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March 7L,2024

DffISIQU MEMORANDUM
r.io.. tlll , s.2024

AIIIXOUilCING TIIE SCHEDULS OT'ACTIVITIES RETArIVE ?O APPLICA?IONS r.OR
AI'IT,IINISTRATIVE SUPPORT STAFT {CO}TTRACT OF SERYICE}

FOR IDENTITIED SCHOOLS

To: AssistantSchooisDivisionSuperintendent
Chief of the Schools Governance and Operations Division
Chief of the Cun-iculum Implementation Division
Education Program Supewisors
PSDSs/DLC In-Charge
Elementary and Secondary School Heads

All Others Concerned

1. In our continued pursuit towards excellence in Human Resource Management and on
steadfast commitment in embarking Maturily level 2 in the PRIME HRM, this office
hereby announces to the field the details of the recruitment activities for Administrative
Support Stalf. This staff will provide assistance to schoois under the superuision of tire
School Head. interested applicants may apply for the following vacant position:

POSITION RATE VACANT
ITEMIs

Identified Scbool Source of Fund

Administrative
Support Staff

a0slday J Antonio Balmes
NHS
Scandinavial NHS
Cirilo Roy Montejo
NHS

MOOE

ilIinimum Qualiflcation/s:
a. Able to prepare basic con'espondences.
b. Able to prepare reportorial requirements ( DepEd forms, simple financial reports)
c. Computer literate preferably in MS Office Suite-
d. Can operate office equipment ( printers, fax machines, photocopiers, etc.)
e. Carr coordinate ald collaborate with other concern personnel ald offices.

Duties and Responsibilities:
r Provide overall administrative and technicai support to the School Head and

other school personnel in the daily operations of tJ,e school;
r Assist the School Head in preparing, conducting, advocating, monitoring, ald

evaluating programs, projects, and activities; and
. Perform ather administrative and technical assistance as mav tre determined

by the School Head.

/.& Address: Real St., Tacloban City



-

2. In view ther"eof, a1i interested and qualifiert appiicants regardiess of gender, civil st-atus,
age, disabiiity, t:thnicitv. religion, or politicai affiliation are encouraged to join the
Screening through the OPEIII DOCIRS {Optimiziog Fersonnel Enhancement lTetworks
through the Divisioa's Oper. Rankiag Systemf rnechanism of this ofilce.

3. All interested applicants shall submit the Lrasic documentary requirements listed below
to the schools where you reside arrd properly fastened in a folder with side tatrbing not
later than 5:OO pm of Match 2Ar ZA24:

a. l.etter of Intent addressed to the Schools Division Superintendent;
b. Duly accomplished PDS {CSC Form No. 212, Revised 20i7) with Work

Experience Sheet;
c. Photocopy of valid and updated PRC IDllicense, if applicatrle;
d. Photocopy of eligibility/troard rating, if applicable;
e. Photocopy of scholasticfacademic records slrch as but not limited to

Transcript of Records {TOR) and Diploma, including completion of
graduate or post graduate unitsldegrees, if available;

f. Photocopy of Certificates of Training, if available;
g. Photocopy of Certificate of Emplayment, Contract af Service or duly signed

Service Record, whichever islare applicabie;
h. Photocopy of latest appointment, if applicable.

4. Enclosure A states the Algorithm for Administrative Support Staff, Sample Terms of
Reference {TOR} and Authority to Hire under Contract of Service.

5. The hiring will commence at the school level.

6. Meals and snacks of the school-based personnel during the evaluative assessment and
other incidental expenses in the conduct of this undertaking shall be charged to their
School MOOE subject to the usual accounting arrd auditing rules and reguiations.

7. Immediate dissemination of antl strict compliance with this Memorandurn are directed.

AJ

A. PALMA
lw C'O * lrl 5' tPq4

EdD, CESO Vr
olw lwA

Enelosuresl As stated
Reference: DM No. OO2, s. 2O24: DM OUHROD-2O24-O123
To be indicated in the Perpetual Index under the foliowing subjects:

ADMII{ISTRATIVE SUPPORT STAFF

Division Superintendent
Oflicer-In-Charge

Office of the Schools Division Suferintenflnt

OSDS/PS/NMB
March 11,2O?4

COI{TRAC? OF SERVICE

t"l
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Enalosure A to Division Memorandum I[o. s.2oi24

ALGORITHM FOR ADTf,INISTRATIVE SUPPORT STAFF POSITIONS

POSITION ACTIVITIES DATE/s and
VEHUE/s

PERSOI{S
RESPOHSIBLE

Administrative
Support

Sta-ff

Posting ofJob vacancy
Note: Local Hiing is highlg
encourusged.

March 11 - 24,
2024

Personnel

Conduct asse$sment process for
quaiified applicants such as
review of CV, Intervierv, etc.

Evaluate the results
assessment process.

of

Prepare Authcrity to Hire,
accomplished Terms of Reference
{TOR}, Contract and other hiring
documents.

Note: The remmmeruJed COS far
hiring should sign the TOR and.
Contract before submission to
SDO. Howeuer, inform the
reenmmended COS thfrt t?rcir
apptication fs still subject for
apprusuatfnr SDS.

March 2l-25,
2024

School Head

Submit authority ta hire,
contract, TOR and other hiring
documents for processing by
SDO

Evaluation and signing of
contract by the appointing
authcrit3z.
Nate: The COS slrall be
re sprsrxible for the notarized
cantract

March 26-27,
2024

School Head

Superintendent

Update the status on the hiring
of the Administrative Support
Staff in the Monitaring Tool

March 28,2024 Personnel
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Sample of Terrns of Reference (TOR| and Request for Authority to Hire
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