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(Enclosure No. 1 to Division Memorandum No.3?4>: • 2019)

r

1. Vacancies for Various Non-Teaching Positions:

a. Medical Officer III
b. Education Program Specialist
c. Registrar I
d. Administrative Assistant If
e. Administrative Aide Vi

2. The Qualification Standards for the said positions are as follows:

POSITION TITLE AND 
SALARY GRADE EDUCATION REQUIREMENTS EXPERIENCE REQUIREMENT TRAINING

REQUIREMENTS
ELIGIBILITY

REQUIREMENTS

Medical Officer III
(SG -2 1 )

Doctor of Medicine 1 year of relevant 
experience

4 hours of relevant 
training

RA 1080

Education Program 
Special II
(SG -  16)

Bachelor's Degree in Education 
or its equivalent

2 years experience in 
educational research> 
development, | 
implementation or other 
relevant experience

4 hours of relevant 
training

PBET; Teacher 
Career Service 
(Professional) 
Appropriate Eligibility 
for Second Level 
Position

Registrar I
(SG -1 1 )

Bachelor's Degree None required- None required

- -

Career Service 
(Professional)
Second Level Eligibility

Administrative 
Assistant II
(SG -  8)

Completion of 2 years in 
Preferred Qualifications

allege

Bachelor's Degree in Business 
Administration Major in 
Accounting; or 
Completion of at least 2| years 
studies in Bachelor's Decree in 
Accountancy or Commerce; or 
Completion of 2 years si u dies in 
college with at least nin: [9) 
Units m accounting subj Sets

1 year of relevant 
experience in accounting 
activities / tasks

4 hours of relevant 
training in 
accounting and 4 
hours training on 
the use of 
computers and 
spreadsheet 
software (e.g. 
Microsoft Excel)

Career Service 
(Sub-Professional) 
First Level Eligibility

Administrative Aide VI
(SG— 6)

Completion of 2 years in College None required None required Career Service 
(Sub-Professional) 
First Level Eligibility
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b) Education Program Specialis
c) Registrar I
d) Administrative Assistant II
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