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DIVISION MEMORANDUM

No.

, 8. 2026

July 15, 2026

CALL FOR APPLICATION FOR NON-TEACHING POSITIONS

To:

Chiefl Education Supervisors
Education Program Supervisors
Public Schools District Supervisors

Administrative Officers

School Heads
Teachers and Non-Teaching Personnel
Others Concerned

Assistant Schools Division Superintendent

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 Education Trainlng | Experience | Eligibility Place of |
Title/ SG/ Assignment
Monthly

Salary/ Item
Number

Medical Officer]| Doctor of Medicine | None Required None Required | RA 1080| SGOD

m; sG 21/ (Physician)

P73,303.00

[temn number:

MDOF3 60028-2010

Administrative | Bachelor's degree| None Required None Required | Carcer Service| OSDS

Officer II/8G| relevant to the job {Professional)/

11/Php Second Level

31,705.00 Eligibility

Item number:

ADOF2-61136-2022

Adminlstrative | Complction of two-| 4 hours of| 1 year of| Carcer Service| OSDS

Assistant III/| year studies in| relevant training | relevant Sub-

8G 9/ Php| college experience professienal/

24,329.00

Address: Burpos St., Poblacion Oeste,Dagupan City

Telephone: (075) 653-4101
Website: depeddagupan.com
email:dapupan cityadeped gov ph
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fem number: . o
ADAS)-60068-018 Eligibility
Adminlstrative | Completion of 2| 4 hours  of{ 1 year relevant| Career Sub-| OSDS

Adde VI/ 6G 6/
Php 19,716.00

ltem numbers:
ADAD-GOO41-2015

years al studies in| relevant training | expencnece professional/
college or FirstL Level
Completion of Eligibility
Grade 12/ Senior

High School

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

3. CHECKLIST OF REQUIREMENTS

a.

b.

Letter of intent addressed to the Head of Oflice or Highest human resource
Officer

Duly accomplished Personal Data Sheet (PDS) (CS Form No. 212, Revised
2025) and Work Expenience Sheet, if Applicable

Photocopy of valid and updated PRC License/ID, if applicable

d. Photocopy of Certificate of Eligibility / Report of Rating, if applicable

| o

e

Photocopy of scholastic/academic record such as but not hmited to
Transcript of Records (TOR) and Diploma, including completion of
graduate and post-graduate units/degrecs, if available

Photocopy of Certificate/s of Training, if applicable

Photacopy of Certificate of Employment, Contract of Service, or duly
signed Service Record, whichever is/are applicable

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

Addreas; Burgos St., Poblacion Ocste,Dagupan City
Telephone: (075) 653-4101

Website: depeddogupan.com

email:dngupan.cityii deped.gov.ph
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Scan QR code for the template of checklist or it may access thru this
https://tinyurl.com/checklistNTRTSA
k. Other documents as may be required for comparative assessment, such
as but not limited to:

a. Means of Verification (MOVs) showing Outstanding Accomplishments,
Application of Education, 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

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

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

. 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

. The deadline for submission of abovementioned documentary requirements shall
be  submitted to  Division Records Officer on  or belore
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., Poblocion Oeate,Dagupan City
Telephone: |075) 653-4101

Webslte: depeddagupan.com
emall:dagupan.cityudeped.gov.ph
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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 “reccived” 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 advised Lo review the pointing system for evaluation on Enclosure

S of DepEd Order 007, s. 2023.

Criteria SG 1-9 SG 10-23
(Non- and 8G 27
General
: : |_Scrvices)
a. Education 5 5
b. Training ~ 5 10
¢. Expenience 20 15
d. Performance 20 20
e. Outstanding 10 10
Accomplishments
f. Application of Education 10 10
g Application of L&D 10 10
h. Potential (Written Test, 20 20
BElL, Work Sample Test)
TOTAL 100 100

11.0nly relevant Education, Training and experience that exceeds the
minimum qualification of the CSC approved qualification standards shall be
given points. Training must be carned after the last promotion but within

the last five (5) years.

Addrces: Burgos St., Poblacion Ocste,Dagupan City
Telephone: {075) 653-4101
Website: depeddagupan.com
email:dagupan,cityfi deped.gov.ph
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12. This Office highly encourages all interested and qualified applicants
including PWD and members of indigenous communities to join the
assessment.

13. Immediate dissemination ol this memorandum is desired

MARCIANO U, RIANO JR. PhD, CESO V /

Officer-In-Charge
Schools Division Supernintendent

Address: Burgos St., Poblacion Oeste,Degupan City
Telephone: (075) 653-4101

Website: depeddagupan,com
emall:dagupan,.cityiideped, gov.ph




Position Title; Medienl Officer 111 Balary Grade: 21
Unit/Division: SGOD Monthly Salary: 73500
QUALIFICATION STANDARD
Education: Doctor of Medicine
Experienco: None Required
Tmining: None Required
Eligibllity: RA 1080 (Phyusician)
KRA Duties and Responnibllities

Health Programs and
Services

Nutrition Programs of the Schools Division Office.

Plans and formulates policy strategies and guidelines on the Health and

Monitor and Evaluate the implemented School Health nnd Nutrition Programs of
the Schools Division Office for the direct benefit of the learners.

Prepares and submils periodic reports of nccomplishments,

Nutrition Program and
Bervices

Division OfMice.

Monitor, Evaluate and Report the Nutritional Status of learners in the Schools

Division Office.

Develop, Design, Implement, Evaluate, Monitor and Report Sustainable Fecding
Programs for the identified Sceverely Wasted and Wasted Learners of the Schools

Siandards in Food preparation

Ensurc Compliance and Implementation of Nutrition Programs to Nutritional

Partnership

and Nulrition Programs.

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

Other

Does other related works.




Position Title; Administrative Officer I1 Salary Grado: 11
Unlt/Division: Elementary School Monthly Salnry: 31,705
QUALIFICATION STANDARD
Eduecation: Bachelor's degree relevant to the job
Experience: None Required
Tralning: None Required
Eligibllity: Carecr Service (Profesaionall/ Second Level Eligibility
KRA Dutlen and Responalbilitics

Personnel Administrauon

Recruitment and Selection

Provide human resgurces management support to the schogl head and

a, recruilment and selection of applicants in the school assigned;

b. promotion and deployment of personnel in the assigned nchool by

¢. Prepare ERF of qualfied teachers and submit 10 SDO for processing

Personngl Records

a. Update regularly 201 files and maintain database of personal information of

b. Act/assist the designated Agency Authorized Officer (AAO) in the ficld in terms

. Consolidate daily tme record (DTR) of school personnel and prepare monthly

d. Moniter and record attendance/abaence of school personnel and report to

e, Acts on application for leaves of schoal personnel and facilitate

I Update vacation service/leave credits of school persannel and regularly

£. Maintain the confidentiality of personal informauon of school personnel to

h. Coordinate with concerned offices, such as BIR, GSIS, PhilHealth, Pag-1BIG,

Campénsation and Benefit

a. Compute and submit to SDO applicable personnel benefits for processing,

b. Momitor and prepare nouces for step meremenis and adjustments of school

. Process retirement/ separation benefits of schaol personnel for indersement by

Other HR-related functian

a Update school personnel of the latest HR-related policies

. Develop and present to the school head/HRMO innovative strategies in

~Assist the school head in performance management, rewards and recognibion,

Coordinate regularly with the HRMO in the implementation of HR policies and

b
L=
d. Prepare and submut HR-related reports to school head fHRMO
c
I

Facihtate submission and approval by the SDS of Permit to Study/Practice of

Property Custodianship

it Assist Lthe school head in the preparation of School Form 7 (SF 71/ loading of

b. Assist the school planmng team in the preparation of SIPSAIP.

¢. Provide gencral adminisirative support to school head and teachers like

d. Perform other functions as may be assigned by the School Head.

Financial Management

. Assist the School Head on the preparation of the following documents such as

b) For 1Us, assist the Schoo! Head on the preparation of required reports from

c) Facilitate submission of all financial documents to the SDO and/or bank, if

d) Provide assistance to other financial-related task of the School Head.

¢) Perform other functions as may be assigned by the School Head.




Position Title: ADMINISTRATIVE ASSIBTANT III Balaty Oraderd

Unit/Divislon Personnel Unit Monthly Salary: 24,320
QUALIFICATION STANDARD

Education: Completion of two yenrs in collepe

Training: 4 hours in relevant training

Ernperience: 1 year relevant expericnce

EllgiblUity: Carcer Service Sub: prefesslonal/ First Level Elgibility

KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

LOAN VERIFICATION

SALARY
ADMINISTRATION
AND PERSONNEL
RECORDS

FINANCE-RELATED
REPORTS AND
RECORDS
MANAGEMENT

COORDINATION

1. Act on all e-mailed requests for net tnke-home pay (NTHP) verificaton received from the
fallowing, who ore within their scope of responsibility:

- DepEd personnel, for their own APDS transactions with the APDS aceredited private entitics
ond government financinl institutions

- GSIS Authorized Agency Officers (AAOs), for DepEd personnel's GSIS lean
applications.

2. Stnictly lollow the "Procedures for Venfication 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.

1. Check the accuracy of salaries and benefits given to employees on a periodic basis
und respond to gueries pertaiming to salary /benefit claims

2. Submit 10 RPSU pertinent documents for payment of salaries, allowances, and
benelits

l. Maintain the confidentiality of personal information of DepEd Personnel to which
he/she has access due to the nature of his/her duties and respaonsibilitics as Verifier

2, Submit to the RPSU the monthly report of financial obhgations verified, with status
(c.g. released, cancelled, ete)

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

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

office in charge of the DepEd Provident Fund

Pagelof1




Position Title: Administrative Alde VI Salary Grade: 1]

Unlt/Division: Office of the Schools Division Supenntendent Monthly Salary: 19,716

QUALIFICATION ETANDARD

Completion of 2 years of studies in college or Completion of Grade 12/ Senior High

Education: School
Experience: 4 hours of relevant training
Tralning: 1 year of relevant experience
Eligibility: Carcer Service Sub-professionnl/ First Level Eligibility
KRA Dutlcs and Responsibllitica
Schedules Administrative Schedules/calendars meetings/appointments/training/workshops

Records and Files

Documents/communications received, routed , tracked

Muointains o filing system that makes records and documents retrievable and
accesable while ensuring the safety and sccurity of files,

Documents filed, retrieved, archived to Records Office or disposed as necded

Comprehensive and complete minutes ol meetings/agenda attended

Daily attendance of Administrative Service Stall (1o establish s1afl location)

Admimstrative Support

Prepares or encodes into electronic formot word documents and other
presentatian materials.

Provides nssistance and administratve support Lo troining and conferences as
assigned.

Secretariat & Frontline

Receives and routes incoming calls 1o or logs information and notifics the
concermed party.

Greets and entertaing office visitors and responds to their needs.

Logs concerns brought te the office and follow through on inquiries.

Coordinates meetings and appointments with external parties and confirms such
to all concerned.
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INDIVIDUAL EVALUATION SHEET (Non-Teaching Positions)

{based on DepEd Order 007, 5. 2023)
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v Annex C
CHECKLISET OF REQUIREMENTS

Name of Applicant; bl S Application Code;
Poaition Applied for:
Office of the Position Applied For:
Contact No.:
Religion; =
Ethricity:
Person with Disability: Yea [ ) No( )
Solo Parent: Yean () No( )

= e B FiZhed st by H M e i)

Sialus af Verification
Bubmission (To be filted cut by the HRAO HR Offices subs.
Banic Documentany Regquirement 1T be filind ous Semmiien)
b Bk e Statun of
Chaek §f 3 it
aduna | Submission (Chek Remarks
o compled)

a. [Letter of intrs) addreased to the Head of Ofice or Highest human resource
OZcer

b jDuly necomplishied Pernonal Data Sheet (FDS) (€S Form No. 212, Revised 2025)
and Werk Exprrience Sheet, I Applicabic

Fhotocopy of valid and updatrd FHC License /1D, if applicahle
. |imotocopy of Cemificate of Eligitility / Repont of Ranng, of appiicalle

Fhotocopy of acholaste Jacademir recerd such as but not keseed to Transcnp of
Recards (TOK) and Deplomn, Including eompletion of graduste and past

rraduate unita/degreen, il mondable

Phetocepy of Cenilicaze /o of Tralning. of eppieable

Thetacopy of Certifcate of Employment. Coniruct of Senvice, or duly signed
Service Record, whichiever 19/ e applicabie

h, Phatecopy of ladest nppotntment, if npplicable

Ty

Phiotecopy of the Prrformance Halinga in e 1as rating, pensd|t) covenng arire (1)
year perfarmonce priee o e deadine of subimilssion, o applieatle

- |Chrckiisn of Requisrzents and Omnibius Swom Stalement on e Cermfication of
Autheniicity &nvd Vernoty (CAV] of the documents submittrd and Data Priveey
Cansent Fermn

K. |Other decuments an may be fequired for compasatise assesssment, such as but
oot Lmited o

Meann of Verilication (MOVe) shoming Cutstanding Accomplislzzents,
Applicarion of Education, and Application of Learring und Development
reckoned from the date of las teipne e of appointment

Phctocopy of Perfomuance Hating obtuned from (ke relevant work capenienee, o
perfarmance rating i ltem (il 15 not relevant 1o the posion 1o be {led

Attesied

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY
I herely cerufy that all infermauon ubove ore true ond correct, ond of my personn! knowledpe und belicl, ond the decuments submiited

herewith are esiginal and/or cerufied true copies thereof.

DATA PRIVACY CONBENT

1 hereby grant the Depaniment of Edducavon the right to collcet nnd procoss my personal information s stated obave, for purposea
relevant 1o the recruitment, selection, nnd placement of pernonnsl of the Depariment and for purpese of compliance with the laws,
rules, ond regulatuons being implemented by the Civil Service Commission.

Nome and Signature of Applicant

Subscribed and swom to before me this __ dayof . year

Person Admimistening Qath

Iz censonance with Regublc Art No. 8792 or the "Eectronics Commerre Act uf 2000°, eliectronic documentn shiall have the legal eflect, validiny o
enforeenbility ea any other documents or legal writng nod o] [wihere the low requires a documezi (o br @ wntmg, (hat requirement s mel by e

elecironte docussents if e sed electronic dorumenis mantaas is integnty and relability and ean be authenticnicd 20 a3 o be usabie for sub=equent
reference




