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To:                     ALL SCHOOL HEADS
All Others Concerned

EI

From: ¥HAnlB z. cAIIGulRAn

3Cfi:Col:fDave]%::o:TSF^q::onndesnutpermtendery

Date:       clrfti9,2022
Subject:         EX"DmG THE AccEFTAncE OF APPLICATIons FOR VACANT

pERsomBL OFFlcER

1 .   Be advised that this Ofrice is extending the acceptance of applications for the
vacant position of Personnel Officer until August 26, 2022.

2.   This will give ample time for interested applicants to file their applications.

3.   Preferably appficant has extensive knowledge on MS Teams Electronic
Personnel Data Filing / Tracking System or any other systems related to
Human Resource Management.

4.   For immediate dissemination.
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2.   SI)O Tuguegarao full}J implements the Hqual Emr)lo.vment Op|)ortunity Polic.v,
hen(`e,  interes.tc`d  flppli(`ants,  rcgar{llcss  of age,  st.xual  orientation,  gender,
djsabilit}',   ethnicity,   religion   and   political   afrihation   who   meet   the   basic
requirements rna.\' submit their application portfolio thou.h co`irl.I ®r hand
in,  properl.v  Latx'letl  and  with  tabs,  in  tva  (2|  coplc.,  addressed  to:  The
Ofriccr-In-Charge,   (-)frice   of   the   Schools   I)ivision   Superintendent,   Deped
L)ivision  of Ti`gueg€irao  City,  not  later  than  I.bruary  14,  2022  |Monday),
4:Oopm with 'Jie follou'ing order (if supporting documents, viz:

a.   Dul.v si;zned Letter of Intent;
b.   Penronal  Data   8hect   (C8   FofD   Ho.   212,   Rcvi.ed   2017),   fully

acc`om[ilishe(I  and  (lul.v  subst.ribed  with  rec`t.nt  prssport-sized  picture
and Worl Experience Sheet. The format and/or cop.v of which can be
do\`rnlo.idt'd  al

I..   Photoctipr orperfumance Ratlpp for the last three (3) rating perio(ls,
from  ci rrent/previous emplo.vcr.  ir an.v:

d.   Photoctip}'  of  Updated  8erwloe  Record/.  and/or  Ceftlncate/.  of
Bmploym.nt from c`urrent/ previous emplo.vcr/ s, if an.v;

r.   Pho(oct)py  of Trm.cript  of Record. (TOR) -  Bachelor's  Degree  and
Post  G[aduatc Studies,  if an.v;

r.    Photoctip}' of certlflcate/a of Elldtilllty/ Ratlag/ Llcen.e, iran.`';
9.   T'hotoctip`\'   or  Certlncate.  of  Partlclpati®a   to   relevant   trainings/

seminars a(tended with .i]ppoftlng document. (such as travel order
and  let;al  basis  for  the  travel)  and  not  crcdlted  durfug  th.  la.t
proDotlon, ir an.\i;

h.   I.hotoftip}r uf O`it.tanding ^ccompli.hment. as per D®DBd Order bo.
6666...:EQQZandR.doznalPollcvOutlhln!th.IntertmdOtLldellne.
On Recruitment Selection and ir anv; and

i.    Omnlt.u.  Certlflcatlon,  dul.v  notarized  b.\'  a  Notary  Priblic,  that  all
documt.nts submitted  for evaluation are true and authentic copies.

3.   Items b to g ai.e re(iuircd to determine the qualirication of an applicant per the
minimum  Qu;]lirication  Standards  set  by  tht`  I)epertment.   Hence,  the  non-
submission ol an.\. ()f these documents (If reqtllred lzi the Q8) shall result to
the outright distiualiric.ation of an applicant.

4.   C`op.v of the R(.gional Polic.v Outlining the lnternal Guidelines on Recruitment,
Selection and  Pl€icemcnt  is hcrcwith attflched for .\.our guidance.

5.   For  other  conc`ems  and  assistance,  you  c.an  reac`h  the  Personnel  Unit,  this
L)ivision,  via  cp number O90S-6501686.

6.   Widest an(I inimediate dissemination of this Mt.momndum is hereb.v enjoined.

PEFl/mfdm

Address: Regioial Government Center, Carl. Sur. Tueuc.arao Cily, 3500
Telephone No!.:  (078) 844-7925;  (078)  377-880S
Emall Addre!S:
Webs'te: \.''..=¥+.p±-leo+



tw    iha#.   frof4-ifooio-&,q      (the   i|
Job Description -Ver. 2

JOB DESCRIPTION JD No.

Posltlon Tl`le Administrative Officer IV

Parenthetlcal Title
unit/Division

Revision Code: 00

Salary Grade:

Governance Lev®I Schools  Division
OSDS- Administrative  Unit-  Personnel  Division Office/Bureau/Ser`/ice

arts to Administrat`ve Officer V Effectivit
Posltlons Su ®rvlsed Administrative Alde Vl Personnel Unit

Joe suMMAIy

To provide personnel adminis(ration services to the management and personnel of the Schools   Division in the areas of recruitmen( and
selection,  personnel administration, compensation and benefits administratlon,  personnel records,  while  ensurlng adherence to the
standards, rilles and regulations ln personnel administration of government oversight agencies (CSC,  DBM,  COA, etc.)

QUALIFIC^TION STAIID^FtDS
A.   CSC Prescribed Qualifications

Education Bachelors degree relevant to the job
Experience 1  year relevant experlence

Elig,bility Career Service Professional (Second Level Eligibility)
Trajnings 4 hours of relevant training

a.   Pr®forr®d Qualifications
Education iiiiiiiiiiiiiiiiiiiiiiiiEl

Experience
E'iqibi'ity

Trainings

SDO_OSDS_Admin_Personnel_ADOF4
Page 1  o' ,



Job Deschpoon - Vcr. 2

KR^ I)uTIEs AND RE§ponsiBILmEs
RECRUITMENT, SELECTION Monitor and maintain list Of current and future vacancies in the Schcols Division based on
AND PLACEMENT retirement da(es and inputs from HRD career planning and succession data so as to periodically

apprise management of upcoming vacancies.
Announce vacancies to appropriate media pursuant to existing CSC rules and regulations and
accept applications for vacant positions. .

® Conduct initial evaluation of qualification of applicants and candidate for PSB deliberation.
Schedule applicants for interview by PSB and prepare supporting documents, data and materials
needed in the selection process.
Supervise and participate   in the preparation of short listed qualified applicants and the  line-up Of
applicants jn the PSB deliberation
Compute  and analyze the results of the PSB deliberation for them  to be able to submit the short
list of  candidates for selection,  including the one recommended for the position
Posts list of newly appointed/promoted employees pursuant to existing rules and regulations

® Process hiring requirements for newly appointed perscinnel.
® Entertain queries and complaints on selection and appointments.

Act as member of PSB to provide guidelines and opinions on recruitment,  selection and hinng of

personnel
PERSONNEL ACTIONS Process documents on personnel actions  such as appointments, promotion, transfer,

reclassification. separation,  resignation and retirement and give copies to units and personnelconcerned

® .Conduct and coordinate orientation for newly-hlred employees on personnel, salary and benefits
related matter
Recommend actions to the SOS through the AOV to enforce personnel policies and regulations
(e.g.   reports I.f habitljal absenteeisrri/lardiness) and prepares   corresponding do.I_iments(e.g.   reports  I.f habitlJal absenteei

•     Recommend tothe management a
existing rules and regulations and

SALARY ADMINISTRATION AND •   Check the acouracy of salaries an(
PERSONNEL RECOFtDS querles pertaining to salary /benefi

•   Submit to RPSU pertinent docume
•    Compute necessary deduction for

actions to be taken
ared corres

regarding grievances in conformity with
documents

benefits given to employees on a periodic basis and respond to
t claims.
nts for payment of salanes, allowances,  and benerits.
inclusion in the monthlv Davroll.

SDO_OSDS_Adniin_P®rsonnel_ADOF4
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Job Description - Vcr. 2

KfIA DUTLEs AND iREspONslBILmEs
•   Compu(e salary adjustment based on new salary schedule. changes/adjustments in  deductions

and communicate such to personnel concerned (Notice Of Step Increase (NOSI) and/or Notice Of
Salary Adjustment (NOSA)

•   Process and release specjal order for leaves, travel. transfers, reinstatements and non-
compensatory time off of office personnel.

•    Review claims of separated, .etired, transferred, and resigned personnel affected by movement in
employment status and recommends appropriate action.

•    Support the AOV in representing  the SDO in personnel committees and provide the requlred
assistance/documents needed ln the jmplementation Of compensation Droorams and practices

BENEFITS ADwllNISTRATION •     Apply the latest issuances on  personnel benefits and communicates them to employees
•     Compute vacation service credits of teachers for accrual of leaves.
•     Compute proportional vacation pay (PVP) and process payToll of teachers for payment.
•     Process retirement/ separation papers includlng accrued benefits and terminal leave pay Of

retlring/resigning employees for benefits payment purposes
•     Processes application for monetization of leave credits
•     Acts on applicatlon on leaves (slck. vacation,  sliidy, scholarships and training) for approval of

the SDS.
•      Process application for loans with  GSIS,  Pap-lbiq  and private  lending  institutions.

PERSONNEL INFORMATION •      Maintain and update the personnel services ltemization and plantilla of personnel (PSI-POP)
SYSTEM to reflect current stafring pattern of the organization.

•      Process applications for upgrading and recJasslflcatlon of posltion to maintaln the accuracy and
relevance of the organization stafflng pattern.

•      Maintain a complete and updated personnel records of SDO office personnel both in the HRIS
and  in the 201  file

I     Oversee the maintenance and updating of  Human Resource  lnformatlon Management System

(HRIS)  and generates reports on personnel data (from the HRIS) as requested for various
human resource management and development decisions.

•     Oversee the maintenance of a complete and updated record of Employee performance Rating
both in the HRIS and 201  file of employees as reference for various human resource
management and develo
ment decisions.

SDO_OSDS_Adm.11~Porsonnal_ADOF4
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Jot) Desonptlon - Vcr. 2

KfIA i]uTiEs AHD FtEspONsiBILmEs
•     Cerffy records of employment for specific purpose (employment, scholarships, loans, and

benefits)
•     Veriries and submits to the CSC and the Ombudsman the duly accomplished SALN Of all

em|)loyees in the SDO.

SD0   0SDS  Adni.n   Person.iel   ADC/F4
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