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10 Feb 2025 

DEPLOYMENT OF SCHOOL-BASED ADMINISTRATIVE OFFICERS II 

To: Assistant Schools Division Superintendent 
SGOD and CID Chiefs 
Division Office Personnel 
Public Schools District Supervisors/Principals In-Charge 
Public Elementary and Secondary School Heads 
All Others Concerned 

1. In reference with Memorandum DM-OUHROD-2023- 1252 dated September 
12, 2023 on the Deployment of School-Based Administrative Officer II (AO II) , a 
core of nonteaching staff shall handle the school's administrative, fiscal and 
auxiliary services. Hence, all Augmentation of AO II to the Schools Division Office 
Memorandums shall be rescinded. All Administrative Officer II are expected to be 
at their respective school or cluster of schools five (5) days a week 

2 . To strengthen and streamline the processing of basic support services of the 
Division, all Administrative Officers II and other nonteaching forces may be 
augmented in the Schools Division Office in the exigency of the service. However, 
the said nonteaching personnel shall be dedicated primarily to their assigned 
schools/ cluster of schools to perform their mandated tasks. 

3 . School heads of Administrative Officers handling cluster of schools shall 
strategize for the reporting schedule of these nonteaching personnel to his/her 
assigned cluster of schools. School Heads know the dynamics of the school. 
Hence, they shall identify where the nonteaching personnel will have longer 
reporting hours. The school head where the nonteaching personnel will have 
longer reporting hours, shall sign as the rater for the purposes of RPMS. 

4 . The AO II positions shall perform the following positions as indicated in the 
attached Job Description of AO II: 

a. Human resource management and supply management (equivalent to 
the responsibilities of the parenthetical positions of Human Resource Management 
Officer I and Supply Officer I/Property Custodian); and 

b. Financial-related tasks. 
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4. Immediate dissemination and compliance with this memorandum 1s 
directed. 

Encl: None 
Reference: As staed 
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