SIR:

Greetings of Solidarity!
This is to respectfully furnish your office a copy of our Division Memg?mndum dated

August 29, 2024 concerning the Hiring of Administrativ
Aflmim—'g____si‘aﬁw;_&_ds_\l May we request that this be posted and di
City's official Facebook and website page.

sseminated to the

you may contact Ms. Genesis Ann B. Gonzales, Administrative
jeped. cov.ph or at (8)355-5082.

‘-‘”L‘-«- CcCp "<\

For other details,
Officer IV (HRMO II), at genesisann. 2o

Thank you and more power!




NING/ EVALUATION FOR ADMINISTRATIVE AS:
& ADMINISTRATIVE AIDE VI
(ANTICIPATED VACANCY)

The Division, through the Human Resource Merit and Promotion smew _'
(HRMPSB) will conduct screening / evaluation for Administrative Assistant
Administrative Aide V1 to fill- up natural vacancy:

No.of | §G ) Monthly |
Position/s o | Salary per NBC Place/s of Assignment
Filed | 591s.2023 |

S | ‘
| SG 9 ” .
Administrative ‘ 1 | — ‘ SDO Navotas- Personnel
|
|
|
|

\ P22,219.00

Assistant III
N |
Administrative Aide VI e
\ P18,255.00
All interested in this position must be able to meet the CSC Qualification
Standards (QS) (Annex A) before they can be shortlisted and proceed with the n&ﬂ
step of the application process. Applicants who will not meet the minimum QS of
the position and fail to submit the list of documentary requirements on the éet
deadline shall not be included in the list of applicants. ' '

SDO Navotas - SGOD

The’ S_chool-s Division Office of Navotas City welcomes all ¢ i . i
mwmal or external to the Department of Education ([)Lliaaﬁ.!l(f]edtopegg lis:r ?&em
position regardless of their age, sexual orientation and gender iélent:.iwlp' ‘Sion.
civil status, disability, religion, ethnicity, or political affiliation. The Di ision
' the value of equality and diversity into all elements of 1{3 ST &V .
1s and adopts the Equal Employment Oppo rtunity Pﬂnm (E nent




z épen Evaluation System shall be adopted in the conduct
ssment wherein applicants must be present 1o witness the a -
for which the scores of all applicants present thereat shall be publicly disclo
The applicants shall conform to their individual results.
'As part of the recruitment and selection process, a background investigation may
be conducted. It is also understood that upon submission of requirements,

applicant is authorizing the agency head/authorized representative to verify and
ubmitted. Applicants assume full

validate the correctness of the documents s
responsibility and accountability for the authenticity and veracity of the documents
Authenticity and Veracity

submiited, as evidenced by the Omnibus Certification of ac
of Documents. Any false and fraudulent document submitted shall be grounds for

disqualification.
register through this link
attend the online

All interested applicants may
https:/ /bit.ly/SDONavotasAugust2024Vacancy0 10
orientation.
Enclosed are the following:
Annex A: CSC Qualification Standards (QS) & Job Summary
Annex B: Criteria for Evaluation % List of Requirements
Annex C: Checklist of Requirements

Annex D: Timeline of Activities
Annex E: Omnibus Certification of Authenticity and Veracity of Documents

Annex F: Authorization for background check
ueries, please contact Ms. Genesis Ann B. Gonzales, Administrative Officer IV
-32 or through email at s s

iate and wide dissemination of this Memorandum is d




SR fica in roliege; | ToRuired

ANTICIPATED VACANCY

ADAS3- OSEC-DECSB-ADAS3-30127-2018 vice Elizabeth Angeles, promotion

ADAG- OSEC-DECSBE-ADAG-30067-2015 vice Mana Maurine De Vera, promotion

JOB SUMMARY FOR ADMINISTRATIVE ASSISTANT III

e To provide assistant to the AQ IV for Personnel, in the provision of personnel
administration services to the management and personnel of the Sc ools
Division Office. The Kev Results Area of this position are Recruitment &
Selection. Personnel Actions, Salary and Benefits Admimistration and
Personnel Information System

JOB SUMMARY FOR ADMINISTRATIVE AIDE VI
IJ e To provide clerical and secretariat support and administrative services
’ function.

*Nothing Follows*




g e "‘5 [Written Examinations (5%, Skills or Work
psts { 10%), Behavioral Events Interview ™| 3

*ﬂmhﬂwmmmmm
shall not de given scores for the potential criteria.
i List of Documentary Requirements:

Duly accomplished updated
Personal Data Sheet (PDS)

Photocopy of valid and
updated PRC License /1D
ZMd‘Rahng/ CSC

Addressed to the Scheols Division Supermte dent
Dr. Meliton P. Zurbano

(Note: State the specific position and m|
a nment vou are applving for) _
CSC Form 212, Revised 2017) wath passportsue
picture taken within the last 6 months.

[Must indicate updated contact number and email

aGadress)

Board of Rating/ License/ ID / Certificate from
CSC

Transcript of Records (TOR) / Diploma.

including completion of graduate and post-

ing for) graduate units/degrees, if available =

- Trainings/Seminars Attended within last S years




D. Resource
Speakership /

Learning Facilitation

E NEAP Accredited
Learning Facilitator

studnm/reaearch is 1
competent authority] of the
developed of the research. i
C. Subject Matter Expert / latloﬂ T
Working Groups (NTWG) or <3
Membership
A. Issuance/Memorandum showing the

membership.

B. Certificate of Participation or Attendance:
and

C. Output/Adoption by the
organization / DepEd

‘ D. Resource Speakership / Learning

| Facilitation (All or Nothing)
A. Issuance/Memorandum/Invitation /Training

Matrix.
' B. Certificate of
| Recognition /Merit/Commendation; and
C. Slide deck/s used and/or Session guide/s
. E. NEAP Accredited Learning Facilitator
| A. Certificate of Recognition as Leaming
| Facilitator issued by NEAP in the Region
~ B. Certificate of Accreditation as Learning
. Facilitator issued by NEAP Central Office
A. Action Plan approved by the head of '_ '
(office) ' ” =
B. Accomplishment Report verified by the head
of agency (oﬁ‘ice) |




. Ac
General Certifi
intervention was
at the local level;

. Accomplishment Report together with a
General Certification that the L&D
intervention was used/adopted by a
different office/s at the local/higher le

sece Annex C

%
1 e ——=— -
] li Ormribus Sworn Statement | S¢¢ Annex E duly subscribed & sworn to by an
e d ' ' authorized administering officer

| o | Waiver pursuant to the see Annex F
| | Background Investigation |~ " -
—=— *nothing follows*




)
5 2017) and Work Experience ‘

e Pt o et

bl
“of vabid and updated PRC License /1D, if

oy of Certificate of Eligibility /Report of Rating, if
Photocopy of scholastic/academic record such as but not -
|;ﬁgpilu’d-'-fu'1‘ran'scﬁpt of Records (TOR) and Diploma, | it
-{ﬁcln&ing completion of graduate and post-graduate
nits/degrees, if available |

I . | Photocopy of Certificate/s of Training, il applicable )
‘g | Photocapy of Certificate of Emplu_\-mcm_,_(_‘n_mﬁl_u-l' Service, | .
| or duly signed Service Record, whichever i1s/arc applicable | |
: h. | Photocopy of the Performance Ratings in the last rating \ | BT
| perioc(s) covering one (1) year performance prior to the ; |
assessment, if applicable .- = . tols T l . e
i. | Phetocopy of Performance Rating abtained from the relevant | | =
work experience, if performance rating in Item No. 9 is not '
relevant to the position to be filled - | i 7\ .
I Means of Verification (MOVs) showing Outstanding \ E N |
A(’r’omplishmrmq ‘\pphr—annn of Education, and | |
Application of Learning and Development reckoned from the | i
date of last issuance of appointment il | |
k. | Checklist of Requirements and Omnibus |
_ Certification/Waiver (AnnexC) - (m ik \ N
1. | Autherization for background check (Anncx G) | I __

OMNIBUS SWORN STATEMENT

CERTIFICATION ON AUTHENTICITY AND VERACITY
] hereby certify that all information above are true and correct and of my personal knowledge and belief, and

the documents submitted herewith are original and/or certified true copies thereof. |

DATA PRIVACY CONSENT
| hereby grant the Department of Education the right 10 collect and process my personal iniormanon as

stated above, for purposes relevant to the recruitment, selection, and placement of personnel o .
Department and for purposes of compliance with the laws, rules, and regularions being mplemeﬁﬁ "3&

Civil Service Commission.




~application : e W
| (Note: Link to be given to the interested applicants via text

message or email indicated in the PDS & Microsoft form).

Deadline for the submission of application letter and |
supporting documents to the Records Section of the Schools

Division Office of Navotas City and to email address
sdonavotas. personneladeped.gov.ph

Qur office hours is from 8:00 AM to 5:00 PM
Please note that late submission of requirements will not be

accepted

Posting of Qualified Applicants

Written Exam and Skills Test
{Note: This is tentative schedule only; if there is a changes, we

will adwvise the shortlisted applicants immediately via text .
message or email indicated in the PDS & Microsoft form) o
Secretariats |

Open evaluation and interview of qualified applicants

(Note: This is tentative schedule only; if there is a changes, we HRMPSRE

will advise the shortlisted applicants immediately via texi Chmrma,m

message or email indicated in the PDS & Microsoft form) HRMO n‘_aﬂt{r
I | 't

Finalization of the assessment of documents and results of the HRMP@, t

interview for conforme by the applicants e ‘




1 am ma.lﬂng these statements as part of
ments of  Non-teaching applicant to the
tion, Division of Navotas City for CY 2024.

Applicant

- SUBSCRIBE AND SWORN to before me this day of e
. affiant exhibiting to me his/her Community Tax Certificate No.

at , Philippines.

Notary Public







