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Repul]Ifc of toe fbilipptnes

Depcotqrmt of ancatiott
Region XI

scHooLS DIVIsloN oF DIGoS crlv
Di8Os City

Office of the Schools Division Superintendent

DIVlsloN REMORANDun4
OSDS-2023-JH

To:

Subject:

Date:

MAE PEARL E. HONG-TEcsoN. RN, no
Medical Officer Ill

DIRECTIVE    TO    RE-EVALUATE    THE    PHYSICAL    AND
PHYSIOLOGICAL   CAPABILITY   OF   MRS.   ROSARIO   8.
DIAn4ANTE

March 24, 2023

I.   This pertains to the resumption of duty of Mrs. Rosario 8. Diamante, Adhinistrative
IV, effective March 1, 2023, after her sick leave of absence from September 1, 2022,
to February 28, 2023, due to Cerebrovascular Accident, Hyperteusion Stage 2.

2.   You are hereby instructed to re-evaluate her physical and physiological capability based
on the hereto compendium or the duties and functions of an Administrative Officer IV
for Cash Section.

3.   The report shall be submitted to the office of the undersigned the soonest tine possible
after receipt of this order.

4.   For compliance. -
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CS Form No. 211
Revised 2Oi8

MEDICAL CERTIFICATE
(For Employment)

INSTRUCTIONS

a, This medical certifieate should be accomplished by a licensed governmem physician.
b. Attach this cerrificste to original appointmem, transfer and reemployment.
c. The results Of the following pre€mploymont medical/physical/psychologlcal
must be attached to this form:

E  Blood Test

E]  8#::#::ay

EBsruy:hToeris,calTest
I  Neurcrpsychiatric Ejenination (if applicable)

FOR   THE    PROPOSED   APPOINTEE

NAME (last Name. First Name, Name Extension (if any) and Middle Name) AGENCY / ADDRESS
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ADDRESS
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AGE SEX CIVIL STATUS PROPOSE D POSITloN
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FOR     THE     LICENSED     GOVERNMENT     PHYSICIAN
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SIGNATURE over PRINTED N       E OF LICENSED GOVERNMENT PHYSICIAN: OTHER INFORMATION ABOuT THE
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AGENCY/Afflliaton of Licensed Qbvorr`mont Physician:
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LICENSE NO. HEIGHT (M) WEIGIT (KG) BLcOD
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National Higtiwa)., Tree de Ma}'o, Digas Cit).
8002 Davao del Sun, Philippines

Tel. .`to.: {082} 553-8533(Telefax); 553-5235;553L6952:553+6944
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MEDICAL   CERTIFICATE              .

This is to certify that:

Name:       a Fios^RIo e^IUMG e..     30          Sex.     Female
Address..   Purok san Vicente Estreda 2nd, D8vao del Sur
has  been   EXAMINED / TREATED / I+OSPITAI RED  in  the  MEDICAL CENTER OF
DIGOS COOPERATIVE for:

FINAL DusNOSIS:
CEREBROVASCuLAR HrpERrENsloN STAGE 2

From:        Thursday, September o1, 2022
No. of Days Confined:

To :         rdende bar OS` 2022

REMARKs:  Jill__¥_ri:ife¥L:`:`LL¥ ±P#ktotziEijT-, )    -
-1111111111111111111-

puRpOsE:       r5Bt;ed

Issued  this               Gt"'
Davao del Sur,  Philippiries,

day of t-her 202? at  Digos  City'
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Job Description - Vor. 2

Department of Education

Job Description JD No. Revision Code: 00

position Tltl® Administrative Officer IV Salary Grade: 18

Parenthetical Title Governance Level Schools Division
unit/Division OSDS- Administrative Unit- Cash Division Office/Bureau/S®rvic®
Reports to Administrative Officer V Effectivity Date
Positions Supervised Administrative Aide Vl Page/s

JOB SuMMARY
To manage cash collections, disbursements, liquidations and preparation of reports to the accounting office to ensure proper utilization  and
timely disbursement  of fLinds and liquidation of cash advances to pay for government abligation in accordance with accounting and auditing
rules and regulations

QUALIFIC^TION STANDARDS
A.   CSC Prescribed Quallfications

Education Bachelors degree relevant to the job
Experience 1  year relevant experience

Eligibilfty Career Service Professional (Second Level Eligibility)
Trainings 4 hours of relevant training

8.   Pr®forred Qualifications
Education

Exf)erience
Eligibi'ity

Trainings

I(RA DUTIES AND RESPONSIBILIT)ES
Cash Colloctlon •   Prepare, disburse and release approved checks based on prescribed procedures to fulfil payment

obligations of the SDO.

SDO_OSDS_Admin _ ADOF4
Page 1 of 2



Job Description - Vcr. 2

KRA DLJtlES END RESPONSIBILITIES
Distribute to collecting and disbursing officers cash advances for salaries and wages and reviews
statements of accounts and  current and replenishment vouchers
Review and finalize advice of checks issued and cancelled (ACIC) for submission to the Bureau
of the Treasury and Authorized Government Depository Bank
Remits mandatory contribution to BIR, GSIS, HDMF, and PHILHEALT

® Records daily transactions to monitor the cash outflow and daily cash balance
Cash Disbursement Payment and Initiates and controls the preparation of checks to pay for DepED obligations based on
Remittance vouchers/claims signed by authorized signatories.

Release approved checks to payees
Secure and encash checks for cash advances
Supervise accounts for receipts and disbursements Of funds
Monitor liquidation of cash advances, petty cash and submit reports

Liquidation and Reporting Prepare liquidations of cash advance/Petty Cash Fund submitted for replenishment.
®, Prepares replenishment reports, collection and deposit reports and report of checks issued and

cancelled
Prepares monthly reports on the cash status of various accounts
Negotiate bank transactions such as enca§hment of payroll, bank deposits and bank withdrawals
Monitor to ensure the proper maintenance of records of cash receipts and disbursements
pursuant to government rules and regulations

® Prepare accountable forms and ensures the proper use, maintenance and control of accountable
forms (such as official receipts and  pefty cash vouchers),

SDO  OSDS  Admin     ADOF4
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