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Republic of the Philippines

Pepartment of Education
Region III
SCHOOLS DIVISION OF BULACAN

October 18, 2022

Division Memorandum
No. 3¢q s. 2022

To : Public Schools District Supervisors
Elementary, JHS and SHS Principals/OICs
School Administrative Officers II
All Others Concerned

1. Relative to the numerous queries received by this Office regarding the actual
duties and responsibilities of the School Administrative Officers II, please be
reminded of the amended duties and responsibilities per Key Result Areas
indicated in the Division Memorandum No. 250, s. 2021.

2. Further, there are reports that some Administrative Officers are being tasked to

" perform beyond their job functions. For reiteration, tasks not indicated in the

said Memorandum should not be assigned to the Administrative Officers as they
could not be held accountable for any liability that may result therefrom.

3. All other provisions in the Division Memorandum No. 250. S. 2021 are still in
effect. '

4. Wide dissemination of this Memorandum is enjoined.

ROWENAMUIAMBAO, CESE

Assistant Schools Division Superintendent

Officer In-Charge
Office of tl'[ﬁ/ Schools Division Superintendent

HR/hrmo

b /incial Capitol Compound, Brgy. Guinhawa, City of Malolos, Bulacan
3 isite: https.//bulacandeped.com  email. bulacan@deped.gov.ph




Bkznuhlié of the ﬁbilippines

Department of Education

Region 111
SCHOOLS DIVISION OF BULACAN

November 10, 2021

DIVISION MEMORANDUM
No. 250 s, 2021

To  : Public Schools District Supervisors
Elementary, JHS and SHS Principals/OICs
School Administrative Officers II
All Others Concerned '

1. Pursuant to DepEd Memorandum DM-HROD-2021-0171 dated
September 02, 2021, the Job Description of Administrative Officers 1II
in the Elementary and Junior High Schools has been amended as
follows:

a. Personnel Administration

b. Property Custodianship

c. General Administrative Support .
d. Financial Management

2. Attached are the duties and responsibilities per Key Results Area for
reference and adherence.

3. All Administrative Assistants Il and Administrative Assistants II who
were promoted to Administrative Officer II shall continue to perform as
such until time new Administrative Assistants are appointed. School
heads are enjoined to submit to this Office the schedules of AOs II
conformed by the concerned personnel and school heads.

4. This further informs the AOs II that transfer of station may be requested
only after the completion of one (1) cycle of Performance Rating.

5. Immediate dissemination of this Memorandum is desired.

ZENIA G. MOSTQLES, EdD, CESO V
Schools Division Superintendent

Provincial Capitol Compound, Brgy. Guinhawa, City of Malolos, Bulacan
website: https://bulacandeped.com  email. bulacan@deped.gov.ph




Job Deseription - Ver, 2

JOB:DESCRIPTION .

Revision Code: ___

JD No. —
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T Administration

Recruitment and Selection - S
Provide humian resources _smammaama mau,non to gm m%oo_ ‘head and coordinate with AC IV Amm_so i) oq the

SDO in the following FiR-related functions:

A oaum« Im‘imﬁma E:og:m

-Job Description - Ver, 2 .

_.a. recryitment and selection-of applicants in the mozoo_ .assigned
b. u«oaoaeu and deployivient of personnel in the assigned school by checking and valieating the 831%:@%
and authenticity of documents to be submitted to the HRMO for preparation/lssuance of appointment .
c. nﬁuma mmm of n:m__mma teachers and submit to SDO for u_,oommmuan

_umaozzm. xoaoam ‘
a. Update regitarly.201 amm and maintain database of nm..mo:m_ information of school personnel

b. Act/assist the ammﬁsman Agency Authorized Officer (AAQ) in the field i interms of <m=@_=m\muu8$zm GSIS
loans and; ma.g% rémittance advice (ARA) as may be delegated ‘ .

. Consolidaté:daily time record (DTR) of schoo! pergonnel and prepare monthly report of service (Form 7)

d. Monitol goord: mnozam:am\mgmzom of school personnel and report to school head i issues and concerns-

.m. Acts: mvm Wm m moq _¢m<mm of school personnel and facilitate _.oooasm:amga by the school head and
7 the SDS .
acatitn darvice/leave credits of school personnel and regularly communicate to all concerned
ﬁ% o%%@ of personal information of school personnel to which he/she has legal access.
H'eoncemed offices, such as BIR, GSIS, PhilHealth, Pag-1BIG, CSC, and other

.f,s - the.implementation of policies and guidelines relevant to persorinel.

it to SDO applicable personnel benefits for processing, funding, and release (e u.
%mv increment, salary differentials, overtime pay, proportional vacation pay, etc)
répare notices for step _=oaamam and adjustments of m%oo_ personnel and submit fo HRMO

: eckirig-and verification
c. v.dommm aawmamnammnm_,&os benefits 9, school uoaoznm_ for _nnoam:_ma 3 the school head to the w_uo

a. Update school personnel of the latest :m%mﬁnma policies .
b.. Deveiop and present to the school head/HRMC innovative svategies i in improving HR practice in the mn:co.
©. Assist the school head in performance mahagement, rewards and «mooua&o: and leaming am<m~oﬁam:n

c%oam ‘and practices implementation in- Sm school

) ]
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Prepare and submit HR-related reports to school w@m&Imgo
Coordinate regularly with the HRMO in the implementation of Ix policies and ucam_som - |
Facilitate submission and approval by the SDS of Permit to. mﬁaﬁv_.monam % _uaqmmm_om >§o_._~< to ﬂmﬁn
and other ma_..oow qmncomw for school v»_.momzm_ e -

e a

Property a. Facilitate procurement of supplies, materials, mnsﬁama sfe 9«50 monoo_ ummoa on muuaﬁn SIPIAIPor . |

Custodianship as directed by the sthool head. - -
: A b. Ensure that'supplies, materials, Bcaaoa 8&a8xm m_.a o":m_. mamaao «mwocam Bmﬁzmﬁm are stored properly -
_ in a secured fagility.
¢. Keepan :u jatéd inventory of all supplies, materials, mnc,ugma. mmxncooxm mza other {earning resource

materisis. -
d. _mmcwm%uwﬁm. gwm_._m_m. mac_uama textbooks, and. oﬁm« _mm_..._sm resource Bmﬁmzmw 8 _.wacmmﬁsm teaching. - .
and non:teaghing personnel of the school. SIS RS .

e D,mvm,.m m: mcg.a reports on alf property accountability aa a..m mo_..oo_

General a. Assish mm 601 head in the- preparation of School Form 7 (SF- Qama_:@ of amo:ma

1 Adininistrative b. Assistth ool planning team in the preparation of SIP/AIP.. . - ..
- .Support c. Proy [-administrative wsvvo; to school head and ﬁmo:ma *__6 _.%..oa:%% oﬁ ama_:m o

mi SHcodifg of reports, preparation of documents, etc.- . . .. - R
[ d. PeoR _d::ngo:w as may be assigned by the School Head. .

Financial - ia) >m.m.,.w~ :._mma on the preparation of the 8?%8 aoocamam such as cs not iimited toi"

Management :_..wosma Em_mﬁm_. , S

mnm:gmm .
ov Facilitate- mcaa_mmoa of all financial documents 8 the SDO m:&o_. bank, if smommmué
) Providé assistance to other financial-related task of the School Head. .
@ Perform o”wma functions as may be mmmﬁ;mn by the School Imma

Note: lfen:s 5.2 &d 5.3 of the U»bmgi & ‘Biidget and E&Eﬁoa%:h mom...u mﬁaa Circular No. 2004-3. ooae.maaaom Pasitions Parius, éam wagoa.
Technical Functions -(copy. effached, for ready reference), essentially provides-that positions aliocated {o_the .new. posttion. titles may be assigned any
combination of the dutles and responsibilifies of the previous position titles (Including. the AO i) such as AO 1, Human Resource. Em:m@gmaw Officer | -
(HRMO 1), Information Officer § (IO 1), Public Relations Officer | (PRO 1}, Budget Ofijcer { (BO 1), and others. mmmmo note that the scope of supervision and .
jurisdiction of an AQ Il at the school level is determined by the duties and functions assigned by the vaa%mwmo:o& Imwm amo« muo%\ Junior . -
High moaogc or Assistant Principal for Operations %h&%&hﬁo&ggtﬁa Schoed), - . . PR o
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