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29 Apr. 2024

DrvlsloN MEMOFtANDUM
NO.      172          .8.2024

RECRurmlRIT, scREmmG AHD SHEono» PoR
^D]mlsTR^TlvE AIDE v[ (clcRI[ in) ^HD DEHT]BT n roslnone

TO       :           Assistant schools Division superintendent
Chief Education SupcrvisorB
Public Elcmcntary and Secondary School Heads
All Others Concerned

1.  The field is hercty infined that the recmitmcnt, screening and selection for
vacant  Administrative Aide  VI  (Cleri[  HI)  and  Dentist  11  positions  are  nour
oficiallv ot>ened to all int€ed aDohats. to wh:

ActMtlc. - - VeHnel-I.ca
Deadline of Submission May 6. 2024 8:Ooan - 5:00rm Records Units
Initial     E`ralualion     OfAOBlications

May 8-9. 2024 8:Ooan - 5:Oof)D n-el Uhf,
Division ODen Rantd"! To tre -cnd

2.  The CSC Qualification Standard and Job Description or the said position arc
stated below:

posrHOH pRomB
Position Title JLde VI Satry Grade: 6MonthivSalary: P17.553.00

Icutm
Station of Deployment: ftecorda Uult
CSc QUAlmc^"ons:
Eflucation: Compledm or tco Years chidies in cullcse
Endcnee: Nofle Riequid
Traininff NoneE-
Eliribility: Cancer Service SubFhofedanal lFirst Lewd Eiartwl
JOBSToprovide administrative stippor( to the Eands OEEca in the maintmance Of a

records                 eat grfucD for the cr€afron.  Iacdfiroti      storagF, maintmanoe,
use and dispcoition Of opening records and dodiments or pdmanent, legal, and
historical value and cusure the Security,                 .       and efficient access and
retrieval or such recnds when needed ty the schools division ofEcc                  cot
and staff.
GERERAI, I)uTm Ann nE=roH

>Receive, rend and fie doaiments accorfug to the I-            ffiDg aystm
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>Maintain8 cteanlincss and orderliness of Records Storage Arcs that will ensure
daily safety and Security of I-8 and cagy aeses3 and fede`ul as needed.
>Retrieve  records  requested  ky  the  Reoord8  0fior  and  keeps  track  or  the
whereabouts or the origiv]l dceumcat.
>Relcase,  routes  or  files  nor-routine  critical  doounents  as  classified  ty  the
Records Officer.
>Reochre and record all documents brought to the ±s oflic€.
>Assi8t  Records  Omcxr  in  dodlment anithentication  and  verification  fouowing
protocol for such.
>|mplement ploeess for conducting and annual intmtory or records and submit
findings to Records 0mcer.
>coopdinate training/ orientation chedules and logistics on records managencnt
to staff in the schools division, schools and lcaming caters.
>Providcs  technical  assistmce  and  intoventins  to  support  endive  lceords

cmcnt in the Schools Divirfu schools and lcartiii) cmtes.

-Ohrmrm
Position Title: Dentist D                                             Salny orede: 17

Monthhr Salarv: P43.030.00
Station of Deployment: Ecmentary/Sccondery Schools
ac Qt]~canon8:
Education: Doctor of Dental Mediche or fatal SurEny
Experience: I ]rear fdc`mt GHrdence
Training: 8 hours or rdecant tmining
Elitibility, RA logo

-oB                    : To promctc, protect and maintain the thysical and mental won-
being and readiness of hames to lcam, dy Panning, romulating 8tratcgie8forrmtalhealthtopfovideestab]ichmmtofviableandsustainable

linkaas with cdrcalional I)artnes and stalchdders with Dental Health Fhomms
Grmm^L I]urm AbD rsfro
Dental Hearth nomfn and Sefwlce.
>Plan8 and rolmulates policies and giiidrfues lidrfued only to hatal Health
Programs or the Schools>Divisionofficewithemchasis that the Dentist n has no dirct supefvisory

function to the Nursing Scrvicce in the Schods Divisim office

£Eevthd##FioFaEni=tes¥thaete##itorE»=fflq:#ffirtcesustainableDench>Fkyesandsubmitsperindicreportsera-pushmerLtsinDentalHcalthCare

ProgramsNtLtritlon Pfofrrm 8erdce  ulth emfihael. on DcotfLI Health C.re|
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>Mohitor  and  ccaluate  the  inplcmented  School  Dental  Health  in  support  of
Nutrition  Fhograns of the Schools  Division  Office  that will  directly  benefit the
learners of the SDO
>Monitor, Evaluate and Rqurt the Dental Health Stuns Of learners in the SDO in
support of Health and Nutrition ProgTans that ull directly benefit the learners of
the SDO-cf€hlp
> Estabushes and Maintains fartnerships and AETeenmts with other agcncics and
stakeholders based on DepED Standards for Dental Health and in direct support
Of all Nutrition FboFBams in tbe SDO

3.  All  interested  and  qualified  applicants  may  retister  through   this  link:.
https://bit.Iy/Regvacantpositlons   and   may   submit   the   photocopied
dactimentary requincnts as Fndded in DepEd Cnder No. 7 §. 2023, Annex
C  (Checklist  of  Requirements),  at  the  Records  Unit.   Bring  the  oliginal
documents during the scheduled Open Ranldng for verification pulposc8. All
Submitted doculnents will no longer be returned to the applicant;

4.   It is understood that failure to submit complete mandatory requirements on
the set deadline indicated in the omcial memorandum shall not be included
in the pool or omcial applicants. No additional documents shall be accepted
beyond the preschbed deadline.

5.  The   appticant   assumes   full   responsibility   and   acoountabhity   for   the
authenticity  and   vemcity  Of  the  documents   submitted.   Any  false   and
fraudulent document shall bc grounds for disqualification.

6.  Only those who meet the minimum quaJirication standards as per the Initial
Evaluation  Results  qER)  will  be  included  in  the  selection  line-up  for  the
Division Open  Ranking and which shall be posted in  three (3)  conspicuous
physical places concealing the applicant's pasomal information in accordance
with RA No.  10173, otherwise lmown as the Data Privaey Act of 2012.

7.   Evaluative  assessment  on  the  applicant's competencies  conducted  by  the
Division HRMPSB will be based on DepBd Order Ho. 7 a. 2023, "Guldellne3
on  Recrultnent,  Sc]ectlon.  aJld  AppohtDent  in  the  Department  of
Education EncloBt]re Ho.  5:  Criteria and Point System  for Hlring and
Promotlon to Hob-Teaching PcaltloBa

8.   The Department or Education adheres to the existing general  polity of no
discrimination  based  on  gender  identity,  Sexual  orientation.  disabilities,
religion and/or indigenous group membership in the inplementation of its
Merit Selection and promotion Plan.
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9.    Immediate dissemination of this Memorandum is desired.

RIORE-grmcorm,crov
Schools Division Superintendent

Encl.: As stated
Eteference8..  1.DO 7 s. 2023
To be indicated in the Pet-petual Index under the following sub.ects:

BMPu)YMRT
PROMOTIONS
fueRulTMENT

ci"/^Olv/rtyrd 29. 2024
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