
DepEd SDO Dagupan City
RECORDS OFFICE

Republic of the Dbnlipp~tcg

Department ot ouration
REGION I

SCHOOLS DIVISION OF DAGUPAN CITY 39:.

Office of the Schools Division
Superintendent

July 15, 2026

DIVISIONMEMORANDUM
No.4[4, s. 2026

CALL FOR APPLICATION FOR NON-TEACHING POSITIONS

To: Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Administrative Officers
School Heads
Teachers and Non-Teaching Personnel
Others Concerned

1. The Schools Division Office of Dagupan City through Human Resource Merit
Promotion and Selection Board (HRMPSB) is now accepting application for
the following vacant positions:

Position
Title/ SG/
Monthly

Salary/ Item
Number

Education Training Experience Eligibility Place of

Medical Officer Doctor ofMedicine None Required None Required 1080 SOOD
III/ SG 21/ (Physician)
P73,303.00

[tea number:
DOF3 60028-2010

Administrative None Rcquircd None Required Career Service
(Professional)/
Second Level
Eligibility

OSDS
Officer II/SG relevant to the job
11/Php
31,705.00

Itcm number:
ADOF2-61136-2022
Administrative Completion of two- 4 hours of

relevant training
of Career Service

Sub-
professional/

osos
Assistant III/ year studies in relevant
SG 9/ Php college experience
24,329.00

122
JUL 1 6 2026

De*ED
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First
Eligibility

Level
Item number:
ADAS3-60068-2018
Administrative Completion of 2 4 hours of 1 yenr relevont Carcer Sub- OSDS
Aide VI/ SG 6/ ycnrs af studies in relevant training professional/
Php 19,716.00 college or

Completion Eligibility
ltcm numbers: Grade 12/ Senior
ADA660041-2015 High Sc:ool

The job description for the abovementioned vacant positions is attached to
Enclosure No. 1.

3. CHECKLIST OF REQUIREMENTS

a. Letter of intent addressed to the Head of Office or Highest human resource
Officer

b. Duly accomplished Personal Data Sheet (PDS) (CS Form No. 212, Revised
2025) and Work Experience Sheet, if Applicable
Photocopy of valid and updated PRC License/ID, ifapplicable

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 available

f. Photocopy of Certificate/s ofTraining, if applicable
Photocopy of Certificate of Employment, Contract of Service, or duly
signed Service Record, whichever is/are applicable

h. Photocopy of latest appointment, if applicable
Photocopy of the Performance Ratings in the last rating period(s) covering
one (1) year performance prior to the deadline of submission, if applicable

j. Checklist of Requirements and Omnibus Sworn Statement on the
Certification of Authenticity and Veracity (CAV) of the documents
submitted and Data Privacy Consent Form

peED
Address: Burgos St., Poblacion Oeste,Dagupan City
Telephone: (075) 653-4101
Website: depeddagupan.com
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j
Scan QR code for the template of checklist or it may access thru this
https://tinyurl.com/checklistNTRTSA

Other documents as may be required for comparative assessment, such
as but not limited to:
a. Means of Verification (MOVs) showing Outstanding Accomplishments,

Application ofEducation, and Application of Learning and Development
reckoned from the date of last issuance of appointment

b. Photocopy of Performance Rating obtained from the relevant work
experience, if performance rating in Item (i) is not relevant to the
position to be filled

4. Applicants are rcquircd to submit in hardcopy, 2 set of folders with notarized
Omnibus Sworn Statement and Checklist of Requirements mentioned above.

5. Applicants are hereby advised to bring the original copies of all submitted
documentary requirements on the paper assessment date for verification and
authentication by the Human Resource Merit Promotion and Selection Board
(HRMPSB).

6. Applicants arc required to register via the link provided below and print their
registration, which must be included in their application folders.

https://tinyurl.com/SDODCNTPHiring

7. The deadline for submission of abovementioned documentary requirements shall
be submitted to Division Records Officer on or before
JULY 27, 2026. Individuals who failed to submit mandatory documentary
requirements on the set deadline shall not be included in the pool of official
applicants. No additional documents shall be accepted after the deadline.

Address: Burgos St., Poblncion Oeate,Dagupan City
Telephone: (075) 653.4101
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8. Applicants should first submit the aforementioned documents to the Personnel

Unit for initial verification as to the completeness of the requirements before it
can be stamped "received" at the Records Section. For applicants who will be
submitting documents online, an acknowledgement email with information as to
initial checking of completeness of documents will be sent the next working day.

9. Applicants are advised to determine if they meet the minimum qualification
standards approved by the Civil Service Commission and the selection criteria
set forth in DepEd Order No. 007, s 2023 prior to submission of application
documents.

10.Applicants are adviscd to review the pointing system for evaluation on Enclosure
5 of DepEd Order 007, s. 2023.

Criteria SG 1-9
(Non-

General
Services]

SG 10-23
and SG 27

Education 5 5
b. Training 5 10
c. Experience 20 15
d. Performance 20 20
e. Outstanding 10 10

Accomplishments
Application of Education 10 10

g Application of L&D 10 10
h. Potential (Written Test, 20 20

BEI, Work Sample Test)
TOTAL 100 100

11.Only relevant Education, Training and experience that exceeds the
minimum qualification of the CSC approvcd qualification standards shall be
given points. Training must be carned after the last promotion but within
the last five (5) ycars.

Address: Burgos St., Poblacion Oeste,Dagupan City
Telephone: (075) 653-4101
Website: depeddagupan.com
email:dngupan.city@deped.gov.ph
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11

12. This Office highly encourages all interested and qualified applicants
including PWD and members of indigenous communities to join the
assessment.

13. Immediate dissemination of this memorandum is desired

JR. PhD, CESOV~
school/ Di\ision Superintend
QDcer-In-Charge

Schools Division Superintendent

MARC
Assista

U. SO

Address: Burgos St., Poblacion Ocste,Dagupan City
Telephone: (075) 653-4101
Website: depeddagupan.com
emall:dngupnn.city@deped.gov.ph
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Position TitIe: [Medical Offlcer III Salary Grade:
Unit/Division: [saop Monthly Salary: [ 73.305-

-
QUALIFICATION STANDARD

Educatlon: Doctor ofMedicine
Experience: NoneRequired
Training: None Required

RA 1080 (Physician)
-

-

Duties and Responsibllitles
Plans and formulates policy strategies and guidelines on the 1ea1tun and
Nutrition Programs of the Schools Di~vision Office.Services

Monitor and Evaluate the implemented School Health and Nutrition Programs of
the Schools Division Office for the direct benefit of the Icarners.
Prepares nnd submits periodic reports of accomplishments.

Nutrition Program and
Services Monitor, Evaluate and Report the Nutritional Status oflearners in the Schools

Division Office.

Develop, Design, Implement, Evaluate, Monitor and Report Sustainable Feeding
Programs for the identified Severely Wasted and Wasted Learners of the Schools
Division Office.

Ensure Compliance and Implementation of Nutrition Programs to Nutritional
Standards in Food preparation.

Establishes, Maintains and Sustains Partnerships and Agreements with other
agencies and stakeholders based on DepED Established Standards for Health
and Nutrition Programs.

Partnership

Other Does other related works.



Posltlon Title: [Administrative Officer II Salnry Grado:

Unlt/Division: [Elementary School Monthly Salary: [ 31,705

Bachelor's degree relevant to thejob
None Required

Eligibility: Carecr Senmce (Professional)/ Second Level Eligibility

Dutlen and Responsibilitics

Personnel Administration Recruitment and Selection
Provide human resources management support to the school hend and

. recruitment and selection of applicants in the school assigned;
b. promotion and deployment of personnel in the assigned school by
c. Prepare ERF of qualified teachers and submit to SDO for processin

Personnel Records
a. Upante regulnry 201 files and maintain database of personal information of
b. Act/ax*mat the designated Agency Authorized Officer (AAO) in the field in terms
• Consol:dite dnily ume record lDTRJ of school personnel and prepare monthly
a Momtor and record atcndance/absence of school personnel and report to
e. Acts on application for leaves of school personnel and facilitate
r update vacauon sewice/leave credits of school personnel and regularly
g. Maintn he contdenuamy of personal imformnuon ofschool personnel to

. coordinateatu concerned onces. such as BIR, GSIS, Phil!Health, Pag-lBIG,

Compensation and Benefit
a. Compute and subinit to SD0 appeab!e personnel benefits for processing,
b. Monuor and prepare nouccs for step increments and adjustments of school
c. Process retirement/separatuon benefits of schaol personnel for indorsement by

Other HR-rclatcdfunction
a Update school personnel of the latest HR-related policies
b. Deeopand present to the school head/HRMO innovative strategics in
c. Assist the school head in performance management, rewards and recognition,
a. Prepare and subnmt HR-relatcd reports to school hcad/HRMO
e coordinate reguinriy with lie IRMO in tnc implementation of HR policies and
r Fantate submission and app:oval by tte SDS of Permit to Study/Practice of

Property Custodianship a. Assist t~e schoo! heaa in lure prepar.ton or School Form 7 (SF 7)/loadingof
b. Assisi he sehooi pinn~ing team in the preparation ofSIP/AIP.
e: Provide gencrmI adminisrnuvc support to school head and teachers lik
a. Perform other functions as may be assigned by the School Head.

Financial Management a. Assist the SehooI Head on ne preparatuon of the following documents such as
bj For 1us, assist tie sehoo! Head on he preparation of required reports from
e Faeitate submission or ~ii nnaneiat documents to the SDO and/or bank, if
aj Provide assistance to other nunciat-related task of he School Head.
ea Perrorrn other runcuons as may be assigned by the School Head.

.



Position Title: ADMINISTRATIVEASSISTANT III Salary Gra~e: 9
Unlt/Dlvislon: Personnel Unit

QUALIFICATION STANDARD
Completion of two ycnra in college

Training: 4 houra in relevant training
Experience:

Ellgiblllty: Career Service Sub-profcsalonal/First Level Eligibility

KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES
LOAN VERIFICATION

1. Act on all c-mailed requests for net take-home pay (NTIIP) verification received from the
following, who nre within their scope of responsibility:

- DepEd personnel. for thcir own APDS transactions with the APDS accredited private entitics
and government financial institutions
- GSIS Authorized Agency Officers (AAOs), for DepEd personnels ~sis 1oan
applications.

2. Strictly follow the "Procedures for Verification of the Net Take Home Pay (NTHP) by
the DepEd Verifier under the APDS

3. Exercise diligence and prudent judgment to ascertain that the pertinent
information to be used for verification, as contained in the emailed request.

SALARY 1. Check the accuracy of salaries and benefits given to employees on a periodic basis
and respond to queries pertaining to salary/benefit claimsADMINISTRATION

AND PERSONNEL 2. Submit to RPSU pertinent documents for payment of salaries, allowances, and
benefitsRECORDS

1. Maintain the confidentiality of personal information of DepEd Personnel to which
he/she has access due to the nature ofhis/her duties and responsibilities as Verifier

FINANCE-RELATED
2. Submit to the RPSU the monthly report of financial obligations verified, with status
(e.g. relcascd, cancelled, etc)

REPORTSAND 3. Assist in the monitoring and recording of expenditures of SDO/School in the
appropriate registryRECORDS

MANAGEMENT

1. Closely coordination with DepEd Offices/Personnel who are involved in APDS
transactions, such as the Administrative and Finance Division/Units, and, in
particular, the RPSI, the AAOs, the Personnel Officer in-charge of Pag-1BIG and the

COORDINATION office in charge of the DepEd Provident Fund

Page 1 of 1
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Position Title: [Administrative Aide VI Salary Grado: I 6
Unlt/Division: [Office of theSchools Division Superintendent Monthly Salary: [ 19,716

QUALIFICATION STANDARD -

Education:
Completion of 2 ycarn of studies in collegeor Completion ofGrade 12/ Senior High
School

Experience: 4 hours of relevant training

Tralning: 1 year of relevant experience

Ellgibillty: Career Service Sub-profcasional/ First Level Eligibility

-
Duties and Responsibilitics

Schedules Administrative Schedules/calendars meetings/appointments/training/workshops

Records and Files Documents/communications rcccived, routed , tracked

Maintains a filing system that makes records and documents retrievable and
accessible while ensuring the safety and security of files.

Documents filed, retrieved, archived to Records Office or disposed as needed
Comprehensive and complete minutes ofmeetings/agenda attended
Daily attendance of Administrative Service Staff (to establish staff location)

Administrative Support
Prepares or encodes into electronic format word documents and other
presentatian materials.
Provides assistance and administrative support to training and conferences as
assigned.

Secretariat & Frontline
Receives and routes incoming calls to or logs information and notifies the
concerned party.
Greets and entertains office visitors and responds to their needs.
Logs concerns brought to the office and follow through on inquiries.
Coordinates meetings and appointments with external parties and confirms such
to all concerned.



INDIVIDUAL EVALUATION SHEET (Non-Teaching Positions)
(basedon DepEdOrder007, s. 2023)

Name of Applicant:
PositlonApplied For:

Weig1 Al'ocatlen
MeansofVerilicatlon

Cert.iczte cl Trsr!-a
10

Ser'ce heccrdatCOE
15

10

I 10
Awards and Recognition

A Are usu8rte; memzranz.mce doc"matt Ur2erg~a (rzera'or the Sezrct, AND

Research and Innovation
A

Subject Matter Expert/ Memberiip In NTWGsor Committees

Resource Speakership / Learning Facilitatlon

NEAPAccreditedLeamingFacilitator

APPLICATIONOFEDUCATION

crpoitloschnoerpenencereaurment

APPLICATIONOFL&D

POTENTIAL

Behavourzl (vests teem

Date of Asse1sment:

Computation/ Rubrics/ Remarks

-4a

4 gma

..
ScoreCriteria

EXPERIENCE

PERFORMANCE

OUTSTANDINGACCOMPLISHMENTS

1

.

a 3 Ovtening tie)yeeAazrdlJzr

j « I 10 [ 10

.
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CHECKLIST OF REQUIREMENT8
- AnnexC

Name of Applicant:_ Application Code:
Ponition Applied for:
Office of the Position Applied For:
Contact No.:
Religion;
Ethnicity: -
Person with Disability: Yea ( ) No ( )
Solo Parent: Yen ( ] No ( ~

-
Status of

Submission
Verification

(TobefaiedoutbytbeHRMO/HROffer/nub

I Basic Documentary Requirement ommutteo) I
Status of

Submission (Ck
fcomped)

Remarks

Letterel intrzi addressed to theHcaidofOGce or Hig@test human rraource

Duly nrromplislicd Pernona!Datn Sheet (PDS)(CSFormNo. 212, Reused 2025}
and Work Experience Sheet, II Applicable
Photocopyafvalid and updatrd PRC License/ID, ifapplicable

d. 1hotocupy ofCertificate ofFliilility / Report o! Rating, ofapplicable. Photocopy clscholastic/academir rerard such nstut not m±rid to Transcript ol
Recerda (TORI nnd Diploma, Including completionofradunte and past
7aduate units/de;recs, ifmnlsb!e

r Potocepy ofCerulcate/a ofTraining.fepplrable
hotocopyufCerufcate cf Employment, Cantrurt cfService, or duly signed
Service Record, whichever is/re npplica~le
Photocopycflatest appointment, if applicable
Plictocopyofthe Performance Hatingaui tic last rntnapcnod{t} covering cne {I)
year pet'ormnnte prior tohe dcainr nfsubmission, if applicable

J ChrckLst cf Require:centsand Omnibus SwornStatement un tt:e Certificatium of
Authenticityand Veracity(CAV} of the docurzents submittrd and Data Privxy
Consent Fern
Othr: documentoan mayhe fequtrcd for comparative assrsazucnt, such nshut

Means efVerification (MOVE} showingOutstanding Accomplishments,
Application ef Education, and Application ct' Learringund Development
reckoned frothe dateof latt tssuante ofappointment

FiotocopvofPerformance Rntingobtainrd frnm the relevantark capenence, f
performance rating in Item lil isnot relevant to thr postian to be fCed

Attested

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITYANDVERACITY

I herebycertify that all information ubave ore true and correct, and of my personal knuwcdge und belici, and the documents submitted
herewith are original and/or ceruficd true copies thereof.

DATA PRIVACY CONSENT

I hereby grant the Department ofEducaton the right to collect and proccss my personal information us stated ubive, for purposes
relevant to the recruitment, selection, and placement of personnel of the Department and for purpose ofcompliancewith the la»s,
rules, und regulations being implemented by the Civil ServiceCommission.

Subscribed and sworn to beforeme this day of ycnr

Nume and Signature of Applicant

I Person Administering Oath I

Inconsonancewith Repub!:eArt No. 8792 or the "Electron:caCommerre Act nf2000°, (e~lectronicdocuments alull have tie legal effect, validity a
cnforcenhility aa any other documentsor Irpalwrungnnd n} {~)here the lwrequires n document to be~wntung, that requiremcnt ismet byan
clectroucdocuments if the sadelectronic documentsmaintains its integrity nnd reinbilty andcan beauthentirntcd so as tobe usablefor su~isequcnt

.

L


