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Republic of the Philippines

Bepartment of Education

Region V
SCHOOLS DIVISION OF SORSOGON

[

January 16, 2026

DIVISION MEMORANDUM

No. 29 . s.2026

ANNOUNCEMENT OF VACANCIES FOR
ATTORNEY III AND ADMINISTRATIVE OFFICER IV (RECORDS OFFICER II) POSITIONS

To: Assistant Schools Division Superintendent
Division Human Resource Merit Promotion and Selection Board
Chiefs — CID and SGOD
Public Schools District Supervisors / OIC-PSDSs
Interested Applicants
All Others Concerned

1. This is to announce to the field that this Office, through the Division Human Resource
Merit Promotion and Selection Board (HRMPSB), will conduct a comparative assessment
of the following vacant positions:

POSITION TITLE A ARCT PLACE OF ASSIGNMENT

Office of the Schools Division
Superintendent — Legal Unit
Office of the Schools Division
Superintendent — Records Section

Attorney III

Administrative Officer IV (Records Officer 1I) 1

2. The reference for the comparative assessment for non-teaching positions is Deped Order
No. 07, s. 2023

3. Attached as Annex A is the Notice of Vacancy which includes the Position Title, Plantilla
Item Number, Salary Grade, Monthly Salary, Qualification Standards, Number of
Vacancies, Place of Assignment, and Job Summary.

4. Attached as Annex B are the list of requirements to be submitted which are: the folder for
initial evaluation, and the sealed envelope containing the documents needed during the
Comparative Assessment.

5. Attached as Annex C is the Personal Evaluation Sheet to be filled-out by the applicant.

6. All interested applicants are requested to submit the application requirements to the
following venues:

Balogo Sports Complex, Balogo, Sorsogon City, Sorsogon 4700
Landline: (056) 211-6461

Email: sorsogon@deped.gov.ph

Website: depedsorsogon.com.ph
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Republic of the Philippines
Bepartment of Education

Region V
SCHOOLS DIVISION OF SORSOGON

VENUE FOR THE SUBMISSION

POSITION TITLE PLACE OF ASSIGNMENT OF REQUIREMENTS

Office of the Schools Division

Attorney Il Superintendent — Legal Unit HRMPSB (through the Office

.. . Office of the Schools Division of the Assistant Schools
Administative Oficet IV Superintendent — Records Division Superintendent)
(Records Officer II) Sastioh

8. Prompt initial evaluation will be conducted upon submission so that the applicants will
immediately know if they are qualified to proceed with the Comparative Assessment.

9. The deadline for submission is Tuesday, January 27, 2026, at 3:00 pm. It is therefore
understood that no additional documents shall be accepted after the deadline. It is
encouraged that applicants should submit their envelopes before the set deadline.

10.This Office promotes Equal Employment Opportunity to all interested applicants without
regard to age, sex, sexual orientation, gender identity, civil status, religion, ethnicity,
political affiliations, and disability.

11.Persons with disability may request assistance from the Division HRMPSB prior to the
scheduled date of the comparative assessment. The HRMPSB shall provide auxiliary and
supplementary materials according to their needs.

12.The schedule of the comparative assessment will be announced through an Advisory which
will be posted on the SDO  Sorsogon Province Official Website
(www.depedsorsogon.com.ph), at the Office of the Personnel Section, and through social
media platforms.

13.Expenses relevant to the conduct of this activity shall be charged to the Division
MOOE/Local Funds subject to the usual accounting and auditing rules.

14.Immediate and wide dissemination of this Memorandum is enjoined.

JOSE L.WCILLO, CESOV
Schools Division Superintendent

Balogo Sports Complex, Balogo, Sorsogon City, Sorsogon 4700
Landline: (056) 211-6461

Email: sorsogon@deped.gov.ph

Website: depedsorsogon.com.ph
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Republic of the Philippines

Department of Education

Region V
SCHOOLS DIVISION OF SORSOGON

ANNEX A

NOTICE OF VACANCIES

POSITION PROFILE: Attorney

111

SALARY GRADE: 21 MONTHLY SALARY: 70,013.00 | NO. OF VACANCIES: 1

PLACE OF ASSIGNMENT: * Office of the Schools Division Superintendent - Legal
Unit

ITEM NUMBER/S: e OSEC-DECSB-ATY3-390004-2014

CSC QUALIFICATION STANDARDS:

EDUCATION: Bachelor of Laws

EXPERIENCE: One (1) year relevant experience

TRAINING: 4 hours of relevant training

ELIGIBILITY: RA 1080 (Bar)

PREFERRED QUALIFICATIONS: N/A
JOB SUMMARY:
e To provide effective, efficient, judicious and expeditious legal service to the Division Office
through:
[1 impartial, evidenced-based, and speedy disposition of administrative cases;
[l effective and efficient delivery of in-house legal services ;
[ safeguarding the Department’s rights and interests on School Sites; and
[1 constant monitoring and timely submission of reportorial requirements to appropriate
authorities.

POSITION PROFILE: Administrative Officer IV (Records Officer II)
SALARY GRADE: 15 MONTHLY SALARY: 40,208.00 | NO. OF VACANCIES: 1

PLACE OF ASSIGNMENT: e Office of the Schools Division Superintendent - Records
Section

ITEM NUMBER/S: e OSEC-DECSB-ADOF4-390011-2014

CSC QUALIFICATION STANDARDS:

EDUCATION: Bachelor’s degree

EXPERIENCE: One (1) year relevant experience

TRAINING: 4 hours of relevant training

ELIGIBILITY: Career Service Professional (Second Level Eligibility)

PREFERRED QUALIFICATIONS: N/A
JOB SUMMARY:

e To establish and maintain a records management system, including the creation,
classification, storage, maintenance, use and disposition of operating records and
documents of permanent, legal, and historical value and ensure the security,
preservation, and efficient access and retrieval of such records when needed by the
schools division office management and staff.

Balogo Sports Complex, Balogo, Sorsogon City, Sorsogon 4700
Landline: (056) 211-6461

Email: sorsogon@deped.gov.ph

Website: depedsorsogon.com.ph
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CHECKLIST OF REQUIREMENTS Annex B

Natne ol Applicient: . . Application Code:
Pasition Applicd Por:

Offiee:

Contiact Nuanber:

KReshigion:

Ithnicity:

Persen with Bisabhility: Yes | ) No{ |

Saks Parent: Yes () Nol |

VerHication
(Tee bee dellaredaeinat by thee ML HE CRee s subcammmni tee)

Stiatus of

o . Subniission
Hazsic Doctintentary Requirenient e Pue flbesceonr day e Siatus of
applican?, Subnission Renarks

Choch it satnitidg ek i onmipilieady

a. |Lenter ol intent addreessed to e flead of OMee, or o e
highes! lnnan resowrce officer

b [l accampdished Personml 1ata Sheet {(7DB)
(C5 Form No, 212, Revisetd 2017) and Work Experience Sheet, if|
applicable

o Phtocopy of valid aomd updated PRC License /L, il applcable

o [ Phetocopy of Cenificate ol Kligibility / Report ol Rating, i0
applicable

o tPhotocopy of schokistic/aeademic record such as hal not
limited o Transcript of Records [TORY and Diploma, ineliding
completion of graduate and post-graduate units fdegrees, if
available

L iThotocopy of Certificate/s of Training, if applicable

. {Photocopy ol Cortifivate of Kmgdoyneent, Contract ol Service, or
dutly sipned Service Record, whichiever is/are applicable

It 3 Mholocepy of lalest apponitiient, H anplicabie

i. |Pholocopy of the Performance Batings in the Last mting
periodis) covering onue (1) year pevliovneses prior o the
assessnkent, iF applicable

Jo {Checklist of Reguirements and Chrnnibus Swaorn Statemen? on
the Cortification on the Anthenticity and Veracity (CAV) of the
docuiuents subiitted and Data Privacy Consent Forin

k. |Other docutents as sy be required for comparatie
Assessinent:

Means of Verification (MOVs) showing Outstandiog
Accomplishments, Application ol Edncation, and Application of
Learnitig and Developiient reckoned from the date of {ast
isstgne of appeindient

Photocopy of Perfurtnanee Kating obtained froom the celevant
work expericnce, #perfonsance pating in tenn (i) is not releval
1o the position to be {illed

Altested:

[nman Resouree Manapement Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

{ hereby cortify that all intorination above are e and correct, and of wy personal kieowledge atid beliel, and the doconmnents
sutbimilted herewith are original and for certificd trie capies thereof.,

DATA PRIVACY CORSENT

[ ierehy grant the Departizent of Education the vight (o colleot aned process gy personad inforination as stated alnive, for purposcs
relevant o the recruitinest, selection, ad placewent ol personnel of the Departinent and for puarposes ol complianee with the
kaws, rules, and regikations being implemented by the Civil Service Conntpission,

Nagiie and Signature of Applicant

Submeribed aned sworn to hefore we this | day ol | . , year

Person Administering Oath

by eomseonanee witl Repaiblic Act Moo 8702 g thee Bhfmde Cngeeperoe Actaf 20000 el rowie sbesecmasents skl Tave the legal oDt valedy ap snfogeenbiliey as anv ather

skt i tlae ol el tronie dhoeunent

dlowvnent o legad weitseg sied wg fpagdiere e fow tegraees o doerunend oo bae g witioe, thal sespuceient seopeet by elecin
Pa-nintangps des arerity nnd debiekalite wend can e cnlirnteated sa s ta e nsebibe for salisegnaent referepee




8. 4% Republic of the Philippines

§ o Department of Education
‘ u # Region V
il Schools Division of Sorsogon

Sorsogon Province

POSITION APPLIED FOR:

APPLICATION CODE:
PERSONAL EVALUATION SHEET
Last Name First Name M.l
SS:
GENDER: (OMale () Female CIVIL STATUS: () Single
O Married
AGE: O Widowed
CITIZENSHIP: O Separated
RELIGION: O Others:
Are you a member of any indigenous group? Are you a person with disability?
QyYes (QONo OvYes (ONo
If yes. please specify: If yes, please specify:
QUALIFICATION STANDARDS
EDUCATIONAL BACKGROUND: C) Elementary Graduate
(O High School Graduate
(O Bachelor’s Degree
Please specify:
(O Master's Degree
Please specify:
(O Doctorate Degree
Please specify:
TOTAL TRAINING HOURS:
EMPLOYMENT HISTORY:
COMPANY/AGENCY POSITION DURATION

ELIGIBILITY: (O CSC Sub-Professional/First Level Eligibility/Barangay Official Eligibility
(O CsC Professional/Second Level Eligibility/Honor Graduate Eligibility
—— () FA 1009, ploums ey

CONFIRMATION SLIP

— — — i —

[POSITION APPLIED FOR:

QUALIFICATION: (O QUALIFIED, with recommendation for Comparative Assessment
O QUALIFIED, with recommendation for further assessment by Sub-committee
() DISQUALIFIED, on the grounds of:

APPLICATION CODE. PRE-ASSESSED BY;

Signature over Printed Name




