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Assistant Schools Division Superintendent

CALL FOR APPLICATION FOR CONTRACT OF SERVICE (COS) -

1. This Division is now accepung applications for Administrative Support II under
centract of serviee (COS) [or the School-Based Feeding Program (SBFP) and Disaster
Preparedness and Response Program (DPRP), as follows:

Vacant Edueation Training | Experience| Rate Terms of
Position / Reference
Work
Category
Administrative] Completion | 8 hours | 1 year of Base L. Provide
Support 11 of at least I of relevant salary administrative
{for SBFP) two yearsin | relevant experience | P20,000 | support to ensure
EEHFEE: o L training clficient aperation
Semmctinn: | Premium: | of SBFP and
;'f;‘;f:lw i 2,000 related activities in
with the E_DE};
specializatio 2 Carries out.
n relevant to administrative
the job duties such as
filing, recording,
receiving/releasin |
g documents,
Lyping, copying,
binding,
scanning, etc.;
) . Address: Burgos 5t., Pablacion Qeste, Dagupan City
DepED w Teleghone: (075) 6530101
MATATAG % website: depeddagupan com
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3. Ansists in the

4 Assists in the

5. AssiEts in the

. Contributes (o

7. Performs other

munienance of
dotabasc for
SBFP and related
programs and
activilies in the
SDO;

conduct of
meelings,
seminars,
workshops, and
traunings of SBFP
and related
programs and .
activities:;

momtoring and
evaluation as well
as preparation of
reports on the
implementation of
SBFP and related
programs and
activities: |

team effort by
accomplishing
related results as |
needed; and

funtions as may be
deemed necessary.

Administrative
Support II
{for DPRP)

Completion of
at least two
years in
college; or
Senior High
School

8 hours
af

relevant
training

1 year of
relevant

experience

Base

salary:
P20,000

Premium:

2,000

Provide
administrative
assistance 1o the
office in the
delivery of prompt
and quality

Address: Burgos St., Poblacion Qeste, Dagupan City
Tolephanes: (075) 653-4101

Website: depeddagupan.com

emall; dagupan city@deped gov.ph
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2. Interested applicants are required to submit the following documents:

a. Letter of intent addressed to the Schools Division Superintendent;

b. Duly accomplished Personal Data Sheet (CS Form No. 212, Revised 2017) with
Work Expericnce Sheet;

Photocopy of Transcript of Records (TOR],

Photocopy of Training Certificates, il any

ao

3. Interested applicants are required Lo submit the abovemeéntioned documents to the
Records Section of the Division Office on or before July @ | 2024.

4. Below 1s the timeline of activities for the assessment and hiring of Admimistrative

Support stafl (COS):

Activity Timeline Person

Responsible
Conduct of Evaluative Assecssment July 19, 2024 HEMPSB .
Selection of applicant July 22, 2024 Schools Division

Supenntendent
Signing of Contract July 23, 2024 Schools Division
Superintendent,

COS appointee

5. For information and guidance. /",’_ j

. BANZON EdD, CESOV
chools Division Superintendent
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