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November 6, 2025 

• D~?l MBIIORA.lO>UII 
No. '6 . s. 2025 

ANNOUNCING IIIRING OF CONTRACT OF SERVICE (COS) FOR DfFORJIATIOR 

AND COMIIUMCATIONS TECBJIOLOGY THROUGH THE OP.Elf DOORS 

(OPTIJDZING PBRSONNEL BNHANCEIIBNT NETWORKS THROUGH 'rBB 
DIVISION'S OPBN RANKING SYSTEM) 

To: Assistant Schools Division Superintendent 
Chiefs, SOOD and CID 
Education Program Supetvisors 
Public Schools District Supervisors 
Elementary and Secondary School Heads 
All Others Concerned 

1. The office hereby informs the field of the Contract of Service (COS) position for Information 

and Communications Technology, with the following qualification standards and terms of 

reference: 

POSITIOR RATE Vacant 

Information and Base salary 38,000.00 2 

Communications Technology Premium 3,800.00 
(ICT unit) 

cation Standards: 
Education 
Training 

Experience 

Bachelor's de ee relevant to the ·ob 
8 hours of relevant training 
(relevant training includes : Training on Digital Survey, Inventory 
Data Collection data rocessin and Mana ement 
One (1) year relevant experience 
(relevant experience includes: experience in basic computer 

troubleshooting; and experience in the use of commonly used 

productivity tools like MS office, etc.) 

Preference should be given to those with programming experience 

and or data rnana ement s readsheet skills. 

Terma of Reference: 
a. Duties and Responsibilities 

The ICT COS shall provide assistance to the ICT unit of the SDO to: 
i. Perform support tasks as assigned by the ITO ( e.g. assisting in field validation, 

preliminary data encoding, clerical support, or tool setup, consistent with the 

above provisions); 
ii. Report progress and issues to the ITO; and 
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iii. Ensure accuracy, timeliness, and confidentiality in handling data pursuant to the 
Data Privacy Act of 2012, its IRR, and relevant issuances of the National Privacy 
Commission. 

~. In view thereof, all interested and qualified applicants regardless of gender, civil status, 
age, disability, ethnicity, religion, or political affiliation are encouraged to join the 
Screening through the OPBR DOORS (Opttmlsiq Penonnel Bnhanoemnt ••tworb throqh the Dlvlalon'• Open Ra111dn1 System) mechanism of this office. 

3. All interested applicants shall submit the basic documentary requirements listed below 
to the HR office, adclreued to SBBRLffA A. PALIIA EdD, CBSO VI, Olc-scJaoola Dlvlaion Superintendent and properly tabbed/labelled received at the Recorda aection not later than 5:00 pm of November 14, 2025: 

a. Letter of Intent addressed to the Schools Division Superintendent; 
b. Fully accomplished PDS (CSC Form No. 212, Revised 2025) with Work Experience 

Sheet; 
c. Photocopy of valid and updated PRC ID/License or certificate of eligibility, if applicable; 
d. Photocopy of scholastic/ academic records such as but not limited to Transcript of 

Records (TOR) and Diploma, including completion of graduate or post graduate units/ degrees, if available; 
e. Photocopy of Certificates of Training, if available; 
f. Photocopy of Certificate of Employment, Contract of Service or duly signed Service Record, whichever is/are applicable; 
g. Photocopy of latest appointment, if applicable; 
h. Photocopy of Performance Rating, if applicable; 
1. Checklist of requirements with Omnibus Sworn Statement on the Certification on 

the Authenticity and Veracity {CAV) of the documents (see attached enclosure B). 

4. To be guided in the conduct of undertakings, the following enclosures are provided: 
a Enclosure A- Algorithm for the Contract of Service 
b. Enclosure B-Checklist of Requirements 

5. Meals and snacks during the conduct of the evaluative assessment and other incidental expenses in the conduct of this undertaking shall be charged to Division MOOE subject to the usual accounting and auditing rules and regulations. 

6. Im.mediate dissemination of and strict compliance with this Memorandum are directed. 

F.odo•uu: AA atat.ed 
Rd'ereace: Joint Memorandum from the Office of the Und 
To be iocUcettd in the Perpetual Inda under the foDawinl 1Ubject1: 

CONTRACT OF SERVICE INFORMATION AND COMMUNICATIONS TECHNOLOOY 
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