






ATTACHMENT TO THE DIVISION MEMORANDUM NO 392 s. 2023 ANNEX B

QUALIFICATION STANDARD OF THE  VACANT NON-TEACHING POSITIONS

EDUCATION TRAINING EXPERIENCE ELIGIBILITY EDUCATION TRAINING EXPERIENCE ELIGIBILITY

1

Administrative 

Assistant-III Secretary- II OSEC-DECSB-ADAS3-420058-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
SDO- SDS Office

2

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-34-2018 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
Sigma Central School

3

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420041-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
SDO-Accounting 

4

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420042-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility District of Dao & Cuartero

5

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420043-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility District of Dumarao

6

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420044-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
District of Ivisan & Panitan

7

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420045-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
District of Jamindan

8

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420046-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
District of Maayon

9

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420047-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility

District of Panay & 

Pontevedra

10

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420048-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility

District of Pilar & President 

Roxas

11

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420052-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility

District of Sapian & 

Mambusao East

12

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420056-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility

District of Sigma & 

Mambusao West

13

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420057-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
District of Tapaz East

14

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420060-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility

District of Tapaz West & 

Dumalag

15

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420062-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
Cuartero Central School  

16

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420258-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
Dao Central School  

17

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420253-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
Dumalag Central School  

18

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420257-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
Dumarao Central School  

19

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420259-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
Jamindan Central School  

20

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420261-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility
Maayon Central School  

ASSIGNMENTPOSITION PARENTHETICAL SGNO.
Preferred QualificationsCSC Required Qualifications

ITEM NUMBER

*Completion of 2 years in 

studies in Bachelors' 

Degree in Accountancy or  

Commerce;               

*Business Administration, 

Major in Accounting; or 

*Completion of 2 years 

studies in college w/ at 

least nine (9) units in 

accounting

4 hours of relevant 

training in accounting; 

and 4 hours training 

on the use of 

computers and 

spreadsheet (e.g. MS 

Excel)

1 year  relevant 

experience in 

accounting 

activities/tasks

CS Sub-prof/First 

Level Eligibility



ATTACHMENT TO THE DIVISION MEMORANDUM NO 392 s. 2023 ANNEX B

QUALIFICATION STANDARD OF THE  VACANT NON-TEACHING POSITIONS

EDUCATION TRAINING EXPERIENCE ELIGIBILITY EDUCATION TRAINING EXPERIENCE ELIGIBILITY

21

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420262-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Mambusao Central School  

22

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420265-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Panitan Central School  

23

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420266-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Pilar Central School  

24

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420270-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Pontevedra Central School  

25

Administrative 

Assistant-II Accounting Clerk-III OSEC-DECSB-ADAS2-420074-2014 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility SDO-Accounting 

26

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420234-2017 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Cuartero Central School

27

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420236-2017 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Dao Central School

28

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420240-2017 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Sigma Central School

29

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420246-2017 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility Mambusao West

30

Administrative 

Assistant-I

Accounting Machine 

Operator II OSEC-DECSB-ADAS1-420075-2014 7

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility OSDS- Admin Section

31

Administrative 

Assistant-II

Administrative 

Assistant- II OSEC-DECSB-ADAS2-420231-2017 8

Completion of 2 

years in college none required none required

CS Sub-prof/First 

Level Eligibility OSDS- Admin Section

32

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420499-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility DAO NHS

33

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420501-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility DAVID MOISES MEMORIAL NHS

34

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420506-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility DULANGAN NHS 

35

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420517-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility JAMINDAN NHS

36

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420520-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility MAAYON NHS

37

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420529-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility MAMBUSAO NHS

38

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420532-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility MARCIANO PATRICIO NHS

ASSIGNMENT
CSC Required Qualifications Preferred Qualifications

*Completion of 2 years in 

studies in Bachelors' 

Degree in Accountancy or  

Commerce;               

*Business Administration, 

Major in Accounting; or 

*Completion of 2 years 

studies in college w/ at 

least nine (9) units in 

accounting

4 hours of relevant 

training in 

cashiering/disbursing; 

and 4 hours training 

on the use of 

computers and 

spreadsheet (e.g. MS 

Excel)

1 year  relevant 

experience in 

cashiering/Disbursi

ng activities/tasks

NO. POSITION PARENTHETICAL ITEM NUMBER SG

CS Sub-prof/First 

Level Eligibility

*Completion of 2 years in 

studies in Bachelors' 

Degree in Accountancy or  

Commerce;               

*Business Administration, 

Major in Accounting; or 

*Completion of 2 years 

studies in college w/ at 

least nine (9) units in 

accounting

4 hours of relevant 

training in accounting; 

and 4 hours training 

on the use of 

computers and 

spreadsheet (e.g. MS 

Excel)

1 year  relevant 

experience in 

accounting 

activities/tasks

CS Sub-prof/First 

Level Eligibility
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39

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420533-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility SAN NICOLAS NHS-PILAR

40

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420538-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility TUBURAN NHS

41

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420539-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility CASANAYAN NHS

42

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420540-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility TAPAZ NHS

43

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420544-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility ROXAS FARM SCHOOL

44

Administrative 

Assistant-II Clerk- IV OSEC-DECSB-ADAS2-420550-2016 8
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility FLORENTINA B. DEGALA NHS

45

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420028-2007 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility

CONCEPCION CASTRO GARCIA 

NHS

46

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420034-2007 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility JAGNAYA NHS

47

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420272-2017 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  MANUEL F. ONATO MNHS

48

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420050-2004 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  PONTEVEDRA NHS

49

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420063-2014 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility TAPAZ NHS

50

Administrative 

Assistant-III Sr. Bookkeeper OSEC-DECSB-ADAS3-420031-2007 9
Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  VICENTE ANDAYA SR. NHS

51

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420040-2007
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility COL. PATROCINIO ARTUZ NHS

53

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420016-2014
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  DULANGAN NHS

54

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420107-2004
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility FELECIANO YUSAY CONSING NHS

55

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420104-2014
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  LUCERO NHS

56

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420072-2007
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  MARCIANO PATRICIO NHS

57

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420013-2014
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility TAPAZ NHS

58

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-420034-2007
8 Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  VICENTE ANDAYA SR. NHS

CS Sub-prof/First 

Level Eligibility

CSC Required Qualifications Preferred Qualifications
ASSIGNMENTITEM NUMBER SG

4 hours of relevant 

training in accounting; 

and 4 hours training 

on the use of 

computers and 

spreadsheet (e.g. MS 

Excel)

1 year  relevant 

experience in 

accounting 

activities/tasks

CS Sub-prof/First 

Level Eligibility

*Completion of 2 years in 

studies in Bachelors' 

Degree in Accountancy or  

Commerce;               

*Business Administration, 

Major in Accounting; or 

*Completion of 2 years 

studies in college w/ at 

least nine (9) units in 

accounting

*Completion of 2 years in 

studies in Bachelors' 

Degree in Accountancy or  

Commerce;               

*Business Administration, 

Major in Accounting; or 

*Completion of 2 years 

studies in college w/ at 

least nine (9) units in 

accounting

4 hours of relevant 

training in 

cashiering/disbursing; 

and 4 hours training 

on the use of 

computers and 

spreadsheet (e.g. MS 

Excel)

1 year  relevant 

experience in 

cashiering/Disbursi

ng activities/tasks

NO. POSITION PARENTHETICAL
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59

Administrative 

Assistant-II Disbursing Officer OSEC-DECSB-ADAS2-113-2018
8 Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  IVISAN NHS

60

Administrative 

Assistant-II Accounting Clerk-III OSEC-DECSB-ADAS2-109-2018
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility DUMALAG NHS

61

Administrative 

Assistant-II Accounting Clerk-III OSEC-DECSB-ADAS2-126-2018
8 Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility

 MAYOR RAMON A. BENJAMIN 

SR. NHS

52

Administrative 

Assistant-II Accounting Clerk-III OSEC-DECSB-ADAS2-420033-2007
8

Completion of 2 

years in college

4 hours of relevant 

training

1 year of relevant 

experience

CS Sub-prof/First 

Level Eligibility  CUARTERO NHS

62

Administrative 

Aide- VI Clerk-III OSEC-DECSB-ADA6-420088-2014 6

Completion of 2 

years in college none required none required

CS Sub-prof/First 

Level Eligibility OSDS- Admin Section

63

Administrative 

Aide- VI Clerk-III OSEC-DECSB-ADA6-420091-2014 6

Completion of 2 

years in college none required none required

CS Sub-prof/First 

Level Eligibility CID

64

Administrative 

Aide- VI Clerk-III OSEC-DECSB-ADA6-420069-2004 6

Completion of 2 

years in college none required none required

CS Sub-prof/First 

Level Eligibility Estefania Mongtemayor NHS

65

Administrative 

Aide- III Clerk-I OSEC-DECSB-ADA3-420083-2004 3

Completion of 2 

years in college none required none required

CS Sub-prof/First 

Level Eligibility Capiz NHS

66

Administrative 

Aide- I Utility Worker OSEC-DECSB-ADA1-420271-2004 1

Elementary 

graduate none required none required none required Division of Capiz- Elementary

67

Administrative 

Aide- I Utility Worker OSEC-DECSB-ADA1-420279-2004 1

Elementary 

graduate none required none required none required Division of Capiz- Elementary

68

Administrative 

Aide- I Utility Worker OSEC-DECSB-ADA1-420233-2004 1

Elementary 

graduate none required none required none required Division of Capiz- Elementary

69

Administrative 

Aide- I Utility Worker OSEC-DECSB-ADA1-420297-2004 1

Elementary 

graduate none required none required none required Jamindan NHS

70 Security Guard- II Security Guard- II OSEC-DECSB-SECG2-420005-1998 5 High School Graduate none required none required

Security Guard 

License Sapian NHS

71 Security Guard- I Security Guard- I OSEC-DECSB-SECG1-420323-1998 3 High School Graduate none required none required

Security Guard 

License Commissioner Luis Asis SR NHS

NO. POSITION PARENTHETICAL ITEM NUMBER SG

x-x-xx-xxxxx

CSC Required Qualifications Preferred Qualifications ASSIGNMENT
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