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Republic of the Philippines
Department of Education

REGION VI - WESTERN VISAYAS
SCHOOLS DIVISION OF AKLAN

NO )\S‘*

November 21, 2024

DIVISION MEMORANDUM
No. §77 , 5. 2024

CAPABILITY BUILDING FOR NEWLY-HIRED ADMINISTRATIVE OFFICER II

To: Public Schools District Supervisors
Principals/Head Teacher-In-Charge of the District
Heads of Public Elementary, Secondary and Integrated Schools
Newly Hired Administrative Officer II

1. The Schools Division of Aklan will conduct a three (3) day Capability Building
for newly-hired Administrative Officer Il on December 2-4, 2024 at Ati-atihan
Festival Hotel, Kalibo, Aklan.

2. This activity aims to capacitate the newly hired Administrative Officer II of their
duties and responsibilities and to update them of some relevant CSC issuances.

3. The participants of this activity are the following:

a. Selected Division Office Personnel
b. Selected newly hired Administrative Officer II in C.Y. 2024

4. It is understood that in the conduct of this activity, there shall be no
discrimination on account of age, gender, civil status, disability, religion or any
similar factors/personal circumstances that would run counter to the principles
of equal opportunity.

5. Expenses relative to the conduct of this activity shall be chargeable against local
funds of the Division Office Proper subject to the usual accounting and auditing
rules and regulations.

6. Attached is the matrix of activities and list of participants for reference. e

e

7. Immediate dissemination of this Memorandum is desired.

FELICIANO
Schools D

/BUENAFE JR. CESO VI
ision Superintendent

W

Enclosures: As stated

RFD/mtb
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Republic of the Philippines
Department of Education

REGION VI - WESTERN VISAYAS
SCHOOLS DIVISION OF AKLAN

NO. redt

CAPABILITY BUILDING FOR NEWLY-HIRED ADMINISTRATIVE OFFICER II
Ati-atihan Festival Hotel
Kalibo, Aklan
December 2-4, 2024

LIST OF PARTICIPANTS
No. District Name
1 Altavas AMBROCIO, JOY TEODOSIO
2 Altavas ANDRADE, GLENDA ALMANON
3 Altavas DALIDA, RIANNE JOY GONZALES
4 Altavas PADOR, MARY IMMACULATE VALERIO
5 Altavas TUNGALA, GLADDEN GRACE TOLENTINO
6 Balete BILLONES, SHEMAIAH QUEENY SHUA BAUTISTA
7 Balete DELA CRUZ, SHE MIRASOL
8 Balete INOCENCIO, ENELYN BENEDICTO
9 Balete IRADIEL, JEANIE MAY FLAVIANO
10 Balete NADADO, RHEALYN BARTE
11 Banga NAVARRA, JOHN ADRIAN URBANO
12 Banga REVIS, CATHERINE ONIO
13 Banga REYES, EVANGELYN ISAGAN
14 Banga ROGAN, ROBERT JR TEODOSIO
15 Banga SARABIA, IVORY GRACE LABRAGUE
16 Banga TAMAYO, MARILYN ESPINA
17 Banga VILLANUEVA, CHRISTINE LANE INAUDITO
18 Batan AMBROCIO, JHELIE ROSE BENITO
19 Batan BAUTISTA, ARRAMAE MASANGCAY
20 Batan FUENTES, MARY SHERLYN JOY DELA CRUZ
21 Batan LAUZ, KRISTIANNE IZABEL SERMON
22 Batan QUINICIO, JANICE LUMIO
23 Batan VILLARUEL, MA. JAMELLA FLAVIANO
24 Ibajay East CASIBO, CHRISTINE CHIARA SUDLON
25 Ibajay East CLAUD, JENNIFER SOGUILON
26 Ibajay East MENDOZA, MARK JOMEL ROBLES
27 Ibajay West AGUILAR, MYLYN SALIDO
28 Ibajay West IGOY, CHRESTILLE ANNE RAMOS
29 Ibajay West MABAQUIAO, MARK JOSEPH MACABANTE
30 Ibajay West PALMON, RAQUEL ENERIO
31 Ibajay West SAN MIGUEL, DIANNE JANE TIPAN
32 Ibajay West TALIGATOS, JU LIYA CEASAR CRUZ
33 Ibajay West TALUNAY, LOVELY JOY TIDLOS
34 Kalibo II NAGRAMA, CHRISA MAE NOBLEZA
35 Kalibo II TAMBONG, DJ SANON
36 Lezo DELA ROSA, MARY JEA HEAVEN CAMPOS
37 Lezo INAWASAN, MARIANE VILLANUEVA
38 Lezo MATIAS, ELYVETH LEYSON
39 Libacao APOLINARIO, IRENE ILARINA
40 Libacao ARMERO, JESSA MAE SENDON
41 Libacao MAGNO, ZARAH GALIA
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42 Libacao RUIZ, VAL IAN VILLORENTE

43 Libacao SERILO, MA. JENNIFER NAGRAMA

44 Madalag PIOQUID, NINA JOY BAGAC

45 Madalag REPOSAR, JESSA STA. MARIA

46 Madalag RIVERA, LOVELYN BARRERA

47 Madalag RUPA, ROSTON REPOREN

48 Madalag ZASPA, CINDY MAE NINGALA

49 Makato CAHILIG, ANTHONY DELA CRUZ

50 Makato TABANERA, MAYBELYN DELA CRUZ

51 Malay RELATIVO, IRISH JEAN PRADO

52 Malay RELATIVO, RICHARD DECINAN

53 Malay SAMSON, ANGEL LAILA GARCIA

54 Malay SULAT, APRILEAMJOMARESS CASIDSID
55 Malinao FUENTES, JOHN WILLIAM BELLER

56 Malinao GARCIA, ELEN IGUIN

57 Malinao PRADO, MADELYN TEJADA

58 Malinao RUFON, LUZ MARY PADERES

59 Nabas ADVINCULA, CRIS GEO DELA CRUZ

60 Nabas DELA CRUZ, JEAN ANTHONETTE RETIRVA
61 Nabas LIMBANA, JOAN CADIANG

62 Nabas LLANZA, DANICA JOY MARTESANO

63 Nabas MALACAD, BABY SARAH GABINETE

64 Nabas TANIEZA, ERNIE DE LA CRUZ

65 Nabas TEMPLONUEVO, ETHELDRED RICAMONTE
66 Nabas TUMANDA, CHAIRMAINE JOY AGUPITAN
67 Nabas VENUS, SHARIE MAE TEMPLONUEVO
68 New Washington DANTES, LANCE JESTER REGALADO

69 New Washington GUMBAN, MA. EMMEA GERVACIO

70 New Washington OQUENDO, HERLEY MAE ESMERALDA
71 Numancia BALISACAN, KARINA DEE MALUMAY

72 Numancia ISEDENIA, GEOVELYN DELA CRUZ

73 Numancia RODILLAS, JHINKIE JANE BALAIROS

74 Numancia ZAMORA, RHEA LOU GONZALES

75 | Tangalan MARTIRES, PRINCESS CELINE ABROGUENA
76 Tangalan ORDAS, QUEENNIE ANNE TIBULAN
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Republic of the Philippines
Bepartment of Education
REGION VI - WESTERN VISAYAS
SCHOOLS DIVISION OF AKLAN

CAPABILITY BUILDING FOR NEWLY-HIRED ADMINISTRATIVE OFFICER II
Ati-atihan Festival Hotel, Kalibo, Aklan, December 2-4, 2024
TRAINING MATRIX

DAY 1 Morning Session DAY 2 Morning Session DAY 3 Morning Session
08:00 - 09:00 AM Registration of Participants 08:00 - 08:15 AM Preliminaries 08:00 - 08:15 AM Preliminaries
Opening Program 1 - 0K $ :15 - 08]:
09:00 - 09:45 AM | Whlcome Message 08:15 - 08:45 AM Management of Learning 08:15 - 08:45 AM Management of Learning
Roland F. Democrito
Administrative Officer 1V Guidelines on the Grant of
Inspirational Message Vacation Service
Feliciano C. Buenafe Jr. CESO VI 08:45 - 09:45 AM | Credits/Compensatory Overtime | 08:45 - 09:45 AM ICT Unit Concerns
Schools Division Superintendent Credits Floradel P. Jamero - ITO I
Levelling of Expectation Jerald B. Dela Cruz — AO II

Rhodora T. De Guzman — AO II

09:45 - 10:00 AM

Health Break

09:45 - 10:00 AM

Health Break

09:45 - 10:00 AM

Health Break

10:00 - 11:00 AM

Organizational Structure of DepEd
Aklan/Personnel Benefits
Marlyn T. Bereber — AO IV

11:00 - 12:00 NN

Leave Administration
Joan F. Dy — ADAs II

10:00 - 12:00 NN

Rules on Administrative Cases in
the Civil Service (RACCS)
Atty. Edron T. Bullo Jr. — Atty. Il

10:00 - 12:00 NN

Supply Unit Concerns
Mildred B. Zante - AO IV
Amy M. Toriano - AO II

12:00 - 01:00 PM

Lunch Break

12:00 - 01:00 PM

Lunch Break

12:00 - 01:00 PM

Lunch Break

Afternoon Session

Afternoon Session

Afternoon Session

01:00 - 02:00 PM

Filling up of Personal Data Sheet
(CSC Form 212)
Alma 1. Padayogdog — AO II

02:00 - 03:00 PM

Crafting and Updating of Service
Records
Christie C. Advincula — ADAs III

01:00 - 03:00 PM

Accounting Unit Concerns
Marissa A. Jizmundo — Acct. III
Rhodora T. De Guzman — AO IT

Helen G. Fabillano — ADAs IIT
Camilo N. Garces — ADAs III

01:01 - 03:00 PM

Records Unit Concerns
Maria Charo I. Carillo— AO IV
Vena Angelen J. Oquendo — ADAs III
Nicole Pearl A. Vega — ADA VI

03:00 - 03:15 PM

Health Break

03:00 - 03:15 PM

Health Break

03:00 - 03:15 PM

Health Break

03:15 - 04:15 PM

Retirement/Terminal Leave
Elvie R. Icabandi— AO II

03:15 - 04:15 PM

Cash Unit Concerns
Feby D. Moleta — AO IV

03:15 - 04:15 PM

Payroll Unit Concerns
Mary Lou T. Umali - AO I

04:15 - 05:00 PM

Equivalent Records Form (ERF)
Process Flow
Norlyn R. Igoy — AO II

04:15 - 05:00 PM

Open Forum

04:15 - 05:00 PM

Closing Program
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