documentseubmitted herewith de orlsinal adlor certi.tied true copleB t]1ereof-

DAA4i PRIiIACY Cotr3Elff
I treteby gret the Depdtrent of Education ttrc right to collect sd lxo@s my pcsqsl into@tioa * stated atwe, for purpeesrclev8t to the re@itment' slectim, ad ptqceBert af lre.ennel of the Departrcnt md. ts purpo$a of coBpliece with ttrclawa, rulsa, ild regutatioG b€ing implceerted by the Ciwil Seryice Comaiesion.

Nane ad Signdturi orffit*--
Subscribcd edswn to before me tlris.._- day of ._,..--,._--.-,..-, yeil-*-

!n ffi.ed& Rqubli.Htro,a?92 sth."El@iccffit@Mo!2No-,l4l.m d,**nts&d 1*6el%d c&t! ed&tytrGtrb@utysssyoesdoofrttrt6l*dwiliEsd ri{& 6.ls,sksdeudcil B eUWia,rtatq*aqttaatDrm eUWetu@enttrth<dd GtehaicdlH6.dr,'6hhite htgitye6d .&uvfd cb& autudcard sasb &uabbrs skstoirdoi*.

Basic Drcumentar}' Requireme.t
Status ol

Submission
{rabfMdWtu
c,idvsddfut

Ve.ifrcatien
fo k lfldd bg ttu NW/ W qfrc?! 3rb'6.,miret

Statua of
Subfrisiofl

(&d if dthdid)
Reatrks

a, l€tter of intet addressed tc tl.e Head of Olfice or highesL
hum& reeou@ otner

b- Dqly acsBplistred FeGfial Data Sheet (pDSl
ICS Foml No. ?12, Revised 2Ol7) ad Work Experi@e Sheet, it
apFlicsble

c- Photocopy of, valid ffid updared pF{C Liens;/tD, ii ippticaUte
d- Photocoplr of Certificate ot Eligib,il.iryrrReport of Ratjng, if

atiplicable
Photeopy of scbolastic/ffidemic ftord sctl s but not
tiEited to Ttilscipr of Records (TOR, md Diplma, A$luding
cof,pldioo o, graduate ed pGt-graduate udts/dagrees, if
availablo
P}'oto@I:y of Ce.tjfrcale/s of TEiniru. if a
Photrupy oi CertiEcale of Emplolment, Conract of Sirii}, or
dulY eisri€d Seaice ReeDr.l. strichewr ial*p ai'rli^ahl-

h- Lr:ri. Ir r)i)r,' (,i,i, I rIi: :rt'i,Lr:tllrt:1rril, :i ;r!tt!f nitia
Phot@p5r of the Perfoffice Ratings in tlte last cting
period(s) @triDg one (l) yetr pslomee priry to r}le deadlinE
of submiscioa, if applicable

j. ClEckliet of Requir€ments ild Oanibua Swon Statemeni m
th€ Certi&catioa @ the Aurhenticiry md Verucity (CAV) of rhe
d@uaeDts suboitted md DaE Pri?ecv Cffieflr F.t.m

k- Other d*uments ae rey be requirsd for @mpsitive
sssmeal- su4h as trut noi lifrirad rd.
M€mB 0f v€riftcatiqn Oacrvi@
A@oapliEhEcnta, Applieation of Eduqation, ed Atr]pti@tior of
t4gsiag e4 Dewlopment reckoncd lirm the date ef last
isu&e of asmirtment
Ptrotospy of Perfommce Riting cUtain;a ftm th;;G;A;
wo.k slfdence, if perfolmuce eting ia It€r [i] is not relevilt
to the trosition to be fiUcd

Attested:

oefiro Addrecs: Brgy. Rizal Science City of Mufioz, 3119
Telephone I{o.: (044} 806 -2192; Enratt Afitess: munozscienc:e.ctu@ngEglrgglrpb.MATATAG
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