
Annex D

Position:   Administrative Aide VI (Clerk III)-Office of the Schools Division Superintendent

Salary Grade and Monthly Salary:   6 / 18,255.00

Qualification Standards:

Education: Completion of two-year studies in college 

Training: None required

Experience: None required

Eligibility: Career Service (Sub-Professional); First Level Eligibility

Title Hours Details Years

1 ADA6-OSDS-46-2024 Bachelor of Arts in Philosophy
Board of Licensure Examination for 

Professional Teachers (BLEPT Passer) 
Qualified

2 ADA6-OSDS-47-2024
Bachelor of Science in Industrial 

Technology major in Food Technology

December 2 up to present Production Staff at Sweet 

Maryana

August 10, 2020 to September 12, 2020 Field 

Enumerator Philippine Statistics Authority

January 1, 2018 to June 30, 2018 Liaison 

Philippine Councilors League

February 2, 2012 to June 30, 2016 Clerical Aide

Office of the Sangguniang Bayan/LGU banga

5 years 

and 4 

months

Professional Teacher Qualified

3 ADA6-OSDS-48-2024

Bachelor of Science in Biology (ASU)

MS Biology Specializing Microbiology (18 

Units)

01/03/2023 to 5/10/2024   LABORATORY 

ASSISTANT- AKLAN STATE UNIVERSITY	

10/24/2022 to 01/09/2023    INSTRUCTOR - 

AKLAN STATE UNIVERSITY	

09/13/2022 to 10/23/2022  LABORATORY 

ASSISTANT- AKLAN STATE UNIVERSITY	

08/06/2006 to 09/06/2008 OVERSEAS FACTORY 

WORKER	UNIMICRON, TAIWAN	

04/28/2003 to 02/29/2004  NURSING ATTENDANT 

- DOCTOR RAFAEL S. TUMBUKON MEMORIAL 

HOSPITAL

2 years 

and 6 

months

CAREER SERVICE 

SUBPROFESSIONAL

CAREER SERVICE 

PROFESSIONAL

Qualified

4 ADA6-OSDS-49-2024 Bachelor of Arts in Communication 

Position: Encoder (Job order)

Immediate Supervisor: Dr. Daystar S. Sedillo

Agency: Municipal Health Office - LGU New Washington

Duration: July 10, 2024 - September 2, 2024 

2 months Civil Service Professional Qualified

5 ADA6-OSDS-50-2024
Bachelor of Science in Information 

Technology

Civil Service Eligibility - Professional 

Level
Qualified

6 ADA6-OSDS-51-2024
Bachelor of Science in Customs 

Administration

LSERV CORPORATION                                                                  

03/01/2020- PRESENT

CIVIL AVIATION AUTHORITY OF THE PHILIPPINES

(Kalibo International Airport)                                                       

04/01/2012- 02/29/2020

CIVIL AVIATION AUTHORITY OF THE PHILIPPINES

(Caticlan Airport)                                                                          

12/01/2010- 03/30/2012

JOSELITO ALBA VOCATIONAL AND TECHNICAL SCHOOL     

05/18/2009- 11/25/2010

12 years

CSC-PPT PROFESSIONAL 

ELIGIBLE			

CSC-PPT SUBPROFESSIONAL 

ELIGIBLE			

TESDA- CERTIFIED NATIONAL 

CERTIFICATE II IN HEALTH CARE 

SERVICES				

Qualified

INITIAL EVALUATION RESULT (IER)

No. Application Code Education

Training Experience

Eligibility

Remarks 

(Qualified or 

Disqualified)

No certificate of employment

no certificate of employment

3RD STUDENT BIOLOGIST RESEARCH COLLOQUIUM   4/29/2024  to 

4/29/2024 (8 HRS)

SEMINAR ON ALIGNING RESEARCH CUM PROPOSAL DEFENSE 

9/14/2023 to 9/14/2023 (8 HRS.)

MICROBIOLOGY LABORATORY SKILL FOR CAREER BUILDING 

04/12/2023 to 04/12/2023 (8 HRS.)

TRAINING WORKSHOP ON LABORATORY SAFETY PRECAUTIONS AND 

COMMON LABORATORY OPERATIONS AND TECHNIQUES IN 

CHEMISTRY AND MICROBIOLOGY 

03/02/2023 to 03/02/2023 (8 HRS.)

FIRST AID TRAINING COURSE 12/16/2022 to 12/16/2022 (8 HRS.)

TRAINING ON THE OPERATION OF MICROBIOLOGY EQUIPMENT AND 

LABORATORY SAFETY PROCEDURES  09/19/2022 to 09/23/2022 (40 

HRS.)

MANGROVES BIODIVERSITY ASSESSMENT TRAINING 06/01/2022 to 

06/03/2022 (24 HRS.)

1ST STUDENT BIOLOGIST RESEARCH COLLOQUIUM  04/27/2022 to 

04/27/2022 (8 HRS.)

MICROBIOLOGY LABORATORY TECHNIQUES 01/15/2022 to 

01/15/2022 (8  HRS.)

Ten day skills training workshop on Information and Communication 

Technology for Teacher 1 applicant, July 19-29, 2022 (80 hours)

Food & Beverages NC II from April 16-June 21, 2024 (365 hours)

DRIVING (Passenger Bus/Straight Truck) from June 6-22, 2024 (122 hours)

PERSONALITY DEVELOPMENT WORKSHOP	04/28/2021  8 HOURS

LOCAL STRATEGIC PLANNING WORKSHOP 02/17-18/202116 HOURS

EARTHQUAKE AWARENESS AND PREPAREDNESS DRILL 09/12/2019   4 HOURS

LOCAL SAFETY MANAGEMENT TRAINING 04/232019  4 HOURS

AIRPORT SECURITY SAFETY AWARENESS SEMINAR 10/18/2024  4 HOURS

AIRPORT FULL SCALE EMERGENCY EXERCISE 2023 09/20/2023  4 HOURS

AIRPORT SECURITY SAFETY AWARENESS SEMINAR 11/14/2022  4 HOURS

AIRPORT SECURITY SAFETY AWARENESS SEMINAR 11/14/2022   4 HOURS

FIRE PREVENTION AWARENESS PROGRAM	03/09/2022   4 HOURS

(Sensitivity Capability Building (with Blended GAD-Oriented Activity and Peer Caring); 

May 18, 2024 - May 19, 2024; 16 hours)

no certificate/s of training



Title Hours Details Years
No. Application Code Education

Training Experience

Eligibility

Remarks 

(Qualified or 

Disqualified)

No certificate of employment
Food & Beverages NC II from April 16-June 21, 2024 (365 hours)

DRIVING (Passenger Bus/Straight Truck) from June 6-22, 2024 (122 hours)

7 ADA6-OSDS-52-2024
BACHELOR OF SCIENCE IN COMMERCE 

MAJOR IN MANAGEMENT ACCOUNTING

ADMIN SUPPORT STAFF	LSERV 

CORPORATION	04/01/2023	PRESENT

ACCOUNTING ASSISTANT	LSERV 

CORPORATION	03/01/2020	03/30/2023

ACCOUNTING ASSISTANT	CIVIL AVIATION 

AUTHORITY OF THE PHILIPPINES - KALIBO 

INTERNATIONAL 

AIRPORT	01/01/2019	02/29/2020

ACCOUNTING ASSISTANT	CIVIL AVIATION 

AUTHORITY OF THE PHILIPPINES - KALIBO 

INTERNATIONAL 

AIRPORT	01/01/2017	12/31/2018

BUILDING GROUND MAINTENANCE 

WORKER	CIVIL AVIATION AUTHORITY OF THE 

PHILIPPINES - KALIBO INTERNATIONAL 

AIRPORT	08/01/2016	12/31/2016

BOOKKEEPER	FORTUNE TN 

MARKETING	01/18/2012	05/30/2016

CASHIER	GAISANO CAPITAL 

KALIBO	05/18/2011	11/15/2011

1 year 

and 7 

months

CAREER SERVICE EXAMINATION- 

PEN AND PAPER TEST 

(PROFESSIONAL LEVEL)

CERTIFICATE OF ELIGIBILITY 

(HONOR GRADUATE ELIGIBILITY)

Qualified

8 ADA6-OSDS-53-2024 Bachelor of Science in Accountancy

Xtra Mile Fulfillment Solutions Inc 08/30/2021-

Present

Zenco Sales Inc 03/28/2011-07/19/2021 

JMC Movers 01/02/2010-03/19/2011

Robial Forwarders Inc 07/23/2002-12/31/2009

19 

years
Career Service Sub-Professional Qualified

9 ADA6-OSDS-54-2024 BS in Accountancy Pharmacy Assistant, 01/15/2016 to 05/31/2023 7 years Career Service Professional Qualified

10 ADA6-OSDS-55-2024
BACHELOR OF SCIENCE IN 

INFORMATION TECHNOLOGY

ADMINISTRATIVE AIDE IV

DEPARTMENT OF EDUCATION - NUMANCIA NATIONAL 

SCHOOL OF FISHERIES

SEPTEMBER 1, 2022 - PRESENT 

ADMINISTRATIVE AIDE III

DEPARTMENT OF EDUCATION - NUMANCIA NATIONAL 

SCHOOL OF FISHERIES

JULY 4, 2017 - AUGUST 31, 2022

7 years 

and 4 

months

CAREER SERVICE ELIGIBILITY –  

PROFESSIONAL
Qualified

11 ADA6-OSDS-56-2024
BACHELOR OF SCIENCE IN 

ACCOUNTANCY
Career Service Professional Eligibility Qualified

12 ADA6-OSDS-57-2024 Bachelor of Arts Major in English

Branch Customer Service Head/ Motortrade Nationwide 

Corp/ May 16,2024; Branch Manager/ Mitsukoshi Motors 

Philippines Inc.2018-2024/ Branch Cashier / Daan Hari 

Moyors Corp/ 2012-2018/ Marketing Assitant / Daan Hari 

Motors Corp/ 2012

12 years Civil Service Professional Qualified

13 ADA6-OSDS-58-2024
BACHELOR OF ARTS MAJOR IN 

ENGLISH

NSTP JOB ORDER CLERK/FACILITATOR (ASU-KALIBO 

CAMPUS, DR. JEFFREY A. CLARIN, JUNE 1,2024-PRESENT), 

JOB ORDER CLERK, PRODUCATION STAFF, ENCODER 

(PROVINCIAL GOVERNMENT OF AKLAN, HON. FLORENCIO 

T. MIRAFLORES, HON. JOSE ENRIQUE M. MIRAFLORES, 

JANUARY 10,2019-MAY 31,2023) ON THE JOB TRAINEE 

(SSS KALIBO BRANCH, LOVELY ROSE MACAHILO, 

NOVEMBER 20,2027-  FEBRUARY 18,2018)

5 years 

and 6 

months

LICENSED PROFESSIONAL TEACHER Qualified

14 ADA6-OSDS-59-2024
Bachelor of Science in Information 

Technology 
no certificate of employment Career Service Professional Qualified

no certificate of employment

MID-YEAR IN-SERVICE TRAINING FOR TEACHERS

01/29/2024 TO 01/30/2024 16 HOURS

1ST DIVISION NATIONAL EMPLOYEES UNION CONGRESS (AKLAN CHAPTER)

11/28/2022 TO 11/28/2022 8 HOURS

SCHOOL-BASED MID-YEAR IN-SERVICE TRAINING FOR TEACHERS AND NON-TEACHING 

PERSONNEL 01/31/2022 TO 02/2-5/2022 40 HOURS

no certificate/s of training

In-service training :Empowering the Future-Ready (September 23,2024, 9 hours), In-

service training:Advancing Sustainability and Excellence in Education (August 8,2024, 

9 hours),Technology Update by HP Philippines (June 18,2024, 9 hours),  NSTP 

Graduation Ceremony (May 25,2024, 9 hours), BIDAktas 2024: A Walk Away from Drug 

Abuse (May 11,2024, 9 hours)Fire Fighting Techniques, Safety Education,and Disaster 

Control Group (May 18,2024, 9 hours) Disaster Contingency Planning, Emergency 

Recue, and Life Preservation (November 17,2023, 9 hours), School of Leaders: Destiny 

Training (November 5,2023, 9 hours), Life Class Encounter (Sept 2-3,2022, 18 hours),  

School of Leaders: Destiny Training (July 2,2022, 9 hours)

Customer Service Training/ 06/13/2024  (8 Hours)

Managerial Training/ 2023  (8 hours); 

Basic Safety Safety Basic and Health Standard/ 2020 /10 Hours

No certificate/s of training

Virtual Bookkeeping (March 6-11, 2023)(18 hours)

XERO ADVISOR CERTIFICATION PROGRAMME -03/10/2023-8 hours

GLOBAL CUSTOMER SERVICE TRAINING-06/05/2023-06/25/2023-

120 hours

PRODUCT SPECIFICATIONS TRAINING-07/03/2023-07/14/2023-80 

hours

2024 District Tax Campaign Kick-off 03/12/2024 2.5hrs 

Year-End Tax and Tax Updates Seminar 11/09/23 4hrs

Business Taxation Made It Easy  05/04-05/23 12hrs

Tax Pulong Pulong 2023 03/02/23 3.5hrs

Pre-Membership Education Seminar (PMES) 11/23/22 4hrs

Briefing on Revenue Regulation No. 31-2020 Dated November 4, 2020 

and Obligations of Top Withholding Agent (TWAs) 11/14/2022 4hrs

EARTHQUAKE AWARENESS AND PREPAREDNESS 

DRILL	06/27/2024	06/27/2024	4 HOURS

MICRO-TRAINING ON THE GRANT OF CAREER SERVICE ELEGIBILITY 

PREFERENTIAL RATING FOR JOCOSC6	06/18/2024	06/18/2024	4 

HOURS

AIRPORT FULL SCALE EMERGENCY EXERCISE 

2023	09/20/2023	09/20/2023	4 HOURS

FIRE PREVENTION AWARENESS SEMINAR 

	03/17/2023	03/17/2023	4 HOURS

AIRPORT SECURITY AND SAFETY AWARENESS 

SEMINAR	11/16/2022	11/16/2022	4 HOURS

AIRPORT SECURITY AND SAFETY AWARENESS 

SEMINAR	10/27/2021	10/27/2021	4 HOURS

PERSONALITY DEVELOPMENT 

WORKSHOP	04/28/2021	04/28/2021	8 HOURS

FIRE PREVENTION AWARENESS 

PROGRAM	03/11/2021	03/12/2021	4 HOURS

LOCAL STRATEGIC PLANNING 

WORKSHOP	02/17/2021	02/18/2021	16 HOURS

EARTHQUAKE AWARENESS AND PREPAREDNESS 

DRILL	09/12/2019	09/12/2019	 4 HOURS

LOCAL SAFETY MANAGEMENT SYSTEM	04/23/2019	04/23/2019	8 

HOURS

HOUSEKEEPING NC II	04/16/2018	06/15/2018	400 HOURS

ON THE JOB TRAINING	11/18/2010	02/10/2011	250 HOURS



Title Hours Details Years
No. Application Code Education

Training Experience

Eligibility

Remarks 

(Qualified or 

Disqualified)

No certificate of employment
Food & Beverages NC II from April 16-June 21, 2024 (365 hours)

DRIVING (Passenger Bus/Straight Truck) from June 6-22, 2024 (122 hours)15 ADA6-OSDS-60-2024 Bachelor in Elementary Education Licensed Professional Teacher Qualified

16 ADA6-OSDS-61-2024 Bachelor of Science and Accountancy no certificate of employment
Civil Service Sub professional and 

Civil Service Professional Eligibility 
Qualified

17 ADA6-OSDS-62-2024

Bachelor of Science in Hotel & 

Restaurant Management

9 units

1. Data Encoder 01/18/2023 TO PRESENT		

2. Planning Assistant at DENR-PENRO Aklan 9/16/2020 to 

12/31/2022

3. PASSENGER SERVICE AGENT 1 09/07/2019 to 

08/15/2020

4. HOUSEKEEPING AT MARZON HOTEL 09/22/2014 TO 

08/05/2018

5. COUNTER CASHIER 05/25/2014 TO 08/22/2014	

4 years 

and 9 

monhs

Licensed Professional Teacher Qualified

18 ADA6-OSDS-63-2024

Bachelor of Science in Information 

Technology

Master in Public Administration (1st year 

1st Semester Ongoing Class)

Provincial Government of Aklan, July 1, 2019 - Present

4 years 

and 3 

months

Career Service Professional Eligibility Qualified

19 ADA6-OSDS-64-2024 Bachelor in Elementary Education

*April 11, 2024 - Present - Administrative Support Staff COS 

at Antipolo Elementary School

*March 1, 2023 - March 30, 2024 - CBMS Map/Data 

Processor

*November 22, 2021 - February 28, 2023 - Office Clerk at 

LGU Ibajay

*July 22, 2018 - October 31, 2021 - Teacher at Aklan 

Academy Kalibo, Aklan

*June 1, 2017 - April 30, 2018 - Teacher at Mother Teresa 

Academy Ibajay, Aklan

*June 1, 2016 - March 30, 2017 - Teacher at Aklan 

Academy Kalibo, Aklan

7 years LET Qualified

20 ADA6-OSDS-65-2024

Bachelor of Elementary Education Major 

in General Education

Master of Arts in Teaching Major in Early 

Childhood Education (9 Units)

Sangguniang Kabataan Chairperson (Local Government 

Unit/June 30, 2018-October 10, 2022) / Teacher I 

(Department of Education-Panayakan ES/October 11, 2022-

January 19, 2023) / Learning Support Aide Teacher 

(Department of Education-Dapdap ES/April 1, 2023-June 

30, 2023) / Teacher I (Department of Education-Tagas 

ES/September 12, 2023-December 15, 2023) / Teacher I 

(Department of Education-Tangalan ES/January 15, 2024-

April 28, 2024)

5 years 

and 3 

months

R.A. 1080 - Professional Teacher Qualified

21 ADA6-OSDS-66-2024

Bachelor of science in Business 

Administration major in Financial 

Management

10/11/2024-Present - Department of Education

01/07/2019-01/30/2020 - IslandFun Incorporated

1 year 

and 1 

month

Civil Service Professional level Qualified

22 ADA6-OSDS-67-2024
Bachelor of Science In Agriculture (Major 

in Agricultural Extension)

1.) Sanguniang Kabataan (SK CHAIRPERSON) january 2018-

december 2023.

2.) DepEd (Administrative Support Staff) COS . April 05-

December 30 2024.

5 years 

and 7 

months

BARANGAY Official Eligibility (SK 

Chairperson)
Qualified

23 ADA6-OSDS-68-2024

Bachelor of Science in Business 

Administration major in Financial 

Management 

CSC Professional Qualified

1.)Training Of the Trainers on Production of High-Quality Inbred Rice and Seeds and 

Farm Mechanization (March 11-22, 2024, 120 hours)

2.)On the Job Training (OJT) April 04-May 06 2023, 160 hours.

3.)Indigenous Peoples Leadership Training November 23-25 2024 ,96 hours.

4.) Agricultural Crop Production ( ACP NC II) September 24 -November 04 2019, 336 

hours.

no certificate of employment

Bookkeeping NC III (June 30, 2023)

School Based Training on the MATATAG Curriculum 07/22-26/2024 (24 hours)
No certificate of Employment

no certificate/s of training

Mandatory Training Program (May 18, 2018 - 8.0 hours) / Five (5) Modules of Basic ICT 

Literacy Training Program (January 18, 2019 - February 4, 2019 - 80.0 hours) / 

Handbook on the Financial Transactions of the Sangguniang Kabataan (September 19, 

2022 - September 22, 2022 - 32.0 hours) / 15th Visayas Geographical Conference 

(September 28, 2022 - September 30, 2022 - 24.0 hours) / School-Based Training on the 

MATATAG Curriculum for Teachers (July 22, 2024 - July 26, 2024 - 40.0 hours)

*DRRM Training - July 15-19, 2024 - 40 hours

*IT Basic Computer Training - February 16-25, 2024 - 80 hours

*PSA Training for Geotagging and Processing of Governments Infrastructure and 

Services - August 11-14, 2023 - 32 hours

*PSA Training for BPQ - September 8-13, 2022 - 32 hours

No acquired trainings within the last 5 years

1. COMPUTERIZED DOCUMENT TRACKING SYSTEM (CDTS) 07/11/2024 TO 

07/12/2024

2. DELIVERING EXCELLENCE THROUGH STRATEGIC PERFORMANCE MANAGEMENT 

SYSTEMS 10/2/2023 TO 10/3/2023

3. TRAINERS METHODOLOGY CERTIFICATE LEVEL I	09/18/2022 TO 

02/14/2023					

Financial Training from April to May 2024 with inclusive of 20 hours

no certificate/s of training



Title Hours Details Years
No. Application Code Education

Training Experience

Eligibility

Remarks 

(Qualified or 

Disqualified)

No certificate of employment
Food & Beverages NC II from April 16-June 21, 2024 (365 hours)

DRIVING (Passenger Bus/Straight Truck) from June 6-22, 2024 (122 hours)

24 ADA6-OSDS-69-2024
BACHELOR OF SECONDARY 

EDUCATION MAJOR IN FILIPINO

ADMINISTRATIVE SUPPORT STAFF( DEPARTMENT OF 

EDUCATION/KINALANGAY VIEJO INTEGRATED 

SCHOOL/MARCH 3, 2024 - DECEMBER 31, 2024)

STATISTICAL RESEARCHER/ (PHILIPPINE STATISTICS 

AUTHORITY/ JULY 11, 2022 - APRIL 16, 2024)

ENUMERATOR (DEPARTMENT OF ENVIRONMENTAL AND 

NATURAL RESOURCES/JUNE 1, 2021 - DECEMBER 31, 

2021)

ENUMERATOR (DEPARTMENT OF SOCIAL WELFARE AND 

DEVELOPMENT/ OCT. 1, 2020 - DEC. 31, 2020)

ENUMERATOR (PHILIPPINE STATISTICS AUTHORITY/AUG. 

24,2020 - SEPT. 16, 2020

ENUMERATOR(DEPARTMENT OF SOCIAL WELFARE AND 

DEVELOPMENT/OCT. 10, 2019 - DEC.30, 2019

TIME KEEPER(NATIONAL IRRIGATION  ASSOCIATION 

(BRGY  BASED)/APRIL 1, 2017 - DEC. 30, 2017)

TIME KEEPER(NATIONA  IRRIGATION  ASSOCIATION 

(CONTINUATION OF CANAL CEMENT/FEB. 10, 2016 -  JUNE 

30, 2016)

1 year 

and 5 

months

LICENSURE EXAMINATION FOR 

TEACHER
Qualified

25 ADA6-OSDS-70-2024 Bachelor in Elementary Education
Contract of Service at LGU Madalag, 09/2/2024-

12/31/2024
3 months Qualified

Prepared and certified correct by:

MARLYN T. BEREBER

Administrative Officer IV

Date: April 28, 2025

Three-day International Virtual Webinar Training on Technology and Inclusion: 

Innovating the Teaching and Learning Process, 09/20-22/2024 (24 hours)

SCHOOL-BASED TRAINING ON THE MATATAG CURRICULUM FOR THE KINDERGARTEN, 

GRADE 1, 4, and 7 TEACHERS/JULY 22-26,2024 /40hrs


