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Once of the Schools Dlvlslon Superintendent

August 5, 2024

DIVISION MEMORANDUM
HO.   38   s.2024

ANNOuNCERENT OF vACANcy in SDO DAplTAN clTtr FOR ADunlsTRATlvE AIDE vl

To: OIC-Asst. Schools Division Superintendent
Chief, CID
Chief, SGOD
Education Program Supervisors
Public Schools District Supervisors
Elementary and Secondary School Heads/ELncipal/TIC
All Others Concerned
This Division

1 .   Please be informed that the positions below is now open to all interested applicants
regardhes8  Of  age,  gender,  cliTtl  stedLs,  dtsaunty,  retkyton,  ethndctty  or
poZ!ticaz agivziat{on provided that they meet the minimum CSC Requirements:

Vacant Position
Item Number
Salary Grade
Education Requirements
Eligibility
Experience
Training Requirements
-08 DEscRmloH:

: ADbunlsTRA'ITVB AIDE vl
:  OSEC-DECSB-ADA6-570068-2014
:6
: Completion of 2 years studies in college
: Career Service (Sub-Professional); First I,evel Eligibility
: None Required
: None Required

1. To assist the management and staff and provide administrative support in
the   effective   and   efficient   operation   of   the   Office   of   the   Schools   Division
Superintendent (OSDS).

2.  All interested qualified applicants and previous appncants may me their application
through the  Schools Division Superintendent,  DepEd,  Dapitan City,  received at the
Division Records unit, attached therewith the fonowing documents, one ( 1) photocopy
each to be fastened at the top of a plal'rL u/hite /older arranged as listed on or before
AUGUST 19, 2024, 5:00 PM.

a.   Letter of intent (addressed to the Schools Division Superintendent)
b.   Duly  accomplished P€rsoriaz I)ate  Sheet   (PDS)  (CS  F`olm  No.  212,  Revised

2017) and Work Experience Sheet, if applicable
c.   Photocopy of valid  and updated PRC License/ID, if applicable
d.   Photocopy of Certificate of Eligibility/Report of Rating, if applicable
e.   Photocopy of scholastic/academic record such as but not limited to Transcript

of Records  (TOR)  and  Diploma,  including  completion  of graduate  and  post-
graduate units/degrees, if applicable

f.    Photocopy of certificate/ s of Training, if applicable
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j.    Checklist of Requirements and Omnibus Sworn Statement on the Certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent F`om.  ryou may download the Checklist Requirements in this link
h,ltprjL'Un\i]i`l.t`om,`'t`ht}t

k.   Other documents as may be required for comparative assessment
Means    of   Verification    (MOVs)    showing    Outstanding    Accomplishment,
Application  of  Learning  and  Development  reckoned  from  the  date  of  last
issuance of appointment.

Photocopy of Performance Rating obtained from the relevant work experience if
perfomance rating in item (i) is not relevant to the position to be fined.

3.  Applicants ale expected to :
-    Bring all original doc`imetLts for veriflcatloD purposes.
-    Submit one set of doctiments for every position he/she ls applying for.

4.  For applicants who opt to send their application through email, you may send your
application to )eddapitan36 mail.c`oin,  in a PDF` fiile using this sample fomat:
DBLACRUZ, JrtJAN_Aon.

5.   For guidance  as  to  the  criteria  and  computation  of points,  please  refer  to  DepEd
Order No. 007, a, 2023 for nob-teaching position.

6.   Please  be  informed  that  late  submission  of applications  and  lack  of documentary
requirements after the deadline shall not be entertained by this office.

For informtion and dissemination.

DAVNY 8
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