Republic of the Philippines

Pepartment of Ehucation
Region II1

SCHOOLS DIVISION OF BULACAN

DIVISION MEMORANDUM-
No. 313 s. 2023

SCHOOL RANKING FOR VACANT ADMINISTRATIVE ASSISTANT II (LOAN
VERIFIER) OF LAURA DE LEON HALILI HIGH SCHOOL

To: Public Schools District Supervisor
HRMPSB Members
School Principals/OICs
Teaching Personnel of Laura de Leon Halili HS
All Others Concerned '

1. This is to announce that School Open Ranking for the vacant
Administrative Assistant I (Loan Verifier) position in Laura de Leon
Halili High School shall be held on August 02, 2023, 9:00am at Laura
de Leon Halili HS. ' :

5. The said school open ranking aims to provide a pool of qualified
applicants needed in filling up vacancy for non-teaching position.

3. SDO Bulacan provides equal employment opportunity to all qualified
applicants for the position who meet the Qualification Standards (QS)
regardless of their gender, age, civil status, disability religion, ethnicity
or political affiliations. - S

4. The Qualification Standards (QS) for the positions are as forlows:

Position e
AN Title/Salary Education Experience Training Eligibility .|
AN Grade Requirements | Reg uirements Requirements Requirements. |
AN Administrative Completion of | One (1) year of | Four (4) hours csSC - Sub-
Assistant II two year | relevant of relevant | professional
~ (Loan Verifier) studies in | experience training Eligibility
o SG-08 college

™ ~ 5. School HRMPSB shall be composed of the following:

\\ Chairperson : Division Education Program Supervisor

\\Qembers . School Principal
) Division Administrative Officer V
\ One (1) Master Teacher

Secretariat : Administrative Officer I or Administrative Assistant
. .

N

.
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6. The evaluation of original documents will be based on DepEd Order No.
07, s. 2023. Deadline of submlssmn of application is on July 28, 2023.

7. 'The Schools Division Supermtendent must be furnished with the
following documents:

d.
e.

f.

a. Notarized Checklist of requirements
b.
C.

Initial Evaluation Result (IER)

Comparative Assessment Result (to be signed by the Division HRMPSB
and approved by the Schools Division Superintendent)

Complete documents of the applicants used in the evaluation

Minutes of the ranking

Final Deliberation Form

8. The ComparatiVe Assessment Result shall be posted in three (3)
conspicuous places and shall be valid for the said vacancies only.

9. Wide dissemination of this Memorandum is desired.

July 13, 2023
HR/hrmo

NORMA P/ESTEBAN EdD, CESO V.
SC}'lOOl Division Superintendent}
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CHEGKLIST OF REQUIREMENTS

Aﬁi:]icaﬁon Céde:;_

Name of Applcant: i
Position Applied FOF: i
Office of the Position Applied For:,
Contact Nuinber: .

Verification
{To be filleciout by the HRMO/HR Office/ subicom)

Status of
Submission
o be filled-out by the -

Statusof
Submission

Basic Documentary Requirement

) Letfer of -int__g_x{t add;ésséd to the Headof Offic
Truman resource officer. . .. s
Duly accomplished Personal Data Sheet (PDS)

e or

Hes Fortn:No. 212, Revised 2017) and Work Experience Sheet, if]

. to ; Tatordéuch as but mot
Hlimited to'Transcript of Records {TOR) and Diploma, including
ympletion of graduaté and post-graduate utiits/degreés, il

e eeirng, & appIk

foate 6f Euployment, Cohl
Record, whichever is}

Jelonratasar ap) >
Performance Ratings in the last rating 3
rior to the deadline}

Outstanding

complishménte, A?plicati'on of Education; and Application of 1 : ‘
Learhing.and Devélopment fétkoried from the date: of last :
i ssuance of apgointment ;

thtbéo'pig ff?erfom;mi‘ce

Rotimg obiained from the relevant |
ork experience, if perfermance rating in Item () is not relevant_fi,
oSt e filled, . o i

Human Resource M’anagemeﬁf Officer

OMNIBUS SWORN &'

CERTIFICATION OF:AUTHENTICITY AND VERACITY :
1 hereby certify that all information above are true and correct, and of my personal knowledge and belief, and: the documents

subimitted Heréwith are origihel and/or certifiéd frue copies thergof.

. DATA PRIVACY CONSENT.
1 hereby giant the Department of Edugation
relevait to the recruitment, selection, and pl
lavis, rulés, and regillations being implemented by the

the right to collect #ndiprocess my personal information as stated abiove, for purposes
acement of ipersornel of the Department and for purposes of compliance with the
eivil Service Cotymission.

Name and Signature of Applicant

Subscribed and sworn to beforé me this LV S— o year

‘flubﬁcvﬁct No. 8792 or the " Electronic Cothmeree Aéi of 2000, (gl
ting-and a) (Wihere the law requires a;:documént to be in wiiting,
s0 as to be usable

1n consonance with
document or leg 8 1
meinitains itg Integrity.and Teliability and. ohn Be authenticatéd




