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ﬁ JOH DESCRIPTION JO Mo, Revigion Code:
Dﬂpﬂﬂmﬂﬂt of Education . =
Position Title Adminlstrative Officar Il Salary Grade 11
“Parenihefical Title Admiristrabiva Officer | | Governance Level School -
Unit Elementary School or Juniar High School vision |
Heports to “Behool haad aEIE Eh:uuihr Date i
Position: !I Iﬂd Admhhlml‘lvﬂ .ﬂus MMm Page/s =
'n{*'* o b R = 3 ===

| Bmhfs degrea relevant io the job

This posttion is responeible for the implementation of an eflective and efficient administrative support and selected financial functions
partioularly on personnel administration, property custodianship, and financial-related tasks in the schaol.

Mongrequieed =~ 000000

Career Sarvice Professional (Second Level Eligibility)

| None required
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Elanhahr‘s degree relevant io the Job
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C:arn-a anvice Professional {Second Level Eligibiity)

| Nona required
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KEY RESULT AREA/S Sl DUTIES AND RESPONSIBILITIES
d. Prepare and submil HR-related repons (o school head HRMO.
8. Coordinate regularly with the HRMO in the implamentation of HR policies and guidefines
f. Facilitale submission and approval by the 505 of Parmit io Study/Practice of Prafession, Aulhority fo Traved, |'

anid other scheal reguests for school personnel,

Proparty a, Facilitate procurement of supplles, materials, equipment. olz of the school based on approved SIPAIP or

Custadlanship as directed by tha school head.

b, Ensure that supplies, materials, equipment, textbooks, and oiner leaming resourca malenals are stored properly
im & securad facility.

¢, Keep an updated invenlory of all supplies, materiaks, equipment. textbooks, and other laming rescurce
materials.

d. lssue supplies, materials, squipment, textbooks, and other learming resource materials 1o requesting leacning
and non-laaching personned of the school.

& Prepare and submil raporls on all propery accountabiliy of the school,

Goneral A, Assisl Ine schoni head in the preparation of Schoal Form 7 (SE T Wibading of teschars,
Administrative f.  Assist the school planning leam in the preparation of SIFIAIP.
Support c. Provide general adminkirative suppon Lo school head and teachers fike roproduction af leaming
materals, enceding of reports, preparation of documents, el
d. Perdorm other functions as may be assigned by the School Head. [
Financial 2| Assist the School Head on the praparation of he lolkiwing documents such as but net imited to:
Management » Cash disburssmant regester

«  Authority 1o debiticredil socount [
s Liguldation reports including supporting documents

b} For IUs, asgist the School Head on the preparation of required reports from COA, DEM, and alher oversight |
apEnEes,

i} Faclitate submission of all Inancial documents to the SDO0 and'or bank, [{ necessary. ‘
i) Provide assistanse o other financial-related task of the School Head,

&) Parform other funclions as may be asaigned by the School Head.

Mote: Hems 5.2 and §.3 of the Departmant of Budget and Management (DEM) Budget Cirgular Mo, 2004-3 Conversion of Pasiions Perfarming Staffhion-
Techmical Functions [copy alfached, for resd)y reference), sssentially provides (hal posiions stiocated fo fhe new poslion titles may be assigred any
combination af the outies ard responsibiities of the proviows postion ftfes (including the AD () such &5 AD |, Human Rescdoe Management Officar |
{RRMO §, Information Officer | (10 1), Bublic Redstions Offesy | (FRO 1, Sudged Oficer { (80 [, and others Please mola thal the seope of supenision amd
jurisdiction of an AQ (I af the sohool level (= determined by the duties and functions assigned by the PrincipaliSehool Haad (for Elementary’ Juniar
High School) or Assistant Principal far Operations and Learner Support{far Serior High Schood),
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' Personnel Recruitment and Selechon i .
| Administration Provide human resources management suppor to the school head and coordinate with AQ IV (HRMO Il of the

S00 in the following HR-related fenclions:

| a. recrultment and seloction of applicants in the school assigned

b. promobon and deployment of personnel in the assigned school by chacking and validating the compiateness
and authanticity of documeants io be submitted 1o the HRMO for preparationdissuance of appoinimant

c. Prepare ERF of gualified teachers and submit 1o SDO for processing

Personne| Records
a. Update reqularly 201 files and maintain database of personal informatien of school parsonnel

b. Actiassist the designaled Agency Authorized Officer (AAD) In the field in terms of vediylng/approving GSIS
Inane and agency remittance advica (ARA) 85 may be delegaled

e. Consolidate daily time racord (DTR) of school personnel and prepare monthly repor of servce (Form 7)

d. Monitor and record attendance/absence of school persannel and report to school head issuss and concams
related thereio

a. Acts on application for leaves of school personnel and faciiiale recommendabion by the school head and

approval by the SD3

Update vacation sericefeave credits of school persennel and regularly communicals 1o all concamed

Malntain the confidentality of parsonal information of school personnel 1o which hefshe has egal ACCess.

Coordinale wilh concemed offices, such as BIR, GSIS, PhiHealth, Pag-IBIG, C5C, and ather

agencles/entities on the implementation of pokcies and guidelines relevant to persannel.
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Compensation and Benafits
a. Compate and submit i SDC applicable perscnnel benefits for processing, funding, and release (e.g.
matemity benefits, step increment, salary differentials, cvertima pay, proportional vecation pay, alc)
b. Monitor and prepare nolices for step Increments and adjusiments of schoal personnel and submit to HRMO
for checking and vardfication
¢. Proocess reiremsntisaparation benefits of school personnel for indorsement by the school head 1o the 30O

Other HR-relaled lunclions |
a, Update school persannel of he latest HR-related policies
b, Develop and present to the school head/HRMO innavalive strategles m improving HR practice in the school
o Assist the school head in performance manageament, rewards and recognilion, and lsaming development |
policies and prectices implementation in the schoal
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