Republic of flje Philippines

o Bepartment of Education
REGION IV-A CALABARZON

Personnel-RM—2024 214

21 March 2024
Regional Memorandum

No.214 5.2024

ANNOUNCEMENT OF VACANCY FOR ADMINISTRATIVE

ASSISTANT I POSITION
To Regional Office Officials and Employees
Schools Division Superintendents
All Others Concerned

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

DBM Salary Monthly No. of Place of

Position Plantilla Iltem | Grade | Salary (NBC | Position/ Assignment

No. 579) s
DepEd Region
Administrative | OSEC- 7 P18,620.00 1 IV-A
Assistant I DECSB- CALABARZON,
ADAS1- Gate 2
270002-2015 Karangalan
Village,
Cainta, Rizal
2. The Qualification Standards (QS) of said position are as follows:

Position Education Training Experience Eligibility
Administrative | Completion of None None Career Service
Assistant I two years required required Sub-Professional

studies in (First Level
College Eligibility)

3. Below are the duties and responsibilities of the abovementioned position:

DehED

MATATAG

“/

st (i@ o tics  BAGONG PILIPINAS

Address: Gate 2, Karangalan Village, Cainta, Rizal

Telephone No.: 02-8682-2114

Email Address: regionda@deped.gov.ph

Website: depedcalabarzon.ph

Certificate No. PHP QMS
22930085



Page

Position/Division

KRAs/Duties and Responsibilities

Administrative Assistant I
Administrative Services Division
(ASD)

SECRETARIAL/ FRONTLINE AND
ADMINISTRATIVE SUPPORT

Schedules and keep track of
Administrative Services meetings and
appointments with other offices and with
staff, by calendaring, following up and
confirming attendance to meetings for
efficient coordination and utilization of
personnel time

Received/routed calls

Visitors responded to

Follow through on inquiries

Prepare or encode into electronic format
word documents and other presentation
materials.

Provide assistance and administrative
support to training and conferences as
assigned.

Coordinate preparation of documents and
supporting documents and forms needed
in the operation of Administrative
Services.

Prepare requests for office equipment and
office supplies for Administrative Services.

RECORDS MANAGEMENT

Receive, record and route documents
addressed to Administrative Services 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.

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

Document proceedings and agreements of
meetings as assigned, distributes copies of
the minutes to concerned parties as well
as files a copy for future reference.

Interested qualified applicants are advised to hand-in or send via courier the duly
authenticated documents with “ear tags” addressed to the Regional Director, DepEd
Region IV-A CALABARZON, Gate 2, Karangalan Village, Cainta, or email the scanned
copy to hrmpsb.calabarzon@deped.gov.ph, arranged as follows:

a. Letter of intent addressed to the Regional Director. Please include the position

and its item number with corresponding Functional Division/Section/Unit;

b. Duly accomplished Personal Data Sheet (PDS) and Work Experience Sheet with
recent passport-sized picture (CS Form No. 212, Revised 2017) which can be
downloaded at 222.csc.gov.ph;

a0

Photocopy of valid and updated PRC License/ID, if applicable;
Photocopy of Certificate of Eligibility/Rating, if applicable;






