DEPART MENT OF EDUCATION '!
RECORDE SECTION REGIONAL D

Republic of the Philippines
Department of Education

REGION [
/
REGIONAL MEMORANDUM
No. |9 s. 2026
NOTICE OF VACANT POSITIONS IN THE DEPED REGIONAL OFFICE I
To: Assistant Regional Director
Schools Division Superintendents
DepEd ROI Chiefs
All Others Concerned
1. This is to announce the following vacant positions in this Office and invitation to
apply:
Vacancy/ Particulars Qualification Standards
Position Title/SG/Monthly A .. " e
Salary/Area of Assignment Education | Training | Experience Eligibility
Special Investigator Bachelor's 8 hours | 2 years of Career
I11/18/53818/Office of the degree of relevant Service
Regional Director - Legal relevant to relevant | experience (Professional)
Unit the job training Second Level
Eligibility
Administrative Officer Bachelor's 4 hours | 1 year of Career
IV/15/42178/Administrative | degree of relevant Service
Division — Personnel Section relevant | experience (Professional)
training Second Level
Eligibility
Administrative Aide III Elementary | None None Driver
(Driver School required | required License
I)/3/16486 /Administrative Graduate (MC 11, s. 96
Division — General Services - Cat. II)
Unit

2, The Department of Education Regional Office No. I affords equal employment
opportunities to all qualified and interested applicants without regard to race, sex, age,
disability status, color, gender, civil status, identity or expression, sexual orientation,
and any other characteristics protected by law. Applicants should signify their interest
in writing and submit the following documents not later than September 1, 2026.

a. Letter of intent addressed to the Regional Director, ESTELA P. LEON-CARINO,
or to the highest Human Resource Office designated by the Head of Office;

b. Duly accomplished Personal Data Sheet (PDS) with recent passport-sized
picture, complete with signature, photo, thumb mark, and duly sworn and
subscribed (CS Form No. 212, Revised 2026), strictly following the CSC “Guide
to Filling Out the Personal Data Sheet” and Work Experience Sheet, which can be
downloaded at www.csc.gov.ph, if applicable;

c. Photocopy of valid and updated PRC License/ ID, if applicable;
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Republic of the Philippines

Bepartment of Education
REGION 1

d. Photocopy of Certificate of Eligibility/ Report of Rating, if applicable;
e. Photocopy of scholastic/ academic record such as but not limited to Transcript
of Records (TOR) and Diploma, including completion of graduate and post-
graduate units/ degrees, if available;
f. Photocopy of Certificate/s of Training, if available;
g. Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record, whichever is/ are applicable;
h. Photocopy of Latest Appointment, if applicable;
i. Photocopy of the Performance Ratings in the last rating period(s) covering one
(1) year performance prior to the deadline of submission, if applicable;
J. Checklist of Requirements and Omnibus Sworn Statement on the Certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent Form pursuant to R.A. 10173 (Data Privacy Act of 2012), using
the form (Annex C) of DepEd Order No. 007, s. 2023, duly notarized by authorized
official;
k. Other documents may be required for comparative assessment, such as but
not limited to:
k.1 Means of Verification (MOV) showing Outstanding Accomplishments,
Application of Education, and Application of Learning and Development
reckoned from the date of last issuance of appointment;
k.2 Photocopy of Performance Rating obtained from the relevant work
experience, if performance rating in Item (i) is not relevant to the position
filled.

3. Applicants who failed to submit complete mandatory documents (Items 2a to 2j)
on the deadline set shall not be included in the pool of official applicants. However, non-
submission of the additional requirements or those that may be required by the HRMPSB
(item 2k) shall not warrant exclusion from the pool of official applicants.

4. No additional documents shall be accepted after the set deadline.

5. Application documents may be submitted through the DepEd ROI - Records
Section or via courier addressed to or online application at:

LAARNI GRACE M. ABAYA
Department of Education Regional Office No. I
Flores St., Catbangen, City of San Fernando, La Union
https://tinvurl.com/ ApplicationForm-DepEdROI

6. All official applicants in the pool will be assigned with an application code to
ensure objectivity and integrity of the process and to protect the identity of the applicants
when posting the results. Qualified applicants will be notified through a letter, email, text
message, or call on the schedule of assessment/ screening.
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7. Enclosure No. 5 - Criteria and Point System for Hiring and Promotion to Non-
Teaching Positions of DepEd Order No. 007, s. 2023 shall be used in the evaluation of
documents for said positions.

8. Attached hereto are the duties and responsibilities of the positions and the
timeline or schedule of recruitment and selection activities, for information and
reference.

9. Wide and immediate dissemination of this Memorandum is desired.

ol

ESTELA P. LEON-CARINO, EdD, CESO III
Director IV/Regional Directm:/

Encl. & References: As stated.

To be indicated in the Perpetual Index
Under the following subjects:

VACANT POSITIONS ANNOUNCEMENT

AD-Personnel /LGAbaya/NoticeofVacantPositions
August 19, 2026

DeED
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Enclosure No. 1
Duties and Responsibilities
re: Special Investigator IIl, Administrative Officer IV, Administrative Aide III (Driver I)

Position/ Area of Assignment KRA/ Duties and Responsibilities
Special Investigator III/Office of the Regional Job Summary: To gather, examine and analyze
Director — Legal Unit information/facts received and conduct investigation on

cases/ matters/ issues received/ submitted/ referred to
the Regional Office.

KRAs:

Impartial, Evidence- Based, And Speedy Investigation
(includes matters involving private schools):

e Conduct the preliminary/fact-finding
investigation);

e  Analyze and gather information on
issues/concerns involving private schools.

Provide Effective And Efficient In-House General Legal
Services:

. Provide additional input information, when
needed, for the proper formulation of legal
opinion, advice, interpretation etc.;

*  Assist, when needed, the Attorney IV in reviewing
or studying contracts/ agreements/ MOA;

* Perform other functions which the Regional
Director or Attorney IV may assign.

Regular Monitoring And Timely Submission Of Report On
Matters Which Are Required By Law:

. Monitor status of admin cases under Formal
Investigation in the Schools Division Office;

¢ Conduct ocular inspection in on school sites to
validate issues and concerns. (for SDOs without

Legal Unit.
Administrative Officer IV/ Administrative Division | Job Summary: To provide technical and administrative
— Personnel Section services to the management and personnel of the in the

areas of the RO recruitment and selection, personnel
administration, compensation and benefits administration,
personnel records, while ensuring adherence to the
standards, rules and regulations in personnel
administration of government oversight agencies (Csc,
DBM, COA, etc.). To assist the AO V for Personnel in
implementing Personnel Guidelines and and reportorial
obligations to DepED management and oversight agencies,

KRAs:
Recruitment, Selection and Placement:

¢ Evaluates and makes recommendations on
complaints;

e Announce vacancies to appropriate media
pursuant to existing CSC rules and regulations
and accept applications for vacant positions;

¢ Conduct initial evaluation of qualification of
applicants and candidate for PSB deliberation;
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e  Schedule applicants for interview by PSB and
prepare supporting documents, data and
materials needed in the selection process.;

e  Supervise and participate in the preparation of
short listed qualified applicants and the line-up of
applicants in the PSB deliberation;

e Compute and analyze the results of the PSB
deliberation for them to be able to submit the
short list of candidates for selection, including the
one recommended for the position;

¢  Postlist of newly appointed/promoted employees
pursuant to existing rules and regulations;

*  Process hiring requirements for newly appointed
personnel;

¢ Entertain queries and complaints on selection
and appointments;

e  Provide secretariat services to the PSB during the
deliberations.

Personnel Actions:

*  Process documents on personnel actions such as
appointments, promotion, transfer,
reclassification, separation, resignation and
retirement and give copies to units and personnel
concerned,;

* Conduct and coordinate orientation for newly-
hired employees on personnel, salary and benefits
related matter;

* Recommend actions to the RD through the AOV
to enforce personnel policies and regulations (e.g.
reports of habitual absenteeism/tardiness) and
prepares corresponding documents;

* Recommend to the management actions to be
taken regarding grievances in conformity with
existing rules and regulations and prepared
corresponding documents,

Salary Administration and Personnel Records:

*  Check the accuracy of salaries and benefits given
to employees on a periodic basis and respond to
queries pertaining to salary /benefit claims;

e Submit to RPSU pertinent documents for
payment of salaries, allowances, and benefits;

e  Compute necessary deduction for inclusion in the
monthly payroll;

¢  Compute salary adjustment based on new salary
schedule, changes/adjustments in deductions
and communicate such to personnel concerned
(Notice of Step Increase (NOSI) and/or Notice of
Salary Adjustment (NOSA);

. Process and release special order for leaves,
travel, transfers, reinstatements and non-
compensatory time off of office personnel;

. Review claims of separated, retired, transferred,
and resigned personnel affected by movement in
employment status and recommends appropriate
action;

* Support the AO V in representing the RO in
personnel committees and provide the required
assistance/documents needed in the

Flores St., Catbangen, City of San Fernando, La Union
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implementation of compensation programs and
practices.

Benefits Administration:

*  Apply the latest issuances on personnel benefits
and communicates them to employees;

e Compute vacation service credits for accrual of
leaves;

¢ Compute Proportional Vacation Pay (PVP) and
process payroll for payment;

*  Process retirement/ separation papers including
accrued benefits and terminal leave pay of
retiring/resigning employees for benefits payment
purposes;

* Processes application for monetization of leave
credits;

* Acts on application on leaves (sick, vacation,
study, scholarships and training) for approval of
the RD;

¢  Process application for loans with GSIS, Pag-Ibig
and private lending institutions.

Personnel Information System:

¢ Maintain and update the Personnel Services
Itemization and Plantilla of Personnel (PSI-POP) to
reflect current staffing pattern of the organization;

* Process applications for upgrading and
reclassification of position to maintain the
accuracy and relevance of the organization
staffing pattern;

* Maintain a complete and updated personnel
records of RO office personnel both in the HRIS
and in the 201 file;

*  Oversee the maintenance and updating of Human
Resource Information Management System
(HRIS) and generate reports on personnel data
(from the HRIS) as requested for various human
resource  management and  development
decisions;

¢ Oversee the maintenance of a complete and
updated record of Employee Performance Rating
both in the HRIS and 201 file of employees as
reference  for various human resource
management and development decisions;

*  Certify records of employment for specific purpose
(employment, scholarships, loans, and benefits).

Reports:

¢ Accomplish monthly reports to CSC such as
separation, accession, RAI, including the
performance rating of the RO personnel by
semester for reviewl and submission when
approved by RO management;

. Follow up and collect the “Statement of Assets,
Liabilities and Networth” (SALN) from each
employee in the RO and file for future reference;

*  Prepare list of Regional Office personnel who
submitted their SALN for submission to the Office
of the Ombudsman.
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Personnel Services Performance:

* Assistance to the AO V in supervising

performance of other staff in the section.
Administrative Aide III (Driver I)/Administrative Job Summary: To perform general clerical tasks,
Division — General Services Unit messengerial works or drive service vehicle under the
motorpool, or other manual jobs

KRAsS:
Clerical:

¢  Perform a variety of skilled clerical tasks, receives
and processes job request or trip tickets following
establish rules and regulations;

¢ Endorse communication to proper offices;

e Keep time records of employees.

Messengerial:

¢  Perfrom general messengerial work,
collect/segregate  incoming and outgoing
corespondence, documents, packages, office
supplies and materials.

Filing:

*  Perform clerical tasks such as filing cards, sorting
mail, maintening simple records or maintaing
simple records or maintaining small stock of office
supplies
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Enclosure No. 2

Timeline or Schedule of Recruitment and Selection Activities
re: re: Special Investigator III, Administrative Officer IV, Administrative Aide III (Driver I)

Activity

Indicative Date

Remarks

Publication and Posting of
Vacancies

August 19, 2026

Submission and Receipt of
Application Documents

August 19, 2026 to September
1, 2026

Listing of ALL Applicants

September 2-3, 2026

*Assigns application codes

Conduct initial evaluation of
the qualification of applicants
(IER)

September 4-10, 2026

Conduct of initial deliberation
of the qualification of
applicants (if necessary)

September 11, 2026

Posting copy of the IER

September 11, 2026

*Notifies all applicants of the
results of the initial evaluation
and the schedule of evaluative
assessment

Conduct of Evaluative
Assessment:

Written Examination

Panel Interview/ Open Ranking
Validation of Documents

September 14-15, 2026

HRMPSB deliberation &
preparation of Comparative
Assessment Result (CAR)

September 15, 2026

Submission of CAR to the
appointing authority and
requesting instruction

-Conduct of Background
Investigation

September 15, 2026

Posting of CAR in three (3)
conspicuous places and
through other modes

September 15, 2026

Appointment of successful
candidate

TBA

attendance to official business

***The schedule is subject to change depending on the availability of the HRMPSB members due to their

Prepared by:

LAARNI G . ABAYA
Administrative Officer V

“ regionl@deped.gov.ph
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