Department of Education
REGION IV-A CALABARZON
GATE 2, KARANGALAN VILLAGE
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Republic of the Philippines

1900 CAINTA, RIZAL

Regional Memorandum

To

9 December 2021

ANNOUNCEMENT OF VACANCIES

Regional Office Officials and Employees

Schools Division Superintendents
All Others Concerned

1. This is to announce vacancies in the Regional Office for positions listed below. All
qualified applicants are welcome to apply regardless of age, gender, civil status,
disability, religion, ethnicity, social status, income, class or political affiiation.

DBM Plantilla | Salary | Monthly No. of Place of
Position ltem No. Grade Salary Position/s Assignment
(NBC 579)
Accountant | OSEC-DECSB- 12 P26,052.00 1 Regional
A1-270006- Office IV-A
2015 CALABARZON
Administrative | OSEC-DECSB- 7 P17.,179.00 1 Regional
Assistant | ADASIT- Office IV-A
270004-2015 CALABARZON
2. The Quadlification Standards (QS) of said positions are as follows:
Position Education Training Experience Eligibility
Accountant | Bachelor's degree in | None None required RA 1080 (CPA)
I Commerce/Business | required
Administration major
in Accounfing
Administrati | Completion of two- | None None required Career Service
ve Assistant | | year  studies  in | required (Sub-
college professional)/
First Level
Eligibility

“EXCELLENCE is a CULTURE and QUALITY is a COMMITMENT”
2 Trunkline: 02-8682-5773/8684-4914/8647-7487

Website: depedcalabarzon.ph
Document Inquiry : https://rda-teadoc.com/inquire

Facebook:DepEd R-4A Calabarzon
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3. Below are the duties and responsibilities of the abovementioned posifions:

Position/Division

KRAs/Duties and Responsibilities

Accountant | - Finance Division
(Accounting Section)

KRA: Financial Records and Reports

e Prepares periodic Financial
Statements and other related
reports in accordance with
accounting and auditing rules
and regulations.

e Checks the accuracy, validity
and appropriateness of income
and expenditure fransactions.

e Supervises and monitors the
maintenance of journals,
general ledgers, subsidiary
ledgers and related account

schedules.
e Monitors the safekeeping of
accounting records,

documents, correspondences
and reports, and ensures
maximum security and
systematic compilation  of
various accounting information.

e Coordinates with Budget
Division/Unit in the
determination and verification
of existence of Accounts
Payable/unpaid obligations.

e Assists higher level Accountants
in the analysis, verification and
consolidation of field offices’
reports.

e Review the financial statements
and related schedules.

Administrative Assistant | - Policy,
Planning and Research Division (PPRD)

KRA: Record Keeping

e Calendar PPRD activities and
nofify concerned staff

e Receive, record and route
documents addressed to the
PPRD by logging and attaching
a routing slip before forwarding
to the appropriate person to be
able to track and account for
location and status of
documents.

e Maintain a fiing system that
makes records and documents
refrievable and accessible,
while ensuring the safety and
security of files.

e Document proceedings and
agreements of meetings as
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5. Applicants must ensure that their documents are complete, and accurate.

6. Application documents shall be accepted untii December 20, 2021. Only
complete application documents submilted until the set deadline shall be
entertained. Late documents shall not be accepted. Applicants are advised to
use google account as email address.

7. Applicants who meet the minimum Qualification Standards (QS) of the position
shall be included in the shortlist, and shall receive a nofification via email or
SMS/text message for schedules of the written or on-the-job exam/skills test, and
assessment and open ranking with the Human Resource Merit Promotion and
Selection Board (HRMPSB).

8. Applicants may refer to DepEd Order No. 66, s. 2007, “Revised Guidelines on the
Appointment and Promotion of Other Teaching, Related Teaching and Non-
Teaching Positions” for the criteria and number of points assigned to each criterion.

9. Wide and immediate dissemination of this Memorandum is desired. v
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FRANCIS CESA a BRING%

%Regionoi Director
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assigned by the Chief, distribute
copies of the minutes to
concerned parties, as well as
files a copy for future reference.

KRA: Administrative Support
e Prepare or encode into

electronic format word
documents and ofher
presentation materials.

e Provide assistance and

administrative support to
fraining and conferences as
assigned.

e Coordinate preparatfion  of
documents needed in the
operations of PPRD.

Interested qualified applicants may submit the duly authenticated documents with
“ear tags” via courier addressed to the Regional Director, DepEd Region V-A
CALABARZON, Gate 2, Karangalan Village, Cainta, Rizal or email the scanned
copy of documents (with 25 pages or less) fo
personnel.calabarzon@deped.gov.ph, arranged as follows:

a. Letter of intent addressed to the Regional Director

b. Notarized Omnibus Certification of Authenticity and Veracity of Documents
submitted

c. Fully accomplished Personal Data Sheet (PDS) with recent passport-sized
picture (CS Form 212, Revised 2017) which can be downloaded at
WWW.CSC.goVv.ph

d. Photocopy of authenticated CSC Certification of Eligibility/Photocopy of
the updated PRC ID License (must be Certified True Copy by the PRC)

e. Performance Ratings (duly signed) — 3 consecutive years

f. Updated Service Record signed by authorized official

g. Certificate of Employment with brief description of duties and
responsibilities, and performance rating/s for applicant from the private
company and those on a Job Order or Contract-of-Service status
1) Outstanding Accomplishments (if any)
2) Outstanding Employee Award/s
3) Innovations
4) Research and Development Projects
5) Publication/Authorship
6) Consultant/Resource Speaker in Trainings/Seminar

h. Photocopy of the duly authenticated Transcript of Records (TOR) by the
CHED (CAV), Diploma/duly authenticated Certification on CAR by the
School Registrar or School Authorized Official

i. Certificate of Training/s attended (must be relevant to the position being
applied for, and not credited during the last promotion)

j. Latest approved appointment (if any)



