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Enclosure No. 1, to the Division Memorandum No. ____, s. 2022 
 

PREFERRED QUALIFICATION STANDARDS 
 
 

Position 
Title/Description 

Salary 
Grade 

Education Experience Training Eligibility 

Administrative 
Assistant III 
(Bookkeeper) 
  

 
9 

Completion of 2 
years’ studies in 
college 
(Preferably with  
units in 
Accounting) 

1 year of 
relevant 
experience 

4 hours of 
relevant 
training 

Career Service  
(Sub- 
Professional) 
1st level eligibility 

Administrative 
Assistance II   
 (Disbursing 
Officer and Admin 
Functions) 

8 Completion of 2 
years’ studies in 
college 
 (Preferably with 
units in Accounting 
as Disbursing 
Officer) 

1 year of 
relevant 
experience 

4 hours of 
relevant 
training 

Career Service  
(Sub- 
Professional) 
1st level eligibility 

Administrative 
Aide VI (Clerk III) 

6 Completion of 2 
years’ studies in 
college 
(With computer 
expertise) 
 

None 
required 

None 
required 

Career Service  
(Sub- 
Professional) 
1st level eligibility 

Administrative 
Aide I (Utility 
Worker I) 

1 Must be able to 
read and write 

None 
required 

None 
required 

None required 
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Enclosure No. 3 to the Division Memorandum No. ____, s. 2022 
 
 

LIST OF SCHOOLS WHERE ADASs II and III, ADA VI & I  WILL BE DEPLOYED 
 
Administrative Assistant III (Bookkeeper)   -    Julian Sumbillo HS 
             Tiaong HS 
             Frances HS 
             Hagonoy West District 
             San Ildefonso HS 
 
Administrative Assistant II (Disbursing Officer)  -     Alexis Santos HS 

- Julian Sumbillo HS 
- FVR HS 
- Akle HS 
- Norzagaray HS  
- San Francisco Xavier HS 
- Virginia Ramirez HS (loan verifier) 

 
Administrative Assistant II (Senior High School)  -     Fortunato F. Halili NAS 

- Binabag NHS 
- Sta, Cruz HS 
- Minuyan HS 
- Iluminada Roxas Mendoza HS 
- Balagtas  HS 
- Taliptip NHS 
- Other schools to be announced 
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