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DIVISION MEMORANDUM 
OSDS-2024-164    

NOTICE OF VACANCIES 

To: Assistant Schools Division Superintendent 
Division HRMPSB and Sub-Committee Members 
All Interested Applicants 

1. This is to announce the vacant non-teaching positions in the Department of
Education – Schools Division of Sarangani, as specified below.

Position Title Vacant Items 

Administrative Assistant II 
(Disbursing Officer II) 9 

2. This Office highly encourages all interested and qualified individuals,
including persons with disability (PWD), members of indigenous communities, and
those from any sexual orientation & gender identities (SOGI) to apply.

3. Applicants must register through this link:
bit.ly/DepEdSarApplicantsOnlineRegistration. The Personnel Unit will not accept
unregistered applications. The application documents must be submitted in one
hard green folder, arranged according to the order listed in the Checklist of
Requirements, with tabs. They may hand in or send their application documents
via courier to the following address:

RUTH L. ESTACIO PhD, CESO V 
Schools Division Superintendent 

DepEd – Schools Division of Sarangani 
Capitol Compound, Maribulan, Alabel, Sarangani Province 

4. Candidates who previously applied for the Administrative Assistant II
position and passed the qualifying examination, and who wish to reapply for the
same position, must submit a new application letter, a Personal Data Sheet, a
Checklist of Requirements, and updated supporting documents. If candidates
prefer to retain their scores from the previous interview and written examination,
they must specify this in their application letter.

5. By signing the Omnibus Sworn Statement, applicants take full
responsibility for the authenticity and accuracy of submitted documents. The
template for the Omnibus Sworn Statement can be accessed at
bit.ly/Personneldownloadables. Any falsified documents submitted will result in the
disqualification of the applicants.
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6. The deadline for submission of application documents is on January 6,
2025. Late submissions will no longer be accepted by the Personnel Unit.

7. Refer to DepEd Order (DO) No. 19, s. 2022 titled The Department of
Education Merit Selection Plan and DO 7, s. 2023 titled Guidelines on the
Recruitment, Selection, and Placement in the Department of Education for the
evaluation of application documents and computation of points to be used in the
Comparative Assessment Result.

8. The following documents are enclosed for reference:

a. Target timeline of the recruitment and selection process;
b. Checklist of Requirements; and
c. Qualification standards of the vacant positions;

9. For inquiries, contact Shella Mae Cellona at 
09128021094/shellamae.cellona@deped.gov.ph and Roel Balbareno at 
09464061747/roel.balbareno@deped.gov.ph.

10. For the information and guidance of all concerned.

 RUTH L. ESTACIO PhD, CESO V 
 Schools Division Superintendent  

Encl.: As stated 
Reference: N o n e 
To be indicated in the Perpetual Index 

under the following subjects: 

HIRING 
RECRUITMENT 

RDB/OSDS-PU/MLA – notice of vacancies 
1536/20 December 2024
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TIMELINE OF RECRUITMENT AND SELECTION ACTIVITIES 

Schedule Activity 
December 20, 2024 - January 6, 2025 Submission of application documents to the 

Schools Division Office 
December 27, 2024 Furnishing hiring guidelines to the 

applicants via email 
January 7, 2025 Initial evaluation of documents as to the 

qualification of applicants 
January 8, 2025 Publication of Initial Evaluation Result (IER) 
TBA Interview and assessment of applicants, 

HRMPSB Deliberation, Open Ranking 
TBA Release of Comparative Assessment Result 
TBA Issuance of the memorandum on the 

successful candidates 
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Position Title Plantilla 
Item No. 

Salary/ 
Job/ 
Pay 

Grade 

Monthly 
Salary 

Qualification Standards 
Place of 

Assignment Education Training Experience Eligibility 
Competency 

(if 
applicable) 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840010-
2007 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

Kiamba 
NHS 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840008-
2007 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

Malungon 
NHS 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840035-
2018 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

Banate NHS 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840066-
2016 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

DepEd 
Sarangani 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840080-
2017 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

DepEd 
Sarangani 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840086-
2016 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

DepEd 
Sarangani 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840087-
2017 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

DepEd 
Sarangani 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840115-
2016 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

DepEd 
Sarangani 

Administrative 
Assistant II 
(Disbursing 
Officer II) 

ADAS2-
840065-
2017 

SG8 20,534.00 Completion 
of 2 years 
of studies 
in college 

4 hours 
of 
relevant 
training 

1 year of 
relevant 
experience 

Career 
Service (Sub-
professional) 
First Level 
Eligibility 

DepEd 
Sarangani 
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