Bepartment of Education

Region III

SCHOOLS DIVISION OF PAMPANGA

DIVISION MEMORANDUM

NO.557, s. 2024

August 29, 2024

SELECTION AND RECRUITMENT OF NON-TEACHING POSITIONS

TO : SGOD and CID Chiefs

Public Elementary and Secondary School Heads
All Others Concerned

1. This is to announce the schedule of activities for the recruitment, selection and
hiring of non-teaching positions, this Division, as follows:

Administrative Aide III,
Administrative Aide IV and
Administrative Aide VI

Division Office

Administrative Assistant
II and Administrative
Assistant III

Within the Division

ONLINE
POSITIONS STATION DATE SRTIRR ASSESSMENT/
ORIENTATION EXAMINATION
Administrative Aide III San Vicente Pilot
School for
Philippine
Craftsmen
Administrative Aide IV Flolflidabl:ma
s i i ation g - 8:
and Admm;s,ltranve Aide g feulred Bofiool September 02, 8:00am - 8:30am 8:30am —
—_— — 2024 9:30am
Administrative Aide III, Division Office
Administrative Aide IV and
Administrative Aide VI
Administrative Assistant Within the Division
II and Administrative
Assistant III
DATE ONLINE ONLINE OPEN
POSITIONS STATION - ARG
Administrative Aide III San Vicente Pilot
School for
Philippine
Craftsmen
Administrative Aide IV Floridablanca
ini i i National . = . .
and Admmi/sltranve Aide PO - September 02, | 9:45am - 11:30am 11:30am —
2024 12:00nn

2. The Qualification Standards of the said positions are indicated in the table

below.

QUALIFICATION STANDARDS

A. ADMINISTRATIVE AIDE III (CLERK I) / SG 03

B. CSC Prescribed Qualifications ( CSC MC No. 12, s. 2019)

Education

Completion of two years studies in college

Experience

None required

Eligibility

Career Service (Sub-Professional) First Level Eligibility

Trainings

None required

A. ADMINISTRATIVE AIDE IV (CLERK II) / SG 04

B. CSC Prescribed Qualifications ( CSC MC No. 12, s. 20 19)

Education

Completion of two years studies in college

Experience

None required
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Eligibility | Career Service (Sub-Professional) First Level Eligibility

Trainings | None required

A. ADMINISTRATIVE AIDE VI (CLERK III) / SG 06

B. CSC Prescribed Qualifications ( CSC MC No. 12, s. 2019)

Education | Completion of two years studies in college

Experience | None required

Eligibility | Career Service (Sub-Professional) First Level Eligibility

Trainings | None required

FOR ADMINISTRATIVE ASSISTANT (ADMIN. FUNCTIONS)

A. ADASII/SG S8

B. CSC Prescribed Qualifications

Education | Completion of two-year studies in college
Experience | 1 year of relevant experience
Eligibility | Career Service (Sub-Professional) First Level Eligibility
Trainings | 4 hours of relevant training
A. ADASIII /SG 9
B. CSC Prescribed Qualifications

Education | Completion of two-year studies in college

Experience | 1 year of relevant experience
Eligibility | Career Service (Sub-Professional) First Level Eligibility
Trainings | 4 hours of relevant training

FOR ADMINISTRATIVE ASSISTANTS (FINANCE)
A. ADAS II/SG 8 (DISBURSING OFFICER)
B. CSC Prescribed Qualifications

Education | Completion of two-year studies in college
Experience | 1 year of relevant experience
Eligibility | Career Service (Sub-Professional) First Level Eligibility
Trainings | 4 hours of relevant training
C. Preferred Qualifications
Education | Bachelor’s Degree relevant in Business Administration, Major in Accounting; or
Completion of at least 2 years studies in Bachelors’ Degree in Accountancy or
Commerce; or Completion of at least 2 years with at least nine (9) units in
accounting subjects
Experience | 1-year relevant experience accounting activities/tasks
Eligibility | Career Service (Sub-Professional) First Level Eligibility
Trainings | 4 hours relevant training in accounting and 4 hours training on the use of
computers and spreadsheet software (e.g. Microsoft Excel)
A. ADAS III /SG 9 (SENIOR BOOKKEEPER)
B. CSC Prescribed Qualifications
Education | Completion of two-year studies in college
Experience | 1 year of relevant experience
Eligibility | Career Service (Sub-Professional) First Level Eligibility
Trainings | 4 hours of relevant training
C. Preferred Qualifications

Education | Bachelor’s Degree relevant in Business Administration, Major in Accounting; or
Completion of at least 2 years studies in Bachelors’ Degree in Accountancy or
Commerce; or Completion of at least 2 years with at least nine (9) units in
accounting subjects
Experience | 1-year relevant experience accounting activities/tasks
Eligibility | Career Service (Sub-Professional) First Level Eligibility
Trainings | 4 hours relevant training in accounting and 4 hours training on the use of

computers and spreadsheet software (e.g. Microsoft Excel)
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3. All qualified applicants shall receive an invitation to attend the Online Orientation,
Examination, Interview and Open Ranking via e-mail.

4. In order to attend the Online Examination, Interview and Open Ranking,
applicants are required to have the following: desktop/laptop computer or smart
phone, headset with microphone, and internet connection.

5. Applicants who will be using smart phones are required to download the MS Teams
application.

6. Attached is the selection line-up of applicants for the said positions.

7. Immediate dissemination of this Memorandum is desire

ROMEO M. ALIP, PhD, CESO V
Schools Division Superintendent }
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Republic of tbe Philippines

Bepartment of Education
REGION III
SCHOOLS DIVISION OF PAMPANGA

INITIAL EVALUATION RESULT (IER)

Pogition: Administrative Assistant II & III (FINANCE)
Salary Grade and Monthly Salary: SG 8 & 9

Qualification Standards:
Education Completion of two-year studies in college
Experience 1 year of relevant experience
Eligibility Career Service (Sub-Professional) First Level Eligibility
Trainings 4 hours of relevant training
Remarks
Application Code Education Training Experience Eligibility Remarks {Admin/Finance)
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-FINANCE-001 BS ACCTG TRAINING EXPERIENCE CSSP QUALIFIED FINANCE
< - 4 HOURS RELEVANT 1 YEAR RELEVANT ' . "
ADAS-FINANCE-002 BSBA MARKETING TRAINING EXPERIENCE CSpP QUALIFIED FINANCE
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-FINANCE-003 BS ACCTG TECH TRAINING EXPERIENCE CSP QUALIFIED FINANCE
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-FINANCE-004 BSBA FINMAN TRAINING EXPERIENCE CSP QUALIFIED FINANCE

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN
Human Resource Management Officer




Position: Administrative Aide III (San Vicente Pilot School for Philippine Craftsmen)
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Salary Grade and Monthly Salary: SG 03

Qualification Standards:

Education

Experience
Eligibility

Completion of two years studies in college

None Required
Career Service (Sub Professional) First Level Eligiblity

Trainings None Required
Application Code Education Training Experience Eligibility Remarks
ADAIII-SVP-001 BSIT NONE REQUIRED NONE REQUIRED CSsP QUALIFIED
ADAIII-SVP-002 BSED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAIII-SVP-003 SPECIALIST in CS and IT NONE REQUIRED NONE REQUIRED BOE QUALIFIED

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN

Human Resource Management Officer
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INITIAL EVALUATION RESULT (IER)
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Position: Administrative Aide III (FNAS)

Salary Grade and Monthly Salary: SG 03

Qualification Standards:

Education

Experience
Eligibility

Completion of two years studies in college

None Required
Career Service (Sub Professional) First Level Eligiblity

Trainings None Required
Application Code Education Training Experience Eligibility Remarks
ADAIII-FNAS-001 BEED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAIII-FNAS-002 BSMA NONE REQUIRED NONE REQUIRED CSP QUALIFIED

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN

Human Resource Management Officer
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REGION III
SCHOOLS DIVISION OF PAMPANGA

INITIAL EVALUATION RESULT (IER)

Position: Administrative Aide IV (FNAS)

Salary Grade and Monthly Salary: SG 04

Qualification Standards:

Education

Experience
Eligibility

Completion of two years studies in college

None Required
Career Service (Sub Professional) First Level Eligiblity

None Required

Trainings
Application Code Education Training Experience Eligibility Remarks
ADAIV-FNAS-001 BSMA NONE REQUIRED NONE REQUIRED CSP QUALIFIED
ADAIV-FNAS-002 BSIT NONE REQUIRED NONE REQUIRED CSSP QUALIFIED

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN

Human Resource Management Officer
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SCHOOLS DIVISION OF PAMPANGA

INITIAL EVALUATION RESULT (IER)

Position: Administrative Aide VI (FNAS)

Salary Grade and Monthly Salary: SG 06

Qualification Standards:

Education

Experience

Completion of two years studies in college

None Required

Eligibility Career Service (Sub Professional) First Level Eligiblity

Trainings None Required
Application Code Education Training Experience Eligibility Remarks
ADAVI-FNAS-001 BSED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAVI-FNAS-002 BSIT NONE REQUIRED NONE REQUIRED CSSP QUALIFIED
ADAVI-FNAS-003 BEED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAVI-FNAS-004 BSAET NONE REQUIRED NONE REQUIRED CSSp QUALIFIED
ADAVI-FNAS-005 BSMA NONE REQUIRED NONE REQUIRED Csp QUALIFIED
ADAVI-FNAS-006 BSBA, MBA NONE REQUIRED NONE REQUIRED LET QUALIFIED

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN

Human Resource Management Officer




Position: Administrative Aide III

Salary Grade and Monthly Salary: SG 03

Qualification Standards:
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Bepublic of the PPhilippines

Bepartinent of Edyucation
REGION III
SCHOOLS DIVISION OF PAMPANGA

INITIAL EVALUATION RESULT (IER)

Education Completion of two years studies in college

Experience None Required

Eligibility Career Service (Sub Professional) First Level Eligiblity

Trainings None Required
Application Code Education Training Experience Eligibility Remarks
ADAIII-PAMP-001 BSED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAIII-PAMP-002 BEED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAIII-PAMP-003 BSMA NONE REQUIRED NONE REQUIRED CSp QUALIFIED
ADAIII-PAMP-004 BSA NONE REQUIRED NONE REQUIRED CSP QUALIFIED
ADAIII-PAMP-005 BSA NONE REQUIRED NONE REQUIRED CSP QUALIFIED

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN
Human Resource Management Officer




Position: Administrative Aide VI

Salary Grade and Monthly Salary: SG 06

Qualification Standards:
Education

Experience
Eligibility

Republic of the Philippines

MBepartnent of Education

REGION III

SCHOOLS DIVISION OF PAMPANGA

INITIAL EVALUATION RESULT (IER)

Completion of two years studies in college

None Required

Career Service (Sub Professional) First Level Eligiblity

Trainings None Required

Application Code Education Training Experionce Eligibility Remarks

ADAVI-PAMP-001 BSA NONE REQUIRED NONE REQUIRED csp QUALIFIED
ADAVI-PAMP-002 B8A NONE REQUIRED NONE REQUIRED csp QUALIFIED
ADAVI-PAMP-003 BEED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAVI-PAMP-004 BSBA NONE REQUIRED NONE REQUIRED C8Sp QUALIFIED
ADAVI-PAMP-008 BSED, MALD (36 UNITS) NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAVI-PAMP-006 BSAT NONE REQUIRED NONE REQUIRED CSp QUALIFIED
ADAVI-PAMP-007 BEED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAVI-PAMP-008 BSIT NONE REQUIRED NONE REQUIRED csp QUALIFIED
ADAVI-PAMP-009 BSMA NONE REQUIRED NONE REQUIRED CSP QUALIFIED
ADAVI-PAMP-010 BSCS NONE REQUIRED NONE REQUIRED Cssp QUALIFIED

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN

Human Resource Management Officer
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Bepartment of Education

REGION III
SCHOOLS DIVISION OF PAMPANGA

INITIAL EVALUATION RESULT (IER)

Position: Administrative Aide IV
Salary Grade and Monthly Salary: SG 04

Qualification Standards:

Education Completion of two years studies in college

Experience None Required

Eligibility Career Service (Sub Professional) First Level Eligiblity

Trainings None Required
Application Code Education Training Experience Eligibility Remarks
ADAIV-PAMP-001 BEED NONE REQUIRED NONE REQUIRED LET QUALIFIED
ADAIV-PAMP-002 BSMA NONE REQUIRED NONE REQUIRED CSP QUALIFIED
ADAIV-PAMP-003 BSCS NONE REQUIRED NONE REQUIRED CSSP QUALIFIED
ADAIV-PAMP-004 BSA NONE REQUIRED NONE REQUIRED Ccsp QUALIFIED
ADAIV-PAMP-005 BSA NONE REQUIRED NONE REQUIRED csp QUALIFIED

Prepared and certified correct by:

(Sgd.) DEXTER E. PANGILINAN

Human Resource Management Officer
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INITIAL EVALUATION RESULT (IER)

Position: Administrative Assistant II & III (ADMIN )

Salary Grade and Monthly Salary: SG 8 & 9
Qualification Standards:

Education Completion of two-year studies in college
Experience 1 year of relevant experience
Eligibility Career Service (Sub-Professional) First Level Eligibility
Trainings 4 hours of relevant training
Application Code Education Training Experience Eligibility Remarks Hemaike
(Admin/Finance)
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-ADMIN-001 BS ACCTG TRAINING EXPERIENCE CSP QUALIFIED ADMIN
BA ENG 4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-ADMIN-002 LANGUAGE TRAINING EXPERIENCE CSP QUALIFIED ADMIN
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-ADMIN-003 BSED TRAINING EXPERIENCE LET QUALIFIED ADMIN
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-ADMIN-004 BEED TRAINING EXPERIENCE LET QUALIFIED ADMIN
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-ADMIN-005 BEED TRAINING EXPERIENCE LET QUALIFIED ADMIN
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-ADMIN-006 BPE TRAINING EXPERIENCE PD 907 QUALIFIED ADMIN
4 HOURS RELEVANT 1 YEAR RELEVANT
ADAS-ADMIN-007 BS IT TRAINING EXPERIENCE CSP QUALIFIED ADMIN
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ADAS-ADMIN-008 TOU?Q?SBS[ w | YHOURS RELAVANT R E k] CSP/LET QUALIFIED ADMIN
e TRAINING EXPERIENCE
ADAS-ADMIN-009 BEED 4 Hogl;ilix;:&gw\m“ 1 Ygfﬁgg&%‘c’gm LET QUALIFIED ADMIN
ADAS-ADMIN-010 | BPUBLICAD | 7 HOLTjiiIilEI\]I‘gVANT 1 Yg)/(\g;;};:éﬁ\c/gm CSSP QUALIFIED ADMIN
ADAS-ADMIN-011 BS ACCTG i Hoﬁﬁigﬁfgw\m . Yg)ﬁg};};:égggm CSP QUALIFIED ADMIN
ADAS-ADMIN-012 | ovmeres | HOl%l;i&%.gVANT 1 YE?Q;E‘;‘%IEXQNT CSP QUALIFIED ADMIN
ADAS-ADMIN-013 BST’;%%TG . HOI%I;iIElIEI\I{gVANT ! YSQPREE%‘?XQNT CsP QUALIFIED ADMIN
ADAS-ADMIN-014 BS IT % HO‘;RRiIE?I#SVANT . Ygﬁ;‘;‘f&ﬁ‘c’gm csP QUALIFIED ADMIN
ADAS-ADMIN-015 BSTAE%%TG 4 Hogiiu}fﬁ‘g“m ! YEE;:‘]}SE};%EXSNT CcsP QUALIFIED ADMIN
ADAS-ADMIN-016 BS AIS % HOL%SII%%?ANT ) Ygﬁ&%é‘g‘clgm CSP QUALIFIED ADMIN
ADAS-ADMIN-017 BEED & Hoggilil%gmm 1 Ygﬁ;ﬁéﬁgﬁ” LET QUALIFIED ADMIN
ADAS-ADMIN-018 BEED % Hoggili%gv‘“m 1 Yg;;‘?;;%ﬁggm LET QUALIFIED ADMIN
ADAS-ADMIN-019 BEED % HOI%S&%?’ANT : YEE)’E‘;QEI;%IEXQNT LET QUALIFIED ADMIN
ADAS-ADMIN-020 | BSBA FINMAN | ¢ Hoggili}ﬁ\%“m 1 YEEQEQEI;%EXQNT CcsP QUALIFIED ADMIN
S —— BS MNGT 4 HOURS RELEVANT 1 YEAR RELEVANT i — P
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4 HOURS RELEVANT 1 YEAR RELEVANT

ADAS-ADMIN-022 BS IT riaponreers i s CSP QUALIFIED ADMIN
ADAS-ADMIN-023 | . ASIESQN G % Hog‘gilﬁfﬁgmm i YEE%?E};}%I@%NT CSSP QUALIFIED ADMIN
ADAS-ADMIN-024 | BSBA FINMAN | NO RELEVANT TRAINING | ' YEAR RELEVANT CSP DISQUALIFIED ADMIN
ADAS-ADMIN-025 BS PSYCH 4 Hoﬂgilﬁﬁgwm l\éaﬁgé‘%\g’\cf RA 1080 DISQUALIFIED ADMIN
ADAS-ADMIN-026 | A}EEEI?'?I NG | NORELEVANT TRAINING b&ﬁgg@‘&‘gg CSP DISQUALIFIED ADMIN
ADAS-ADMIN-027 BTLE NO RELEVANT TRAINING | VO IEZ('?,%%%?JEE; AT LET DISQUALIFIED ADMIN
ADAS-ADMIN-028 BEED NO RELEVANT TRAINING el LET DISQUALIFIED ADMIN
ADAS-ADMIN-029 BEED A Hoﬁii”}fﬁ]‘gv’*m i YF?QPREE%%XQNT LET QUALIFIED ADMIN
ADAS-ADMIN-030 BS IT NO RELEVANT TRAINING %?(ggégl’@g CSP DISQUALIFIED ADMIN
ADAS-ADMIN-031 | AEIEEB?ING NO RELEVANT TRAINING | Ygﬁ&‘;%ﬁggm CSP DISQUALIFIED ADMIN
ADAS-ADMIN-032  |BS INDUS ENG| NO RELEVANT TRAINING | YEE£§E‘;?$§XQNT CSP DISQUALIFIED ADMIN
ADAS-ADMIN-033 BSWSg&AL NO RELEVANT TRAINING 1 Yg;&i%ﬁggm cs DISQUALIFIED ADMIN
ADAS-ADMIN-034 | ﬁﬁ%ﬁfw NO RELEVANT TRAINING s YEEQ;QEI;};:E[;‘?XQNT CcSP DISQUALIFIED ADMIN
ADAS-ADMIN-035 | BSOFFICE | yo ppppyvant TRAINING | VO 1 YEAR RELEVANT CSP DISQUALIFIED ADMIN

ADMIN EXPERIENCE
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NO RELEVANT
ADAS-ADMIN-036 BSIT NO RELEVANT TRAINING Sddune e CSP DISQUALIFIED ADMIN
BS ACCTG
ADAS-ADMIN-037 TECHW/ | NO RELEVANT TRAINING 1 ¥EAR BN ALT Ccssp DISQUALIFIED ADMIN
EXPERIENCE
METHODS
4 HOURS RELEVANT NO RELEVANT
ADAS-ADMIN-038 | BSC FINANCE PR ATHONES Sl e LET DISQUALIFIED ADMIN
BSBA NO RELEVANT
ADAS-ADMIN-039 MARKETING | NO RELEVANT TRAINING AEERIERED CSP DISQUALIFIED ADMIN
1 YEAR RELEVANT
ADAS-ADMIN-040 BSED NO RELEVANT TRAINING s bl s NONE DISQUALIFIED ADMIN
4 HOURS RELEVANT NO 1 YEAR RELEVANT
ADAS-ADMIN-041 AN S PERIENGE NONE DISQUALIFIED ADMIN
NO RELEVANT
ADAS-ADMIN-042 BEED NO RELEVANT TRAINING tiscdaiinl LET DISQUALIFIED ADMIN
1 YEAR RELEVANT
ADAS-ADMIN-043 BS ENTREP | NO RELEVANT TRAINING e i NONE DISQUALIFIED ADMIN
1 YEAR RELEVANT
ADAS-ADMIN-044 BS PSYCH NO RELEVANT TRAINING S PERITENGE NONE DISQUALIFIED ADMIN
4 HOURS RELEVANT NO 1 YEAR RELEVANT
ADAS-ADMIN-045 BPE B X EERTENET LET DISQUALIFIED ADMIN
BS IT W/ 4 HOURS RELEVANT NO RELEVANT
ADAS-ADMIN-046 Praibaite 8 TRATHING imededek LET DISQUALIFIED ADMIN
Prepared and certified correct by:
(Sgd.) DEXTER E. PANGILINAN
Human Resource Management Officer




