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Republic of the Philippines
epactment of Education

REGION IV-A CALABARZON Perscnne A 2025650

By:

15 September 2025

Regional Memorandum
No. 690, s. 2025

APPROVAL OF THE CREATION OF NEW LEGAL
AND PROCUREMENT POSITIONS FOR SCHOOLS
DIVISION OFFICES

To  Schools Division Superintendents
All Others Concerned

1. Enclosed is a copy of MEMORANDUM dated August 28, 2025 signed by the
Hon. Secretary SONNY ANGARA, DepEd Central Office, Meralco Ave., Pasig
City, titled “Approval of the Creation of New Legal and Procurement
Positions for Schools Division Offices,” and letter which is self-explanatory.

2. Attention is invited to the Deployment Procedures to effectively facilitate the
filling-up of the new Plantilla positions and to ensure that the lump sum
appropriate for this purpose is fully utilized within the indicated fiscal year.

3. The following list of Annexes are also attached for reference and guidance:

a. Annex A: List of Newly Created Positions under Legal and
Procurement Units

b. Annex B: List of CTI Positions for Abolition

c. Annex C: Job Description of the Newly Created Positions

4. For further questions and/or clarifications, please contact Mr. Jeric Francis
C. Llanto of the BHROD-OED through email at bhrod.oed@deped.gov.ph or
landline number (02) 8633-5375.

5. Immediate dissemination of and strict compliance with this Memorandum is
directed.

ATTY. ALBE T. ESCOBARTE, CESO II

Regional Directf@

Incl.: As stated
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Republika ng Pilipinas

Department of Education
OFFICE OF THE SECRETARY

MEMORANDUM

TO : REGIONAL DIRECTORS
SCHOOLS DIVISION SUPERINTENDENTS
ALL OTHERS CONCERNED

FROM

Secretary W

SUBJECT : APPROVAL OF THE CREATION OF NEW LEGAL AND
PROCUREMENT POSITIONS FOR SCHOOLS DIVISION
OFFICES

DATE : 28 August 2025

This is to inform all field offices concerned that the Department of Budget and
Management (DBM) has approved the creation of SIX HUNDRED SIXTY-SIX (666)
new Plantilla positions under the Legal and Procurement Units in the Schools
Division Offices (SDOs).

Office /Unit Assignment Position Title/Salary Grade

SDO Legal Unit

Small SDOs | 47 | Attorney IlI, SG21

B Medium and Small SDOs | 187 | Legal Assistant [, SG 10
SDO Procurement Unit B S T
Large, Medium, & Small SDOs | 214 Administrative Officer IV, SG 15

B A
All SDOs | 218 | Administrative Officer II, SG 11

The creation of these items is made upon the request of the Department of Education
(DepEd) to augment the staffing complement of SDOs, particularly those handling
legal services and procurement activities, addressing the increasing demands for
such services as well as additional workload.

These additional positions shall be funded through the scrap-and-build process,
where 1,011 vacant positions that were tagged as Co-terminus with the Incumbent
(CTI) shall be abolished to create the new items.

2/F, Rizal Building, DepEd Complex, Meralco Ave., Pasig City 1600
DehED V Telephone Nos.: (+532) 86337208; 633-7228; 687-2992; Fax No.: (02) 636-4876; Website: www. deped.gov.ph
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Attached for your reference is a copy of the official communication from DBM dated
01 August 2025, containing the detailed list of newly created positions enclosed as
Annex A and the list of CTI positions for abolition enclosed as Annex B.

In light of the foregoing, Regional Directors and Schools Division Superintendents
are hereby directed to ensure that your respective Human Resource Management
Officers (HRMOs) are able to verify the status of these CTI positions, whether filled or
unfilled, through the form provided by the Bureau of Human Resource and
Organizational Development - Organization Effectiveness Division (BHROD-OED).
This shall facilitate the immediate issuance of the Notice of Organization, Staffing,
and Compensation Action (NOSCA) for the new positions by the DBM.

DEPLOYMENT PROCEDURES

To effectively facilitate the filling-up of these new Plantilla positions and to ensure
that the lump sum appropriated for this purpose is fully utilized within the indicated
fiscal year, this Office directs the strict observance of the following procedures:

1. Consistent with the DBM’s existing procedures on the creation of positions for
DepEd, the DBM Regional Offices (ROs) shall issue the corresponding NOSCA
directly to the concerned DepEd SDOs.

9. The SDOs may commence with the publication and posting of vacancies,
assessment, and selection of qualified applicants as soon as the NOSCAs have
been issued. The qualification requirements for the positions shall be in
accordance with the Civil Service Commission (CSC)-approved Qualification
Standards (QS) for the position. All are directed to strictly adhere to DepEd Order
007, s. 2023 titled “Guidelines on Recruitment, Selection, and Appointment in the
Department of Education” in the assessment and selection of qualified applicants.

3. The key functions of the newly created positions shall be in accordance with the
attached Job Descriptions (see Annex CJ.

4. Once filled up, SDOs are advised to update their respective Personal Services
[temization and Plantilla of Personnel (PSIPOP).

LIST OF ANNEXES

a. Annex A: List of Newly Created Positions under Legal and Procurement Units
b. Annex B: List of CTI Positions for Abolition
c. Annex C: Job Description of the Newly Created Positions

For further questions and/or clarifications, please contact Mr. Jeric Francis C. Llanto
of BHROD-OED through email at bhrod.oed@deped.gov.ph or landline at (02) 8633-
5375.

Please be guided accordingly.

2/F, Rizal Building, DepEd Complex, Meralco Ave., Pasig City 1600
DQ?]ED v Telephone Nos.; (+632) 86337208; 633-7228; 687-2992; Fax No.: (02) 636-4876; Website: www.deped.gov ph



ANNEX A

LIST OF NEWLY CREATED POSITIONS UNDER LEGAL AND
PROCUREMENT UNITS

In line with the Department of Budget and Management (DBM) approval of 666 new
Plantilla positions under the Legal and Procurement Units in the Schools Division
Offices (SDOs), below is a summary of the number of positions allocated per
Department of Education (DepEd) Regional Office (RO) and per Schools Division
Office within each RO:

Summary per Regional Office
Region No. of Positions
Hl;;gion P R 46
Region II 29
Region III 65
Region IV-A 67
Region IV-B 20
Region V A 36 i
Region VI 64
' Region VII 64
Region VIII 41
_R—egion IX B - 23 o
RegionX 45
Region XI : 33 _
Region XII . 24
Cordillera Administrative Region 24 B
CARAGA — - 73;.—__@ =
National Capital Region 7 46
_ TOTAL 666




Division

Office/ Unit'

fosition Title

No. of Positions

Bacoor City

Legal Unit

1 Attorney III

| Legal Assistant I

Procurement Unit

AO 1V

AOII

Cavite City

Legal Unit

Attorney III

Legal Assistant I

Procurement Unit

AO IV

AOII

Attorney III

i Higal ool Legal Assistant |
Imus City 20 IV
Procurement Unit TAO I
g Attorney III
. - Legal Assistant |
Tayabas City

Procurement Unit

AO IV

AO II

Antipolo City

Legal Unit

Legal Assistant [

Procurement Unit

AO 1V

AO 1l

Legal Unit Legal Assistant |

1 \'/

tRoEas LI Procurement Unit {A\S il
Legal Unit Legal Assistant I

Binan City AO 1V

Procurement Unit

AO 1l

Cabuyao City

Legal Unit

Legal Assistant [

Procurement Unit

AO IV

AOII

Calamba City

Legal Unit

Legal Assistant |

Procurement Unit

AO IV

AO II

Dasmarinas City

Legal Unit

Legal Assistant I

Procurement Unit

AO IV

AO I

General Trias City

Legal Unit

Legal Assistant I

' Procurement Unit

AO IV

AO Il

Lipa City

Legal Unit

Legal Assistant |

| Procurement Unit

AO IV

AO II

Lucena City

Legal Unit

Legal Assistant |

Procurement Unit

AO IV

AO II

|
|

i

San Pablo City

| Legal Unit

Legal Assistant [

'\ Procurement Unit
|

AO IV

AQ 1l

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
i
1
3
1
1
1
1
1
1
1
1
1
1
1




San Pedro City

Legal Unit

Legal Assistant I

Procurement Unit

AO IV

AOII

Sta. Rosa City

Legal Unit

Legal Assistant |

Procurement Unit

AO IV

AO I

Sto. Tomas City

Legal Unit

Legal Assistant I

Procurement Unit

AO 1V

AOII

Legal Unit Legal Assistant I
Tanauan City Procurement Unit 28 Ej
Batangas Procurement Unit 28 3/
Cavite Procurement Unit 28 ;\I
Laguna Procurement Unit :8 El
Rizal Procurement Unit 28 3,
Quezon Procurement Unit AOII
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Fegion Vill - Eatern (Office of the Schools Division - Barosgan City General Management and
Vitayar Civision of Borangan City 340 Y Division Supervision Administrative Aide | 1 1 156,000 13,000 [OSEC-DECSR-ADAL 540442-7004 2004 Non- Teaching Unfilled
Region VIl - Eattern School Governance and Operations Division-
Vizavas Chvision of Leyte 3477 Ileyte Division Policy and Research Program  [Administrative Ade | 1 1 156,000 13,000 [GSEC-DECHE ADAL-5401352- 2004 JoaMNon Teachng Undilled
Region Vil - Tastern (General Management and
tsayas Hegiohal Oifice - Proper 3126§0tfice of the Ragional Director Superdision JAdministrative Avde 1 1 ! 156,000 13,000 JOSEC-DECSE-ADAL-SA0256-2004 2004fton - Teaching Untilled
General Management and
[Contral OHice [Cantal Q¥ice 1 5jGaneral Servives Diviuen Superaiion JAdministrative Alde §l 2 1 145 278 13815 JOSEC-DECSE-ADAZ- J0- 2004 2004{Non-Teaching Unfilled
Operation of Schools - Junier
Cordhliera Admisistration High Sehool (Grade 7 to Grade
Begion (CAR| Davision of Abra £75fMataragan National Agricultural High School 10) Farm Worket | 2] i 185,828 13,815 CEB-FAWK]-50010-1998 1596Non-Teaching Unfilled
(Operation of Scnooks - Junior
[Cordhitera Administrative Migh School (Grade 7 to Grade
Fegion Division of Apea E75IMataragan National Agniculturel High School 101 Farm Worer | 2] i 165,828 13,318 C-DECSH-FAWNK] - S00US- 1598 1998gNon- Teaching Unfified
ational Capital Region Division of Marati- Office of the Schools Division [General Management and
NCR} Divizion of Makati 208 B} suparintendent Supervivion [Administrative Aude |t p: 1 165,828 13,818 OSEC-DECHE-ADA2-30041-2004 2004fHon- Teaching Unhilled
National Capital Region
INCR} Davision of Manila 109 3] 5ehool Gowernance and Operation Division Policy and Research Program  JAdministrative Aude 1 3 1 165,828 13,813 OSEC-DECSH-ADAD 300532004 2004iNon - Teaching Unfilled
(Operation of Schools - Junior
Mational Capital Region High School {Grade 7 to Grade
iNCR} Oiwision of Maniia 111 Manue! L Gueron Migh School 103 Adminctrative Aude I 3 3 165,228 13.8i% 0560 DECTR-ADAL-10054- 2004 Z004Nan- Teaching Unfilled
Natona! Capital Region Divsion of Pasay City-Otffice of the Schools (General Management and
MR Oivision of Pasay City 143 Y Divivion Supetintendent Supervision Admimistratiee Aide | a 1 13,819 DE: ADAZ-30041- 2004 Z004kon Teaching Unfilled
= vision of Dagupan City - Office of the Schools [Gearral Management and
Region ! - Hocot Division of Dagupan City 4] 4352 Divirion Superintendent Saper vision fadministrative Ade | L H 155 818 11815 I0SEC-DECHB-ADAL - GO0 TR-2004 2004§Non Teacting Unlilied
Drasion of Laoag City - Office of The hohooks Fenersl Management and
[Region | - Bocas Division of Lagag City 241 4297 Division Super ntendent Superasion Administrative Aide 1 7 1] 163,808 13.819 SEC-OECSB-ADAL 600152004 3004tion - Teacting Unfiled
Divinor of San Carlos Oty - OFice of the Schoohy  [General Management and
[Region | - focoy (avision of San Carios City 241 466 1 vnsion Supesintendent et vinion Adminisirative Asde 1) i £ 174,936 14578 ISEC-DEUWE-ADA - 60023 3004 2004 Non-Teaching Unfilled
|=_.‘.-,q H - Cagayan Office of the Schools Division Superintendent [General Management and
v alley lon of Ratanes 11 1fBatanes Supatvision IAdeinistrative Aude 11 2 1| 165828 13,815 JISEC-DECSH-ADAL- 120007 - 2004 ZN0dfNon - Teaching Unflied
[Operation of Schoois - Jutior
[Region 11 - Cagayan (Hgh School (Grade 710 Grade
Valiny Oivision of ivabela B9E D005 Gamiu Rural School 10) Farm Worker | 3] 1 165,828 13,819 C3B FAWK]-110026-2001 00 Non- Teaching Unflled
Dperation of Schools - Jurwor
Regicn it - Cagayan High School (Grade 7 to Grade
P alley Division of lsabela 924 000 T 5an Mateo Vocationa! and Industrial Schaol 101 Facm Waorker ¢ 3 1 185,328 13.819 “DECSH-FAWKL-120037-2001 1001 Non - Traching rf led
Opearation of Schoals - lunier
Eegion & . Cagavan High Schocl {Grade 7 to Grade
fvales Division of Nueva Vitcaya 953 v anbu National Agrzultural School 10} [Adrunistralive Axde 11 2 1 165,828 1348 JOSEC-DECSS-ADA2- 120005-2023 22 YNon-Teaching unfiied
Pegion il - Cagayan Genesal Mansgement and
vaiiey Regional Office - Proper #07 B Adeunatiative Divsion Superaion JAdminsstrative Aude 1} 2] 1 183,328 13,818 OSEC-DECSA-ADAY - 1700114- 2004 C0aiNon-Teactung Unbilled
Division of Nueva Ecija - Office of the Schools General Managernent and
Region 1l - Central Luzon J0lvsion of Nueva Ecja 1015 000 1| Division Supernntendent Supervision [Administrative Aide i1 p: i 165818 i3 819 OSEC DECSB-ADAZ- 150026-2004 2004Nen Teaching Unfilled
Diivizian of Nueva Ecija - Office of the Schools [General Management and
Region 11 - Central Luzon]Division of Nueva Ecja 1015 000 HDiviston Superintendent Supervision Administrative Aide il e 1 165,826 13,815 05EC-DECSA-ADAZ-150025-2004 004 Non-Teaching Unfilled
Division of %an Fernando Division of City of San Fernango- Office of the [General Management and
[Regton It - Central Luzon fCity 1297 0048 Schooly Divisian Superintendent upeTeion [Administrative Aide 1 2 N 165 828 131,819 [OSEC-OECSB-ADAL 150014- 2004 2004Mon-Teaching unfiled
WA - (0Mice of the Schools Divizion Superntendent Genaral Management and
FCALASARION Division of Batangas City 1548 Division of Batangas City Supervizion [Administrative Aide It e p! 165 873 11819 OSEC-DECSB-ADAR- 270 140- 2004 2004Non-Teaching Unfilled
Ipesation of Schools - unior
m icre. Felicitimna T San Luw Integrated Senior High [High School (Grade Tt Geade
[Division of Laguna 185 1fSchonl 10} lAdmirustrative Aide i b y 165,818 139 JOSEC-DECSA-ADAL-270242-2004 2004 Non-Teaching Unifilies
A - Operation of Schools -
of Lucena City 1831 Dlementary Education, Division of Lycena City Flamentary |Kinder to Grade §) JAdmniztrative Alde 1 b, 1 16%,828 13,818 JOSEC-DLCSE-ALAZ-170236-2004 2008 Non-Teaching Unfilled
: = [0 son of Onnmial 1Fotcy ond Fesearch
AMMAROPA Mindorn 3954, 1| School Govermnance and Operations Division [Program Administrative Aide 1) 2 1 165,628 13,819 OSEC-DECSB-ADAZ-300023-2004 2004]|Non-Tauching Urnflled
(Opetation of Schools -
Region (VB - MIMARDPA [Division af Palawan 2007} (hvision of Palawan Elementary (Kinder to Grade 8) JAdminictrative Aide 1| b 1 165,828 11819 OSEC-DECSS-ADAL-300021-2004 20048 Non-Teaching Unfilled
(Geners! Management and
Regicn IVE - MIMARCPA [Regional Office - Praper 1850 0007 Administr ative Divisian Sapervision Administrative Aide 11 2 1 165528 13,810 OSEC-DECSB-ADALZ-I00013-2004 J004Non Teaching Unlilled




Regior Il - Cagayan

Office of the Schools Division Superintendent

Sereral Management and

[v aliey Livision of Batanes 813 1j8atene SpEration Statistician Alde 1 197,052 15,586 OSEC-DECSE-STATA-L2G001-2001 2003 Non-Teaching Unfilied
[Region it - Cagayan ELEMENTARY EDUCATION - SCHOOLS DIVISION  [Opevation of Schools -
Vatey ion of sabela ETHOF ISARELR Elermentary [Kinder to Grade &) {Dental Aude ! 187,002 15.586 OSEC-DECSE-DTA-S 20021-200 001 Non-Teacking Unfiliea
Region |i - Cagayan ELEMENTARY EDUCATION - SCHOOLS DIVISION  [Operation of Schools -
Valiey Dévition of isabeia A7HOF ISABELA {tementary (Kinder 1o Grade 6) |Dental Alde 1 187,082 15,585 OSEC-DECSE-DTA-120010-2001 2001 Non Taaching Undiled
Region ! - Cagayan FLEMENTARY EDUCATION - SCHOOLS DIVISION Iperation of Schaols -
[valley Division of [sabela #79]OF ISABELA Elemantary {Kindar 1o Grade &) [Dental Aide 1 187,012 15,586 OSEC-DECSE-DTA-120012-2001 2001 Non-Teacking Unfilled
Operation of Schools - lunior
Region i - Cagayan iigh Schoo! (Grade 7 to Grade
[V altey Divisien ol Tuguegaran City| 821 6]Cagayan National High School 10) Fiseal Clerk | 1 187,002 15,586 OSEC-DECSB-FCKY.7-2016 2016 Non-Teaching Unfilled
Ciperatian of Schanis -
Region Hil - Central Lugan jDivision of Aurcra 1012 3 Slementary Education-Aurora Elermentary (Kindes to Grade 6] J0ental Ade 1] 187,012 15,586 OAELC-DECSE-DTA- 1500192003 024 Nan Teaching Unfilled
. |0 peration of Sehools
[Region i - Central Luzon [Division of Nueva foja 1615 12| Uivsion of Nueva Edja-Talavera North District Elementary {Kinder to Grade €] [Dentsl Aide 1 187,012 15,586 OSIC-GECSB-OTA-15007-1558 19988 Mon-Teaching Unfilied
¥ Operation of Schools -
Givision of ity 1538 Flementary Eautation, Dividon of Satangas City  |Elementary (Xinder to Grade 6) |Dentai Aide 1 187,632 15,586 OSEC-DECSE-DTA-240027-1998 1998 Non Teaching untied
T (Cperation of Schoals
Oivision of Cavite 1466]i lementary Education, Division of Cavite Elamentary [Kinder ta Grade §) JUental Aide b 181,012 15,586 OSEC-DECSA-DTA- 1400311998 1598 Non-Teaching Unfilied
r Ciperation of KKhoois
of Cavite 146 Ulementary Education, Division of Cauite Elementary {Kinder 1o Grade 6] [Cental Ade | 147,052 15,588 OLEC DECSE-OTA-JA001E-1593 15988 Non Teuching Unfilled
Operation of Schodis - luniar
ol r igh Schoot (Grade 7 to Grade
[CALABARION of Davmarifias City sus 600 2| B asmaniAat Integrated Migh School 10) [Dental Ade ! 187,092 15,586 JOSEC-OECSR-DTA- 2400151598 19%8fton Teacking Unfifled
gin TV - | v Operation of Schodis
[CALABRRZON of Laguna 1843 5007| Diementary Education, Division of Laguna Elementary (Kindet o Geade §) [Dental Aide 1] 187,042 15,586 OSEC-DECSR-DTA-740041-1998 1958Non-Teathing Unfiled
WA - H r Dperation of Schools
SION Dision of San Pablo City | 1848 0001 |Flementary Tducatian, Division of San Pablo City JElementary (Kinder to Grade 6} J0ental Aide 1 187,032 15,586 OSEC-DICSH-DTA JTO02E- 20048 200MNon-Teaching Unfited
Region VA~ | Operation of Schoos -
ICALABARICH (ivisian of San Pablo City gaa 0001 Elementary Education. Olvisian of San Pabio City [{lementary (Kinder to Grade 8} JDental Aude 1 187,032 15,586 QSEC-DECSH-DTA- 280063 1958 1998 Mo Teaching Unfiled
[Regian IVA - j L‘-‘ [Operation of Schoo's -
[CALABARZON 4 of $ta. Rosa Gty 128a|E1ementary Edacation, Division of Sta flosa City  |Elementary (Kinder ts Grade &) [Dental Alde 1 187,032 15,588 OSEC PECSE-DTA-240040-1998 1958 Non-Teaching Undilied
2epicn IVE - MIMAROPA [Divivion of Marindugue 31744 1]Schoot Governsnce and Operationt Divivion Policy and Research Program  [Statntician Aige 1 187,032 15,586 [OSEC-DECSH-STATA-240001-1938 1958 Non-Teaching Unfilled
Division of Puerto Princesa
[Region VE - AIMARDPA [City 20594 3| choot Goverrance and Gperations Disnion L marner Suppart Program (Dental Aide 1 187,032 15,585 OSEC DECSR-OTA- 240002 -2000 20 Men-Teaching Unfilled
[Regeon X - Jlampoanga Opecation of Schoois
Periuia Division of Dipalog City 1311 041]Oivisinn of Dipoiog City Elementary Education Flementary (Kinder to Grade 6] [Dental Alde 3 187,652 15,586 OSEC- DECSH DTA-570028-1998 1988 Nan-Teaching Unfilled
Region X - Zambosngs  [Divesion of Jamboanga del Division of Zambaanga del Morte Elementary Ciperation of Schools -
Peninuls Norte 3833 1) Education fiementary (Kinder ta Grade 6] J0ental Aide 197,316 16,443 I5EC-DECSH DTA-S70016-1598 195Non Teacking Unfilled
[Region 1€ - Jamboangs  [Dwason of Zamboanga dei General Managernent and
Peniniula S 3878 Divinion of Zamboanga Del Sur Suiper @non Statitician Asde 1 197,033 15,586 1SEC-DECYA-STATA.ST0011-1958 1998 Non-Teaching unfilled
[Region (X - Zambaanga  [Division of Zamboanga del Diwision of Zamboangs det Sur Blementany [Operation of Schocis -
Feriniuia Sur 3877 AEducation Flementary (Gnder 1o Grade &) [Dents’ Ade H 187,032 15 586 IO4EC- DECSA-UTA-S70022-1998 159 Nen Teachg Unfilled
DIVISION OF NAGA CITY. ELEMENTARY joperation of Schools
son V - Blenl Oivirion of Nags City 213 EOUCATION Elemertary {inder to Grade 51 [Oental Ade p 15,5885 JOSEC OECSR-DTA-390145-1998 1998Non Teactung urfilled




»
Dperstion of Schanly - X
Region M - Central Luon [Divsion af Tarlac 1017 Divasicn of Tarlse Provirce [lememary (Kindar te Grade 6] JAdministrative Audle v 4 1 187,042 15,585 [OSEE DICILS ADAL- 1501162004 2004%on Teachang Urfilied
g ation of Schonly -
[Ragion 1 - Central Luzon [Divdsion of 1017} Dvsion of Tarlae Province Llementary [Kirder to Grade &} nistrative Ade IV A 3 IR7 D32 15,586 OSEC-DEC -150130-2054 200MMon-Teacwng Urndilleg
(Operation of Schoals -
Region (0 - Central Luzon [lsvision of Tardac 1017 Division of Tarlac Province Flementary [Kinder to Grade 6) Jadministrative Aide IV 4 1 187,082 15,586 OSEC-DECSE-ADASL- 1501232003 20G4Mon-Teaching Urfilied
[Operation of Schools -
[Regian i1l - Contsal Luzon [Uivislon of Tarlac Iu_lr Division of Tarlae Province flementary (Kinder to Grade 6) JAdministrative Aide 1V L ! 187,032 15,586 (OSEC-DECIH-ADAL. 1501352004 2004 Non- Teaching Unkilled
" VA - . Iperation ot Sehooly
B % of Batangas § 1823} 0ementary Education, Division of Aatangas amentary (Kinder to Grade 61 [Admwinisieative Ade s ity 3 RT3 15,58 OSEC-OICYE ADAL J70 1612004 2004fMan- Tea hing Urildted
A~ 4 ; " (Cperation of Schools -
5 of Batangny ¥ 132 Blementary Education, Divaiun of Batangas Elermentany (Kinder to Grade 6) JAdministr ative Ade IV k! ! 187002 15,58 OSEC-DECUR-ADAS-J70263- 2004 04NN Teathing Unfiled
ELE Dperation of Schools -
of Batangas f 1827} Flementary Edutation. Diviion of Batangas [Elementary (Kinder to Grade &) JAdministrative Aide 1V 4 ! 182,032 15,586 [OSEC-DECSH-ADAS-770730.2004 200MNon Teaching Uriidled
[l
WA - | - [Operation of Schools -
3 _ &
N imﬂt«h 1466 thementary Education, Dividion of Cavile Clementary (Kinder ta Grads 6] [Adiministrative Aida IV 4 1 187,632 15,586 JOSEC.DECSB-ADAS 2702742004 2904fNon Teaching Unfitled
Operation af Schools -
1848 5007 Bleamentary Education. Divisian of Laguna Elementary (Kinder 1o Grade 6) JAdmimstrative Aide 1V i 1 187,032 15,586 OSEC-DECSS-ADAS- 2783111004 Z2OaNan-Tea hing Unffled
Qperation of Schoels -
184E 300 [lementary {ducation Divivion of Laguna Elementary (Kinder to Grade 8) JAdrinistrative Aide tv E H i87.032 15,585 OML-DECWE-ADAS- 270426-2004 2004tan-Teaching Unfited
[Operation o Schools -
1848 1007 Hementury Education. Division of Laguna Elementary (Kinder 1o Grade &) JAdmiristrative Axde 1V B ! iR7 882 15,580 OSEC-DECR-ADAL. JTOI69 2004 2054 Tesching Lirfifled
JOpesation of Schools -
1848 500 MHlementary Education. Diviven of Laguna [Elementary (Kinder 1o Grade 6} [Administrative Aide 1v 4 H 187,032 15,588 OSEC-DECHB-ADAA- 2704222004 2008 on- Teaching Urdilied
jperation of Schools -
LBAS SO07|Elementary Education. Division of Laguna flementary (Kinder 1o Grade §) JAdministrative Axde IV R 1 187,032 15,586 OSEC-DECSRE. ADAS. 2704002004 2004fHon-Teaching Urfifled
[Operation of Schools -
1848 1007 Elamentary Fdutation, Divislon of Laguna [Elementary (Kinder to Grade 6} [Administrative Aide 1V 4 1 187,082 15,586 OSEC-DECSA-ADAL: JTOL0]- J008 H0Non-Teaching Untilied
[Dperation af Schools -
1248 500 7| Clementary fducation, Division of Laguna tlementary (Kinder to Grade 6) JAdministrative Axte iV 4 | 187,032 15,588 OSEC-DECSE -ADAS-2TO404-2004 00MMNon- Teaching Unfilied
(Operation of Schools
L6 L rlElementary Education, Division of Cuezon Elementary (Kinder 15 Grade 6] fAdministrative Aide v 4 1 387,082 15,586 OSEC-DECSB-ADAL 2704362004 2008Non - Teaching Unfilled
foperation of Schoois -
161 N Elementary Education, Divivion of Queron Elemventary (Xinder to Grade 6) JAdministrative Aide IV 3 1 187,032 15,586 [OSEC-DECSH ADAL-270473- 2004 2008Non Teaching tirdifed
Operation of School
1617 Elementary Education, Diviion of Cueton Elementary (Kinder to Grade 6) JAdministrative Alde IV o 187,032 15,586 (OAEC-OECSH-ADAL- 704172004 2008Nen-Teaching Unfilled
Dperation of Schools -
161 Hementary Lducation, Drvision of Clueion Elementary {Kinder te Grade 5) Jadministrative Aide 1V & 1 187,032 15,586 JOSEC-DECIB-ADAL- 270845- 2004 J00MNon-Teaching Undilled
[Operation of Schools -
151 7]Elementary Education, Divitos of Cluetan {{lementary (nder to Grade §) JAdmimstrative Aude IV E 1 A7 032 15,586 [OSEC-DECSE-ADAL: 2T0455-2008 2008 Non-Teaching Unfilled
[Operation of Schoals -
161T7jliementary Education. Division of Queran [Elementary (Kinder to Grade §) JAdminditrative Alde IV 1) AT.082 15,586 [OSEC DECSB-ADAS-JTOA3R- 2004 2004 Non-Teaching Unfilled




»
“ o
[Region 1WA - Iperation of Schools -
TALABARION 8 |Usision of San Pablo City | 1842 coo1fElementary Education, Division of San Pable City [flemmentary (Kinder to Grade £) JAdminists atrve Aide v 187,032 15,585 DECSE ADAS-270371-2008 2004Nan- Teachirg Unfiled
iOperation of Schocs
Region IVE - MIMAROFA JUrvision of Palawan Z00 ] tivesenn of Palswan Clementary [Kinder (o Grade §) JAdminict stive Aide 1V 181,012 15585 JOSEC-DECSE ADA4-30006.2- 2004 2004NGn Teachng Unhied
[Operation of Schools -
Region VE - MIMAROPA [Division of Palawan 2007 Division of Palawan Elementary (Knder to Grade ) JAdsunistrative Aide IV 187,032 15,588 JOSEC-DECSE ADAA- 100056- 2004 2004Non Teaching Undiled
Operation of Schools -
Fegion IVE - MIMAROPA [Division of Palawan 2 Otsion of Palawan Elementary [Kinger to Grade &) JAdministrative Alde iV 187,032 15588 OSEC-DECSH- ADAS- 30006 1-2004 2004 Non-Teaching Undifled
Dperation of Schools -
Region (VB - MIMAROPA [Uniton of Palawan 200 Drvision of Palawan Elementary (Knder to Grade 6) JAdeawnistrative Alde IV 147,032 15,586 DSEC-DECSE-ADAS- 1000682004 2004800 Teaching Unfilied
(Operation of School
[Regicn IVE - MIMAROPA [Divssion of ¢ slawan 230 Hinvizion of Palawan Elementary (Kinder 15 Geade 5) JAdmintrative Alde IV 15.586 OSEC-DECIR-ANAL JOD0ES - 2004 en-Tesching Unfifed
Dperation of Schools
Fegion V& - MIMAROPA JDivision of Palawan 00 Diviskon of Palawan Elemertary (Kinder to Grade 8] Adninistrative Aide 1y 187,032 15585 ISEC-DECHE- ADAR I00USS- 2004 2008 Non-Teaching Untilled
Operation of Schools -
[Region (VB - MIMAROPA [Division of Palawan 2007 vsion of Palawan Elementary (Kinder to Grade 6] |Administrative Aide v 187,032 15,586 OSEC-DECSH-ADAL- 1000642004 2004fNon-Teaching Un#iiied
Dperation of Schoaols -
Region IVE - MIAAROPA [Division of Palawan 2007 Dvizion of Falawan Elementary (Kinder to Grade 6} JAdministrative Aide v 187,032 15,535 C5LC-DECSB-ADAL- 100068 2004 2 Nen- Teaching Unfilled
Fegion (X - Zamboangs  [Uistiion of Jamboanga del Division of Jamboange del Sur Elementary [Operation of Schagls -
Panniuia Sur 3877 YEdacation Elementary [Kinder 1o Grade &7 JAdministrative Aids (V 187,032 15,588 [OSEC-OECSE ADAS-ST00€D- 2004 2008Nan-Teaching Unflled
Divition of Camarnres CHVISION OF CAMARINES NORTE-ELEMENTARY Operation: of Schook -
jRegion V - Bicod Norte EDUCATION flemeniary (Kinder to Grade §) JAdministrative Aide IV 187,032 15,586 JOSEC -DECSB-ADAS 35027 I0048Mon-Teaching Unflad
[Divinon of Camarines DIVISION OF CAMARINGS NORTE-ELEMENTARY  [Operation of Schacls -
[Begion ¥ - Beenl Marte 3214 S{EDUCATION lementary {Kindes to Grada 6] |Ademinatrative Aide IV 167,022 1558 OSEC-DECSH-ADAL-350227-2004 2004 Non Teachay Unfifled
Crivision of Camarines DIVISEON OF CAMARINES NCRTE-ELEMENTARY  |Cperation of Schools -
fegion V - Bicol Norte 2214 S[EDUCATION Elementary {Kinder to Grade €] JAdministrative Aide IV 187,032 15,586 OSEC DECSB-ADAL- 1902 215-2004 04N Teaching Unfitled
Orvision of Camarines DIVISION OF CAMARINES NORTE-FLEMENTARY  [Operation of Schools -
[Fegion v - Bxol Norte 212 SHUUCATION Elementary (Kinder to Grade £] JAdminist:ative Aide IV 187,032 15,588 OSEC-DECES-ADAL- Y902 14- 7004 2008Nan-Teaching Unfilled
Uivtsion of Camarines TASON OF CAMARINES NCRTE-FLEMENTRARY  |Operation of Schools -
[Fegion ¥ - Bicol Norte EDUCATION Eementary (Kinder to Grade &) Jadmimstrative Aide 1V 181,032 15 386 DSEC-DUCLE ADAL-290212- 2004 2008 Non- Tesching Unfitled
DIVISION OF SORSOGON- ELEMENTARY Oparation of Schooh
Region V - Gicol Divinien of Sorsogon 2217 SEDUCATION [Elementary (Kinder to Grade §) JAdminivrative Ade v 187,032 it.sEs OSEC-DECSE-ADAS- 3902392004 2004Non-Teaching Untilied
DIVISION OF SORSOGON- ELEMENTARY Cperation of Schools
Region V - Bicol ivision of Sorsogon 2217 SEEDUCATION Elementary (Kinder to Geade 6) JAdministrative Aide IV 187,013 15,588 OSEC-DECSH-ADAA- 190249 2004 20084 Noey-Teaching Unfilled
DIVISON OF SORSGGON- ELEMENTARY [Operation of Schools -
[Region V - Bicoi (hision of Sortogon 2217 S{EDUCATION Hlementary (Kinder to Grade 5) fAdministrative Alde IV 187,032 15,586 OSEC-DICSH-ADAS-390217-2004 2004Non-Teaching Unfilled
[Region VIl - Central IO peration of Schoaly
itavas Division of Bohe! 261 3jElementary Education - Division of Bohal flementary (Kinder to Grade 5j [Adminittrative Aide IV 187,032 15,588 JOSEC-DECSH-ADALS 10084- 2004 200YNon Teachiog Usfiled
Pagion Vit - Central L:,‘pn-tmn of Sehoods -
ayar [Divrsion of Bobol 263 jClementary Education - Division of Sohal lementary {Gnder to Grade 51 JAdministrative Aide IV 15588 QSEC-DECIB-ADAS 510040-2004 200NN Traching Unfilled
Fegion Vil - Centra! [Operation of Schoots -
Visayas Biviron of Bohol reiifEiementary Education - Division of Bokel Elementary (Kinder to Grade §] JAdministrative Aide IV 187,032 15,586 [OSEC-DICIR ADAS- 5100462004 2008 Kon Teacking Unfilled




tiationa’ Capital Region

Drasion of Valenzuela City-Office of the Schools

General Management and

{INCER} (Divition of Valenzuela 241 2345]Ovnsion Superintendent Supervision Admirnstzative Ade IV 187,032 15586 OSEC-DECSB-ADAL. 30012-2005 200 Non - Teaching Unfilled
National Capital Region Division of valentuela City-Office of the Schools [General Management and
(NCR) Division of Valentuela M1 .‘145‘ﬂmﬁun Superintendent Superviaion Administrative Alde IV 187,032 15,586 OSEC-DLCSR-ADAS-30030-2005 20054Non - Teaching Unfilled
Division of Ls Union - DHice of the Schools eneral Managernent and
[Region | - locoy Division of La Union 241 35 Divtsion Supefintendent Supervision Adrurestrative Aude 1V 1R.082 15,586 OSEC-DECSB-ADAL-6010%-2004 100Non-Teaching Unfilled
Civision of La Union - Office of the Schools Cueneral Management and
Region 1 - Bocos [Division of Ls Union 241 35¥ Oivision Supenntendent Sspervision Adsministrative Alde IV 187,002 15,585 [OSEL -DECSA-ADAL-ED103- 2004 100NGn-Teaching Unfillad
Urizion of Pangasnan I - Cffice of the Schools  JGeneral Management and
[Region | - Bocos Division of Pangavnen it 715 Tjiiwsion Superintendent Supervisian Admonittrative Aide IV 187,032 15,586 OAEC-DECSS-ADAS-60231-2004 2004Mon-Tearhing Unfilied
Drestion of Pangavinan 1l - Office of the Schools  [General Management an3
Fegion |« lacoy Divivion of Pangasinan |l 718 HUivision Supsrintendent Supervision Aamineitrative Aide IV 15,580 OSEC-DECR-ADASH02356-2004 Rt L Unfilled
S Divizion of Pangasinan i - Offiwe of the Schools Ganeral Management and
Region | - locos Ditwision of Pangasinan li 738 T|Devsian Sugerintendent Supervision [Adminustrative Ade IV A7, 882 15,586 OSEC-0ECSE ADAR-GL] 5-2004 2008 Nan- Teaching Unfilled
Divison of Pangasiran fl - Office of the Schools  [General Minagement and
Region | - llocos Diwvtaion of Fangasinan il 728 N Division Superintendent Suprer vinion [ Aaministrative Alde IV 187,032 15 586 QSEC DICSH ARAS-6I185-2004 2004 N Teathing Unfilled
Division of Pangasinan || - Office of the Schoolt  [General Management and
Region | - llocas [Mwision of Pangaesinan || 728 TjDivetion Superintendent Supesision Administrative Aide IV 187,034 15,586 OSEL-DECSB-ADAS-H0212-2004 2000 Non-Teaching unfilled
Division of Pangasinan 1l - Office of the Schaok  JGeneral Management and
[Region | - llozus Lirvision of Pangasinan U 728 7| Divisien Superintendent Supervision Administrative Aide IV 142,032 15,585 OSEC-DECSB-ADAS-50148-2004 2004 N Teaching Unlilled
Region I - Cagayan Gereral Managament and
b/ atmy Division of lsabela 878 1]0Mice of the Schooie Division Superintendent Supersision sdmenistrative Aide IV 187,032 15,585 O SEC-DECEB-ADAS-120145-2004 2004)Non-Teactung Unfilled
[Region it - Cagayan Genera! Management and
a3y Oversion of itabela §78 1]0ffice of the Schools Divition Superinténdent P T IGH Adrministrative Ade IV 15,586 PEC-DECSE ADAR- X173.2004 2004Non-Teaching Untifled
ﬁcgm 1l Cagayan Genersl Management and
v aliey Duvinicn of luabela £78 1jOffice of the khool Divivion Superintendent Superaiion Adeministrative Ade 1Y N7 15,586 OSEC-DECSB-ADAS- 120172-3008 20048%00-Teachng Urdilled
[Fegion Il - Cagayan reviesal Management and
[v aiers Cersion of Nueva Virtaye 344 1|Oftice of the chools Division Supenntendent S per waton Admaintstrative Ade IV 187,082 15,586 O5EE -OFCSR-ADAL- 120025-7004 2004Mon Teaching Unfifled
[Region: 1§ - Cagayan [Office of the Sschoots Division Superintendent-  [Genaral Management and
[Vabey Division of Caino 561 1|Quinnog Spervitian Administrative Alde IV 187,042 15.58¢6 OSEC-GECSH-ADAS L 200212008 J008Non. Tesching Unfilled
Region i - Cagayan Gitice of the Schoots Division Superintendent- [General Management and
| atiey Dvvision of Guiring 363 HOarino SupmIvishon Admiristrative Aide IV 182,041 15,586 OSEC-DLSD-ADAR-320020- 2004 20084Non - Teaching Unfilled
egion 1| - Cagayan Office of the Scheeols Division Supenntendent General Management and
Valley Division of Quirino %63 1§0uinng Supervision Administrative Aide IV 187,032 15,586 OSEC DICSR ADAS-120015-2004 2008Nor - Teaching Unfillad
Region U - Cagayan Office of the Schools Division Superintendent - General Management and
[ealiev Lavision of Quiting 563 1jQuinine Supervition [ Administrative Ad= IV 187,082 15,586 OSEC-DECSE-ADAS- 1200182004 2004INon- Teaching Unfilled
Region il - Cagavan (tHice o the Schook Divivion Supecintendent General Management and
Valley [Dvition ol Quiring w63 LUuirine [huper wiion Jadministrative Aide 1V 197,032 15,586 OSEC-DFCSA-ADAS-120017-2004 2004 Hon Teaching Linfiled
Dwwision of 3an Fernando [Divition of City of San Fernando- OHice of the [General Managernent and
1292 0048 Sehooly Dretsion Superintendent huperanion Admunistrative Alde IV 147 632 15,586 OSEC-DECSR-ADAL-150166-2004 I008Nor-Teaching Lnfiled
[OMice of the Schools Division Supe-intendent, General Management and
of Cavite’ 1386 1| Dwvision of Cavite Superwiion Administrative Alde IV 187,632 15,586 OSEC-DECSH-ADAS-IT0 2582004 2004dNon-Teaching Unfilied
Otfice of the Schoolt Divition Superintendent, General Management ard
n of Quston 163 Divisian ol Quezon S pot wition Adeniniatrative Arde IV 197 316 16,441 OSEC-DECSB-ADAL- 1T70461-2004 20MNon Teaching unfilled
Feison of Onental Tsonoral Management and
Mindora 4954, 1|Office of tha Schools Division Superntendent[Supervision Adiministrative Alde IV 187,032 15,586 OSEC-DECSB-ADA4- 300086 2004 2 [Non-Teaching Unfilled
[ Taon of Orental (Senaral Managemant and
Mindars 3554 t{Office of the Schools Division Suparntendent [Superveion Administrative Ads IV 187032 15,586 OSEC-DECSB-ADA4-300091-2004 2004fNon-Teaching Unfiled
riwion of Orental Tenoral Management and
Mindor 1954 1]0tMce of the Schaois Division Superntendent [Suparsion Admunistrative Ade IV 187.032 15,586 OSEC-DECSB-ADA4-300092-2004 2004]Non- Teaching Linfiied
Wimion of rental Treneral Management and
hindore 1554 1]|Office of the Schaois Drision Superylendent |Supanvision Adminsiratve Ade IV 167,032 15.586 (OSEC-DECSB-ADAS-300081.2004 2004[Non- Teaching Unfiled
Divmaon of Onantal Geneal Managemant and
Wandoro 1954 1]Office of the Schooss Dvison Superntendont [Supanvsion Adminstratve Ade IV 187,032 15586 OSEC.DECSS-ADAL-I00088-2004 2004JNon- Teiching Unfited
Diision of Gnencal Genoral Nanagement and
Mindoro 3554 1]Office of the Schocls Division Sugerintendent [Supervision Adminisirative Alde IV 187032 15586 OSEC-DECSB-ADAS-300080-2004 2004fNan-Teaching Unfiflod
[Region 1X - Jamboargs seneral Maragement and
Ferunsula Division of Dipolog City 129M0ce of the Schools Division Superintendent Supervision Admiruteative Alde IV 187,032 15,586 (OSEC-DECSS-ADAL-5TOG75-2004 008N an-Teaching Unfilled
[Ragion O « Lamboarga [General Management and
Peninsuia [Diviian of (hpolog ity 3298Otfice of the Schaaks Division Supernntendent Supervision | Admirustrative Aide IV 187,082 15,586 [0sEC DECSE-ADAS-5T70074-2004 2004fNon-Tesching Unfilied
ion X - Zamboanga Jeneral Management and
[Penintuia Division of Zamboanga City 3975]Division of Zamboanga City Super vision Administrative Asde IV 187,012 15,586 lOSEC-DECSA ADAL-ST0H36-2004 2008{Non-Teaching Unfilled
[Region (X - Jamboanga (Genera! Management and
fpeninsuta Division of Jamboangs City 3975{Disision of Zamboanga Uty apervision Admimstrative Ade (V 187,032 15,586 SEC DECSB-ADAA-5T70103. 2004 2004Mon - Teaching Unfited




Civigsion of Angeles City- Curriculum

wrrwwlar programs, learning
management models,
standards and strategy

INJNoﬂ Teathing

Region 11l - Central Luzen J0idsion of Angeles Oty 1015 01 implementation Division [development Librarian | 1) 324,000 22,000 JOSEC-DECSR-LIAL-150010-2009 Unfilled
(Divivion of Angeles City- School Governances and
Region 11 - Central LuzonjDivision of Angeles Tty 1019 01 HOperations Divigion Policy and Research Program  JAdevinistiative Officer 1 81 324 0G0 17,000 OSEC DECSS-ADOI2-150018-2008 2004 MNan-Teaching Unfilled
Division of Mabalacat City- Office cf the Schoohi  [General Management and
Bagion i - Central Luton [Oedsion of Mabalacat City 1021, 71 Division Superintendent Superiorn 2 deruniatvative Oficer il 11 138,000 27,000 GSEC-DECSH-ADOF- 1500022013 2013 Non-Teaching Unfilled
Division of Nueva Edja - Office of the Schooly senweral Managesient and
Region 1 - Central Luton [Dnition af Nueva Eci 1015 000 L] Ossision Superintendent Supsrigion Adrwnistrative Officer I 11 326 000 17,000 OAEC-DECSR-ADOF 2- 1500072004 2004 Mon- Teaching Unfified
Diketion of Nueva Ecila - Schoel Governance and i
Regicn 1 - Central Luton [Division of Nueva Ecija 1015 0023 Cperatiani Division Policy ared Rewearch Program  JLibrasian | i1 324,000 27 000 OSEC-OICHA-LIBL- 150804 2007 200 Nan-Teacing unfilea
] Dweision of Otongapo City - Office of the Schooly  [lieneral Munagement and .
Region i1l - Central Luson |Bivision of Olongapo City 1021 00 1jaision Superintendent Supervision & drmenistrative Oficer Il 11 27.000 OSEC-DECYE-ADOF }-150021-2004 2oGygNon-Testhing Unfilled
{iveiskon of San Fernando Divisean of City of San Fernando Office of the [General Management and
Pagicn 1l - Central Luton, City 1792 semvonls Division Superintendent Supet vision [Adrunisteative OHicer 1l 13 324,000 27,000 OSEC-DECSB-ADDF2-15007 - 2004 200Mtion Teaching Unfiled
Curncular programs, learning
Imanagement mooels,
Division of San Fernando [ivision of City of San Fernando- Curricstum standards and strategy
[Region 1l - Central Luzon ity 1292 005 implementation Division g apment Librasian | 11 324,000 17,000 JOSEC - DECSE-LIB Y- 150008-2009 200RNon Tirg unfiled
Givision of 5an jose del Division of San jowe Del Maonte City - Office of the [lsnerai Management and
e gion 1l - Central Luzon {Monte City 1266 Gi1]school Bivitlon Superintendant Superaiion Administrative OHicer 1 11 224,000 27.000 OSEC-DECSE-ADCH2-150073-1004 200aiNon Teactung tinfdled
Cutticiular programs, learning
managemert madels,
[Division of San joe del Divigion of San jose Del Monte City - Curniculum  fitandands and strategy
Ragion [l - Central Luzon [Monte City 1256 tmplemantation Didsion [ deve opmert Litrasian | 11 24,040 27,000 OSEC-DECSA-LIBL-150067-1011 201 fHon-Teaching Undi
Joperation of Schoots
Region il - Central Luzoa [Diduon of Tara 101 FjDwision of Taris Province [Flementary {Kindes to Grade 6] [ibranan | 11 374,800 27,600 OSEC-DECSH-LIB1-150004- 2009 0UANon-Teaching Unfied
jOperation of Schocks
Region 1 - Cendral Luzon [ivision of Tarlad mg Diwision of Tartae Province tlementary (Kinder ta Grade 6] JLibrarian | 11 124,000 17,000 (OSEC-DECSB-L18]- 1500052009 200 Non-Teaching Unfilied
(Operaton of Schools «
Region |ll - Central Luzon |Disision of Tarla 101 Dinetsion of Tarlac Province Flementary (Kinder ta Grade &) Jlibrarian | 11 324,000 27,000 OSEC-DECSS-LIBY- 1500022011 201 jton-Teaching Unfilled
Jperaticn of Schoods -
egian ol - Central Luzon [lviion of Tariac 101 7jDivetian of Tarlac Pravince lementary [Kinder t3 Grage §) Pdminittrative Oftuer 1 13 324 000 27,000 OSEC-DECSE-ADOF2-150017-2004 2008 MNon Teaching Unfilied
Drvision of Tartae Oty - Difice of the Schooly Genetsl Managemenst and
Region I - Central Luzon JDewision of Tariac City 1021 1Y Divivion Superiendent Supetvinon Admirastrative Ottices Il 1Y §24,000 27,560 OSEC-DECSS 21300262004 1004Mon- Teacking Untiliea
HA— i o ice of the Schools Duwvision tuper ntendent Ceneral Management and
CALABARION Gavision of Antipoela ity 1am1|Dwision of Antipala City Supervision Admuristrative Offices 1l 11} 124,000 27,000 JorsEC -DECYR-ADOT 2-35-2008 2008 Nan-Teaching Unfilled
VA - 4 (Operation of Schools -
“ALARARION ' of Batangas 1818 tlementary Education, Divition of Batangas [ lementary (Linder to Grade ) JUbranan | 13 337,932 28,161 [OSEC DECSE-LIAL- 2700042009 2004 Kon Teaching unfied
Region VA ¥ Dperation of Schools -
JCALABARTON [Division af Quezon 151 M Flementary Education, Division of Gueton Hementary (Kinder to Grade &) JLibrasan | 11 324,000 27,000 (QSLC-DECSB-LIBY-27000%- 2010 20104 Non Teaching unfilled
Region (VA - MIMAROPA [Ubasion of Calapan City 1714 5|5chool Governence and Operations Divition Policy and Kesearch Program  fubcanan | 11 324,000 27,000 YSEC-DECSH-LI8]- 300011 2011 2011{Non-Teachng Unfilied
[Region VD - MIMAROFA [inivon of Calapan City 1714 8] %chool Gover nance and Operaticns Divition Policy ana Research Program  [librarian | 11 324 000 27,000 lOSEC DECSB-LUS ] 300007-2009 200RNan-Teathing Unfiied
Region WE - MIMARDFA [Davion of Marindugue 37451 ehuel Governance and Operations Divition Policy and Zesearch Program  JAom we Offscer 11 13 114,000 272,000 OSEC-DECSE-ADOFZ- 3600112004 2004 Non-Teacking Unfilled
Region VD - MINARDPA FlHvsion of Matindugue 1745 t]5choe! Governance and Operations Division Policy and Retearch Program sy arian | 1 524,000 27,000 IOSEC-DECSA-LIB1-300001-2011 J011INon Feaching unfilled
gion VA - MIMAROPA [Division of Marndugue 3746 1]School Governance and Operations Division Policy and Hetearch Program  Jlibrarian | 11 A24 000 27,000 JOSEC-DECSB-LIB1-300002-201 1 201 Non-Teaching Unfilled
TTion of Onental Senotal Management and “DECHE- B
hindorn 1554 1]Office of the Schools Divison Suparntendent fSupervisian Administrative Officer i 11 324,000 27.000 21 ‘.‘D(MJNM Teaching Unfilled
Currdcular programs,
loatning management
Regon IVB - Onision of Onental maels, standards and
MIMARCPA [Mindora 3954 1|Curmcuium implamentation Devision sirategy duvelopment Libraran | 11 324 060 21000 SEC-DECSE-L81-300003-2009 2&‘4% Taaching Unfilled




joperation of Schools - Junicr
1= Cagayan tueva Vircaya General Comprehensive High Wigh School {Grade T to Grade
Drssion of Nuevs YVizcaya 456 School 10} Admindstrative Aide W1 | 210,636 17,553 YSLC-DELSE-ADAL-120018- 2004 2004Non-Traching Uirfilled
ion Il - Cagayen Difice of the Schools Division Superintendent Gnneral Management and Communications | quipment
IV altey Disision of Tuguegaran City 21 1fTuguegarac Suprrvision [Cperator 1 L2 220,548 18,379 JOSEC-DECSE-CED2-7-2020 2020fNon Teaching Untiled
[Operation of Schosls - lunio
Region Il - Cagayen Hsgh School (Grade T to Grade
hiatley [teinson of Tuguegarao City 8216} Cagayan Natinnal High Schont 10) accounting Clerd 11 | 210,636 12,553 OSEC-DECSE ALZ 62016 Z016fNon-Teaching Unfiled
(hperation of Schoals - Junior
[2egion 1t - Cogaygan High School (Grade 7 to Grade
valley Diwision af Tuguegarao City 521 iCagavan Naticoal Hgh School 10} Mechanic ! &) 210 60 17,553 DSEC-DECHE PALCH2 120001 2008 J00%INon- Teaching Unfilled
[Region X - Narthern » Uivision of iiigan Oty - Office of the hooly  [General Management and
indanao [wenion of ligan City 4075 1 Divivion Suprintendent uperstion fcters E 210,636 17,543 OSEC DECSB-CRI-8- 2018 2019Non-Testhing Untiled
Development ana Management
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Job Description - Ver. 3 (January 10, 2025)

e JOB DESCRIPTION JD No. Revision Code: 00
Department of Education
Position Title Attorney IlI | Salary Grade 21
Parenthetical Title Governance Level | Schools Division Office

Office of the Schools Division

Office/Bureau/Service Superintendent Unit/Division Legal Unit
Reports to Schools Division Superintendent Effectivity Date
Positions Supervised Legal Assistant |

JOB SUMMARY

To provide effective, efficient, judicious and expeditious legal service to the Schools Division Office (SDO) through:

©
[]
L]

impartial, evidence-based, and speedy disposition of administrative cases and compilaints;
effective and efficient in-house general legal services;

safeguarding the Department's rights and interest on school sites; and

constant monitoring and timely submission of reportorial requirements required by law.

QUALIFICATION STANDARDS

CSC Prescribed Qualifications

Education | Bachelor of Law

Experience | One (1) year relevant experience

Eligibility | RA 1080 (Bar)

Trainings | 4 hours of relevant training

Preferred Qualifications

Excellent written and verbal communication skills

At least one (1) year of supervisory and managerial experience

Basic knowledge in computer operation such as Microsoft office, Excel. Powerpoint, use of the internet

MCLE Compliant

SDO_0SDS_Attomney il
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Job Description ~ Ver. 3 (January 10, 2025)

KEY RESULT AREAS

DUTIES AND RESPONSIBILITIES

ADMINISTRATIVE CASES AND
COMPLAINTS

Evaluate complaints thoroughly to determine their validity, scope, and the appropriate
course of action.

Conduct preliminary or fact-finding investigations as directed by the Disciplining
Authority, ensuring a comprehensive and impartial gathering of evidence; subsequently,
prepare detailed and well-organized investigation reports.

Draft legal documents including resolutions, formal charges, and decisions related to
cases or complaints involving non-teaching personnel; prepares detailed and sound
legal opinions on appeals as directed by the Disciplining Authority.

IN-HOUSE GENERAL
LEGAL SERVICES

Provide legal opinions, interpretations, and advice on laws, rules, regulations, and
policies relevant to the Department of Education (DepEd) to the Schools Division
Superintendent (SDS) and other personnel of the SDO.

Assist the Formal Investigation Committee as amicus curiae by offering specialized legal
guidance, ensuring strict adherence to procedural rules, and clarifying legal issues
during formal investigations.

Serve as Special Prosecutor in formal investigations when designated by the
Disciplining Authority, representing the interests of the Department and ensuring due
process.

Prepare, review, and provide legal assessment of contracts, Memoranda of Agreement
(MOA), and other legal instruments involving DepEd to safeguard the Department's
interests.

Review and sign division clearances certifying the pendency or non-pendency of
administrative cases involving personnel.

Issue Certificates of No Pending Case for non-teaching personnel, ensuring accuracy
and compliance with existing DepEd policies.

SDO_0SDS_Attorney il
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Job Description — Ver. 3 (January 10, 2025)

KEY RESULT AREAS

DUTIES AND RESPONSIBILITIES

Evaluate and provide legal recommendations on requests for correction or amendment
of entries in school records, ensuring proper adherence to legal standards and existing
DepEd guidelines.

Lead, manage, and coordinate the operations of the SDO Legal Unit to ensure the
efficient and effective delivery of legal services aligned with DepEd mandates and goals.

SAFEGUARDING OF SCHOOL SITES
OWNERSHIP

Lead and facilitate school heads in their coordination with relevant government agencies
such as CENRO, PENRO, DENR-RO, DPWH, LRA, NCIP, DOH, BIR, LGUs, and other
appropriate authorities on legal matters concerning the issuance, registration, and
protection of Certificates of Title for school sites.

Provide legal support to the Office of the Solicitor General (OSG) in pending cases
involving school sites; represent the DepEd in court proceedings related to school site |-
ownership when deputized by the OSG.

Draft, review, and evaluate legal documents related to school sites, including but not
limited to Deeds of Donation, Usufruct Agreements, Sale Contracts, Titles, Tax
Declarations, and Special Power of Attorney (SPA), ensuring compliance with legal
requirements.

Conduct thorough verification and analysis of legal issues and concerns affecting school
sites; provide timely advice and take appropriate action to resolve such issues in
coordination with concerned stakeholders.

Submit reportorial requirements on cases and complaints and the status of school site
ownership to the appropriate Offices within the prescribed period.

SDO_OSDS_Attomey i
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Jab Description - Ver. 3

—
i
Sy JOB DESCRIPTION JD No. Revision Code: 00
| _Department of Education
| Position Title Legal Assistant | Salary Grade 10
Parenthetical Title Governance Level | SDO
. Office of the Schools Division . - .
Office/Bureau/Service Superintendent Unit/Division Legal Unit
Reporis to Attorney il Effectivity Date

Positions Supervised

JOB SUMMARY

the Legal Unit. »

i The Legal Assistant | supports the Schools Division Office Legal Unit by gathering, examining, and analyzing information or facts related to
cases, matters, and issues received, submitted, or referred to the office. The position conducts investigations when necessary and provides
comprehensive clerical, legal, and administrative assistance to the Attorney lll. Through these functions, the Legal Assistant | contributes to
the delivery of effective, efficient, judicious, and timely legal services, ensuring the smooth, responsive, and well-coordinated operations of

QUALIFICATION STANDARDS

A. CSC Prescribed Qualifications

Education

Bachelors Degree

Experience

None required

Eligibility

Career Service Professional (Second Level) Eligibility

Trainings

None Required

B. Preferred Qualifications

Education

Preferably with at least Units of Bachelor of Laws

Excellent written and verbal communication skills

Basic knowldge in computer operation such as Microsoft Office. Excel, Powerpoint, use of the inernet

SDO_OSDS_Logal Unit_Legai Assistant |
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Job Description - Ver. 3

KEY RESULT AREAS DUTIES AND RESPONSIBILITIES

INVESTIGATION « Conduct impartial, evidence-based, and timely preliminary or fact-finding investigations as directed by
the Disciplining Authority.
o Prepare Notices of Order to Submit Counter-Affidavit / Answer, Notices of Hearing, and Clarificatory
Orders, ensuring accuracy and compliance with legal procedures.
« Prepare comprehensive investigation reports based on verified facts, ensuring timeliness and adherence
to due process. ,

Draft simple or routine correspondence and communications in support of the Legal Unit's operations.
o Conduct legal research on applicable laws, rules, regulations, and jurisprudence to support case

IN-HOUSE GENERAL handling and policy implementation.
LEGAL SERVICES « Prepare Orders for the correction of entries in school records, subject to the evaluation of the Legal
Officer.

e Coordinate with School Heads regarding legal issues and concerns related to school sites, ensuring
proper documentation and resolution.

+ Log, monitor, and follow up on schools’ compliance with the Child Protection and Anti-Bullying Policies
and consolidates related reports.

o Assist clients with legal concerns or issues received in person, by phone, or through electronic mail,
ensuring prompt and courteous service.

» Consolidate reportorial requirements, including but not limited to complaints, case updates, and the
status of school site ownership, and submits them to the appropriate offices within the prescribed period.

e Verify the pendency or non-pendency of administrative cases for the issuance of certifications or division
clearances.

SDO_OSDS_Legal Unit_Legal Assistant |
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Job Description — Ver. 3

KEY RESULT AREAS DUTIES AND RESPONSIBILITIES
RECORDS AND « Receive, record, and route documents addressed to the Legal Unit with attached routing slip and forward
DATABASE them to the appropriate person/office, ensuring proper tracking and status of documents.
MANAGEMENT ~+ Maintain an organized filing system for case files, reports, and other legal-related communications,

ensuring documented information is easily retrievable, accessible, and securely stored.

e Create and maintain secure databases on school site ownership and cases — including, but not limited
to, child abuse and bullying — to ensure accurate tracking, reporting, and controlled access to
information. )

o Document proceedings of Legal Unit meetings such as clarificatory conferences, case briefings, and
agreements; draft and distribute minutes to concerned parties, and safe keeps copies for future

reference.
ADMINISTRATIVE s Provide administrative assistance and support to ensure the smooth operations of the Legal Unit.
SUPPORT o Prepare and encode documents, reports, and presentations in electronic format for the Legal Unit

o Coordinate and facilitate the schedules of the Legal Unit's activities, including trainings, workshops,
meetings, and appointments with other offices

« Coordinate the preparation and processing of documents required for the Legal Unit's activities and
operations. .

e Arrange and coordinate meetings and appointments with external parties, including scheduling dates,
securing venues, and arranging meals as needed, and confirm details with all concerned.

o Prepare clearances and certifications as requested, securing the signature of the proper authorities.
Coordinate travel bookings for staff as instructed and provide timely feedback on booking status.
Ensure the security, proper maintenance, and availability of office equipment, as well as the timely
replenishment of office supplies.

o Receive and route incoming calls or logs relevant information and promptly notifies the concerned party.

o Log concerns brought to the office and follow through on inquiries until resolution.

SDO_OSDS_Legal Unit_Legal Assistant |
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Job Description — Ver. 3

Department 6f Education

JOB DESCRIPTION

JD No. Revision Code: 00

Position Title

Administrative Officer IV

Salary Grade 15

Parenthetical ftle

}

SDO

Office of the Schools Division

Governance Level

Office/Bureaul/Service Superintendent Unit/Division Administrative Unit - Procurement
Assistant Schools Division Superintendent
Reports to  Administrative Officer V P Effectivity Date
| Positions Supervised Administrative Officer ||
Pl ___JosB SUMMARY .

The Administrative Officer |

V oversees and manages the full procurement cycle in the Schools
from planning and bidding to contract administration and mon
(IRR), and related procurement guidelines. The-position is in-
users and the Bids and Awards Committee (BAC), and ensures transparency
By integrating procurement planning, process

Division Office (SDO), ensuring that all activities,
itoring are compliance with RA 12009, its Implementing Rules and Regulations
charge of the Procurement Unit, supervises staff, coordinates closely with end-
, accountability, and efficiency in all procurement transactions.
:management, contract oversight, and performance evaluation,

resources. mitigates risks, and delivers timely,

2 the AO 1V safeguards public
quality goods and services to support the SDO’s operational and educational objectives.

A. (—S_é—c Prescri'bec'!'.’ Quéiifications

QUALIFICATION STKKDARDSM o

Education

Bachelors d'e’g‘re'e relevant to the job

Experience

1 year relevant experience

Eligibility

Career Servicé Professional (Second Level Eligibilty)

Tralnings

B. Preferred Qualifications

4 hours of relevant training -

Education

Experience

Eligibiiity

2 years relevant experience in Procurement

Trainings

8 hours relevanf"tfaining

SDO_OSDS; Admin Unit_Proc_ACH
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Job Description — Ver. 3

KEY RESULT AREAS . |

Procuremeitt Planning

Facrhtate the end-users ln the preparatron.and completion of therr procurement-related documents

- Prepare the Division Annual Procurement Plan for Common-Use Supplies and Equipment (APP-

ensuring compliance with existing procuremcnt laws, rules, and guidelines such as RA 12009 or
the New Government Procurement Act..

CSE) by collecting, revrewlng. and consolidating the Project Procurement Management Plans
(PPMPs) of all SDO units, ensuring comploteness, accuracy, and alignment with agency
requirements, for approval of the Schools Djvision Superintendent (SDS) and submission to the
DBM-Procurement Service within prescribed timelines.

Supervise the submission the PPMP and other related procurement documents by end-user to
ensure accuracy, completenoss and compliance prior to consolidation into the Division APP for
recommendation to the BAC and approval by the Head of the Procuring Entity (HoPE).

Organize and conduct quarterly end-user interface meetings in the SDO functional units to gather
requirements, address procurement concems, and provide guidance on proper documentation and
timelines. L
Process, prepare, and: vahdate Agency’ ocurement Requests (APRs) from end-users on a
quarterly basis to ensure. completeness, accuracy, and alignment with the approved APP prior to
endorsement for approval or adjustment:if ‘necessary; and coordinate with DBM-Procurement
Service for stock availability to determine: whether supplies will be procured from the DBM depot
or sourced externally.
Facilitate and ensure thertlmely submlssron nd compliance of requrred Government Procurement
Policy Board (GPPB) reports, including the Division APP, CSE, Non-CSE, Agency Procurement
Compliance and Performance Indicators (APCPI), and PhilGEPS postings.

Plan, coordinate, and pnontlze procurement tasks with the BAC and its Secretariat upon receipt of
approved procurement - requests ensunng alignment with the approved Division APP and
procurement schedules. :

Plan, oversee, and analyze market surveys to gather accurate -and up—to-date pricing,
specifications, and suppher information for use in preparing PPMPs and the APP, in compliance
with RA 12009. :

Coordinate with end-user units and the BAC Secretanat to integrate validated market survey data

into techmcal specif catlons_ cost estimates, and procurement schedules.

SDO_OSDS_Admin Unit_Proc_AOH
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Job Description - Ver. 3

« Maintain and update a market price database to support transparency, competitiveness, and value-
for-money procurement decisions.

Procurement Process o Coordinate, facilitate, and monitor the procurement process from the preparation of procurement

Management documents and posting of bid advertisements to the updating of the procurement tracking system
in compliance with procurement laws, regulations and applicable GPPB guidelines.

« Prepare and issue Purchase Orders (POs) to winning bidders based on validated APRs and
Purchase Requests (PRs), ensuring accuracy, completeness, and compliance with RA 12009 and
other related procurement rules and regulations, and promptly serve the approved POs to facilitate
timely delivery of goods and services.

« Implement procurement activities in collaboration with end-users, ensuring that all processes from
preparation of bidding documents to posting of procurement opportunities adhere with existing
procurement laws and regulations. ’

« Coordinate and facilitate BAC members and the TWG in the conduct of post-qualification activities,
ensuring that evaluations are completed in accordance with RA 12009, its IRR, and established
procurement timelines.

o Prepare, facilitate, and document key procurement proceedings in the division, including but not
limited to pre-procurement conferences, pre-bid conferences, bid submission, bid opening,
evaluation, and post-qualification, in line with the principles of transparency, competitiveness,
efficiency, and proportionality.

« Oversee the sale distribution, issuance and proper documentation of bidding documents to
suppliers, contractors, consultants, and other interested parties, ensuring open access to
information and compliance with participatory procurement practices.

« Update and maintain the procurement tracking system and PhilGEPS postings to ensure real-time
visibility of procurement activities in the SDO and to support open contracting requirements under
RA 12009. '

« Provide technical guidance and assign tasks to the Administrative Officer I within the Procurement
Unit, monitoring outputs for timeliness, accuracy, and adherence to procurement schedules and
quality standards. ‘

« Maintain complete and accurate procurement records to support audit, monitoring, and evaluation,
ensuring that all documentation meets the accountability and sustainability standards mandated
by the existing procurement law.

SDO_OSDS_Admin Unit_Proc_AOIl
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Job Description — Ver. 3

Procurement Contracts o Plan, implement, and administer all stages of procurement contract management—covering

Management contract execution, monitoring, and close-out—in accordance with RA 12009 and its IRR, ensuring
transparency, accountability, and efficiency. This inciudes applying risk management measures to
reduce, eliminate, or mitigate potential financial, legal, and procurement risks throughout the
contract lifecycle.

o Monitor and track compliance with the terms and conditions of procurement contracts, coordinating
with end-user units, suppliers, contractors, and consultants to address deviations and ensure
contract performance.

o Communicate with the Procurement Management Service —~ Contract Management Division
(ProcMS-CMD) regarding the delivery of goods procured by the Central Office (CO) and Regional
Office (RO), ensuring timely receipt and proper documentation in the SDO.

o Facilitate acceptance procedures with end-user units for the inspection and acceptance of

. delivered goods and services and coordinate with the Finance Unit to support prompt processing
and payment of contracts.

o Maintain and safeguard complete contract files and related documentation for monitoring, audit,
and compliance purposes, ensuring alignment with RA 12009 principles of transparency,
accountability, and efficiency.

Procurement Monitoring and » Facilitate the preparation of Inspection Orders to be issued by the SDS, the authorized Head of
Evaluation the Administrative Section, by providing complete and accurate project details and item
' specifications for inspection in compliance with RA 12009 requirements.

o Track and monitor compliance of procurement processes with RA 12009, its IRR, GPPB
issuances, DepEd procurement guidelines, and BAC Secretariat procedures, ensuring that all
activities uphold the principles of transparency, accountability, and efficiency.

« Maintain and ensure accuracy of the procurement tracking system for all ongoing procurement
activities and milestones, enabling real-time visibility, effective monitoring, and timely reporting.

e Track and measure performance of actual procurement activities against required timelines,
prepare and submit Procurement Monitoring Reports (PMR) and APCPI reports to oversight
agencies, including consolidated reporis from SDOs under jurisdiction, in accordance with RA
12009 reporting requirements.

. Coordinate the initiation of sanction procedures against non-compliant or defaulting suppliers,
contractors, and consultants, in accordance with the penalties and remedies provided under RA
12009 and its IRR.

SDO_0SDS_Admin Unit_Proc_AOIl
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[ﬁesbndary duties

¢ Perform other relevant functions as may be assigned by the supervisor.

SDO_OSDS_Admin Unit_Proc_AGCH
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Job Description — Ver. 3

o JOB DESCRIPTION JD No. Revision Code: 00
Department of Education
Position Title Administrative Officer Il Salary Grade 1
Parenthetical Title Governance Level | SDO
\ . Office of the Schools Division . e - . .
Office/Bureau/Service Superintendent Unit/Division Administrative Unit - Procurement
Reports to Administrative Officer IV Effectivity Date
Positions Supervised None
JOB SUMMARY

The Administrative Officer Il is responsible for providing assistance in the planned activities of the Procurement Unit relative to coordinating,
monitoring and assist in the preparation of bidding documents, Request for Quotations (RFQs), Request for Information (RFIs) and other tender
documents; preparation of Contracts, Memoranda of Agreement (MOA), and Purchase Orders (POs) and other agreement documents in the
Schools Division Office (SDO), specifically in the provision of technical assistance to end-user units in the preparation of their Project
Procurement Management Plans (PPMPs), management and monitoring all phases of procurement projects. The position is also responsibie
for providing assistance in the creation and maintenance of pricelist of goods and services regularly procured by the agency, including the

creation of supplier, contractors and consultant, and observer database.
' QUALIFICATION STANDARDS

A. CSC Prescribed Qualifications

Education | Bachelor's Degree relevant to the job

Experience | None Required

Eligibility | Career Service Professional (Second Level Eligibility)

Trainings | None Required

B. Preferred Qualifications

Education

Experience | 1 year relevant experience in Procurement

Eligibility

Trainings | 4 hours relevant training

SDO_OSDS_Admin Unit_Proc_AOCIl
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Job Description — Ver, 3

KEY RESULT AREAS DUTIES AND RESPONSIBILITIES

o Support the Administrative Officer (AO) IV in organizing and conducting quarterly end-
user interface meetings by preparing schedules, sending notifications, securing venues,
and compiling reference materials.

e Guide the end-user units in completing procurement-related documents by providing
templates, checking completeness of entries, and guiding them on required attachments
in accordance with RA 12009.

« Compile and encode PPMPs from all SDO units for initial consolidation into the Annual
Procurement Plan for Common-Use Supplies and Equipment (APP-CSE). .

o Collect and consolidate PPMPs from end-user units, and coordinate with the Bids and
Awards Committee (BAC) Secretariat, Planning, and Budget Units to ensure accuracy,
completeness, and alignment with budget and procurement guidelines before
endorsement to the AO IV.

o Provide logistical and clerical support in planning, prioritizing, and coordinating
procurement tasks with the BAC Secretariat upon receipt of approved procurement
requests from end-users, ensuring timely and efficient processing and proper
documentation in line with approved procurement schedules.

e Receive and log submitted PPMPs and related procurement documents from end-users
for review by the AO 1V prior to consolidation into the Division APP.

o Prepare draft Agency Procurement Requests (APRs) based on consolidated end-user
requirements for review by the AO IV and transmit approved APRs to DBM-Procurement
Service for stock availability confirmation.

o Assist in the preparation and initial checking of required GPPB reports (e.g., APP, CSE,
Non-CSE, APCP!, PhilGEPS postings) before submission to the AO 1V for review and
endorsement.

Procurement Planning

SDO_OSDS_Admin Unit_Proc_AOHI
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Job Description —~ Ver. 3

KEY RESULT AREAS DUTIES AND RESPONSIBILITIES

o Conduct and document market surveys by gathering current pricing, specifications, and
supplier information for goods, services, and infrastructure, and submit the results to the
AO IV for review and analysis.

o Collect and compile market survey data from various sources and coordinate with.end-
users to confirm technical specifications and supplier details for consolidation by the AO
Iv.

e Encode and update the market price database with validated survey results, ensuring
accuracy, completeness, and accessibility for procurement planning and monitoring
purposes.

s Prepare and organize draft procurement documents (e.g., bid forms, invitations,
advertisements, requests for quotations, bid bulletins, notices of award, contracts, and
notices to proceed) for initial review of the AO IV, ensuring accuracy and completeness.

o Post approved procurement opportunities and related notices (e.g., invitations to bid,
request for quotations, bid bulletins, and annual procurement plan) in PhilGEPS and
other authorized platforms, and update procurement tracking system and relevant
databases.

o Provide administrative and logistical support in the conduct of post-qualification activities
by preparing necessary documents, securing schedules, and recording proceedings,
ensuring that all requirements are complete and ready for review by the BAC members
and Technical Working Group (TWG).

o Coordinate and arrange schedules for BAC meetings, conferences, and bidding
activities, including preparing procurement timelines, agendas, minutes of meetings, and
BAC resolutions.

o Coordinate and facilitate with BAC members and the TWG in the conduct of post-
qualification activities, ensuring that evaluations are completed in accordance with RA
12009, its IRR, and established procurement timelines.

Procurement Process Management

SDO_OSDS_Admin Unit_Proc_AOH
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Job Description — Ver, 3

KEY RESULT AREAS | DUTIES AND RESPONSIBILITIES

e Provide logistical and clerical support during procurement activities such as pre-
procurement conferences, pre-bid conferences, bid submission and opening, evaluation,
and BAC deliberations.

¢ Issue and record the sale/distribution of bidding documents to suppliers, contractors,
and consultants, maintaining accurate logs and supporting documents.

¢ Maintain and regularly update a supplier, contractor, consultant, and observer database
for the SDO, ensuring accurate and current contact and performance information.

o Prepare and release POs after AO |V validation, record served POs for tracking and
transmit documents to concemed offices for processing.

e Maintain orderly procurement files and archive for all transactions, ensuring they are
complete, accessible, and audit ready.

¢ Provide administrative assistance in the conduct of procurement-related trainings and
activities initiated by the Central Office (CO) and Regional Office (RO) for end-users in
the SDO.

o Support the AO IV in managing procurement contracts by assisting in the planning and
organization of all stages of contract administration to help reduce, eliminate, or mitigate
financial, legal, and procurement-related risks.

e Provide administrative and logistical support in monitoring supplier, contractor, and
consultant compliance with the specified terms and conditions of procurement contracts,

Procurement Contracts Management including tracking deliverables, timelines, and performance.

o Coordinate with the Procurement Management Service — Contract Management Division
(ProcMS-CMD) on matters relating to the delivery of goods procured by the CO and RO,
ensuring timely documentation and communication.

o Facilitate coordination with end-user units for the inspection and acceptance of delivered
goods and services and liaise with the Finance Unit to help ensure prompt payment of
contracts.

SDO_OSDS_Admin Unit_Proc_AOl
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Jab Description - Ver. 3

KEY RESULT AREAS

DUTIES AND RESPONS!BILITIES

Maintain and update contract files and records, ensuring completeness, accessibility,
and readiness for review, monitoring, and audit purposes.

Procurement Monitoring and Evaluation

Draft Inspection Orders with complete project and item details based on approved
documents for signature by the Schools Division Superintendent (SDS) or authorized
official.

Monitor and record the progress of procurement activities against set timelines, and
report variances to the AO V.

Gather and organize procurement-related data to support the preparation and timely
submission of reports to oversight agencies, including but not limited to the Procurement
Monitoring Report (PMR) and the Agency Procurement Compliance and Performance
Indicators (APCPI).

Compile and prepare data for monthly, quarterly, and annual accomplishment reports,
as well as other required documentation for the BAC and its Secretariat, ensuring
accuracy and on-time submission to concemed offices.

Conduct and encode results of market surveys to update the latest prices of goods,
services, and equipment, and maintain an up-to-date price database for use in
procurement planning.and evaluation.

Maintain an updated procurement tracking system and ensure all milestones are
recorded.

Keep records of supplier and contractor performance issues for possible sanction |
proceedings.

Administrative and Records
Management

Provide administrative and clerical support to the SDO Inspectorate Team by preparing
and furnishing reference documents for inspections, ensuring proper documentation,
and facilitating timely submission of inspection reports to the CO.

Coordinate with end-user units on the delivery of goods procured by the CO or RO,
confirming receipt and assisting in related documentation requirements.
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Job Description - Ver. 3

KEY RESULT AREAS ! | DUTIES AND RESPONSIBILITIES

e Assist in the administrative processing of sanctions against non-compliant suppliers,
contractors, and consultants, in accordance with applicable procurement rules and
procedures.

¢ Coordinate and facilitate meetings with end-users by arranging schedules, preparing
materials, and ensuring that proceedings are documented for reference and follow-up.

Secondary duties o Perform other relevant functions as may be assigned by the supervisor.
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