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APPROVAL OF THE CREATION OF NEW LEGAL AND PROCUREMENT

- — - —— - -

POSITIONS FOR SCHOOLS DIVISION OFFICES

To: Schools Division Superintendents
All Other Concerned

3 Attached is Unnumbered Memorandum dated August 28, 2025 re:
“Approval of the Creation of New Legal and Procurement Positions for Schools
Division Offices” which is self-explanatory.

2. Immediate dissemination of and compliance with this Memorandum are
desired.
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Encl.: As stated
Reference: As stated

To be indicated in the Perpetual Index
under the following subjects:

HIRING POLICY ALLOCATION RECRUITMENT

ASD/PS/AGS/RM s. 2025- dessimination- Unnumbered- Creation of New Legal and Procurement Positions for SDOs

DepED N

BAGONG PILIPINAS

Address:Batinguel, Dumaguete City, 6200
Telanhane Noc:

Email Address: nir@deped.gov.ph

Wiahsitarhttns: ’/6 nvurl com Iv\ r ooy v\h
S2SIRCINTIPS yd g






















Procurement Unit

AO IV

AO1I

San Jose Del Monte

Legal Unit

Legal Assistant I

AO IV

1

1

1

Cit Procu t Unit !

y rocurement Uni AO I 1

Legal Unit Legal Assistant I 1

Tarlac City . AO IV 1

Procurement Unit AO 11 1

Legal Unit Legal Assistant I 1

Zambales . AO IV 1

Procurement Unit A0 1 1

. AO IV 1

Bulacan Procurement Unit A0 10 1

. . . AO IV 1

Nueva Ecija Procurement Unit A0 11 1

. AO IV 1

Pampanga Procurement Unit A0 1 1
AO IV

Tarlac Procurement Unit Ol 1

AOII







San Pedro City

Legal Unit

Legal Assistant [

Procurement Unit

AO IV

AO1I

Sta. Rosa City

Legal Unit

Legal Assistant I

Procurement Unit

AO IV

AOTII

Sto. Tomas City

Legal Unit

Legal Assistant |

Procurement Unit

AO IV

AOII

Legal Unit Legal Assistant [
Tanauan City Procurement Unit 28 E/
Batangas Procurement Unit 28 LV
’ I
Cavite Procurement Unit 28 I;/
Laguna Procurement Unit 28 LV
. . AO 1
Rizal Procurement Unit A0 I;/
Quezon Procurement Unit AOTII

Il Rl N el N e e o B I (S O SR (S [ Sy Sy (U UG (U (U (U













: Legal Unit Legal Assistant I
Roxas City . AO IV
Procurement Unit A0 10
Legal Unit Legal Assistant |
Sagay City AO IV

Procurement Unit

AOII

San Carlos City

Legal Unit

Legal Assistant |

Procurement Unit

AO IV

AO II

Silay City

Legal Unit

Legal Assistant I

Procurement Unit

AO IV

=t = | = = [ | | |t |

D11

Sipalay City

Legal Unit

Legal Assistant |

Procurement Unit

AO IV

| p—

AOII 1
' : O IV
Negros Occidental Procurement Unit A ) iI
Iloilo Procurement Unit AO Il







Legal Unit Legal Assistant [ 1
Lapu-Lapu City Procurement Unit AO IV !
AOII

Legal Unit Legal Assistant |
Mandaue City . AO IV 1
Procurement Unit A0 11 1
v Legal Unit Legal Assistant | 1
Siquijor . AO IV 1
Procurement Unit A0 10 1
Legal Unit Legal Assistant | 1
Talisay City ) AO IV 1
Procurement Unit A0 11 1
Legal Unit Legal Assistant | 1
Toledo City . JIV 1
4 rocurement Unit AO T 1
AO 1V 1

P :

Bohol rocurement Unit AO I 1
) . AO IV 1
Negros Oriental Procurement Unit A0 11 1
Cebu rocurement Unit AO1I 1























































































































































National Capital Region
[NCR)

Division of Manila
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High School {Grade 7 to Grade

141|T. Paez Integrated High School 10) racher | 324,000 27,000 OSEC-DECSB-TCH1-39957-1998 19 =aching Unfilled
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Job Description —~ Ver. 3

¢ Maintain and update a market price database to support transparency, competitiveness, and value-
for-money procurement decisions.

Procureme!l Process « Coordinate, facilitate, and monitor the procurement process from the preparation of procurement

Managemel documents and posting of bid advertisements to the updating of the procurement tracking system
in compliance with procurement laws, reaulations and applicable GPPB guidelines.

e Prepare and issue Purchase Orders Os) to winning bidders based on validated APRs and
Purchase Requests (PRs), ensuring accuracy, completeness, and compliance with RA 12009 and
other related procurement r  2s and regulations, and promptly serve the approved POs to facilitate
timely delivery of goods and services.

« Implement procurement activities in collaboration with end-users, ensuring that all processes from
preparation of bidding documents to posting of procurement opportunities adhere with existing
procurement laws and regulations.

e Coordinate and facilitate BAC members and the TWG in the conduct of post-qualification activities,
ensuring that evaluations are completed in accordance with RA 12009, its IRR, and established
procurement timelines.

o Prepare, facilitate, and document key procurement proceedings in the division, including but not
limited to pre-procurement conferences, pre-bid conferences, bid submission, bid opening,
evaluation, and post-qualification, in line with the principles of transparency, competitiveness,
efficiency, and proportionality.

o Oversee the sale distribution, issuance and proper documentation of bidding documents to
suppliers, conftractors, consultants, and other interested parties, ensuring open access to
information and compliance with participatory procurement practices.

¢ Update and maintain the procurement tracking system and PhilGEPS postings to ensure real-time
visibility of procurement activities in the SDO and to support open contracting requirements under
RA 12009.

« Provide technical guidance and assign tasks to the Administrative Officer Il within the Procurement
Unit, monitoring outputs for timeliness, accuracy, and adherence to procurement schedules and
quality standards.

« Maintain complete and accurate procurement records to support audit, monitoring, and evaluation,
ensuring that all documentation meets the accountability and sustainability standards mandated
by the existing procurement faw.
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Job Description — Ver. 3

Procuremel
Management

Contracts

Plan, implement, and administer all stages of procurement contract management—covering
contract execution, monitoring, and close-out—in accordance with RA 12009 and its IRR, ensuring
transparency, accountability, and efficiency. This includes applying risk mana :ment measures to
reduce, eliminate, or mitigate potential financial, legal, and procurement nsks throughout the
contract lifecycle.

Monitor and track compliance w 1 the terms and conditions of procurement contracts, coordinating
with end-user units, suppliers, contractors, and consuitants to address deviations and ensure
contract performance.

Communicate with the Procurement Management Service — Contract Management Division
(ProcMS-CMD) regarding the delivery of goods procured by the Central Office (CO) and Regional
Office (RO), ensuring timely receipt and proper documentation in the SDO.

Facilitate acceptance procedures with end-user units for the inspection and acceptance of
delivered goods and services and coordinate with the Finance Unit to support prompt processing
and payment of contracts.

Maintain and safeguard complete contract files and related documentation for monitoring, audit,
and compliance purposes, ensuring alignment with RA 12009 principles of transparency,
accountability, and efficiency.

‘ocuremel
Evaluation

onitoring and

Facilitate the preparation of Inspection Orders to be issued by the SDS, the authorized Head of
the Administrative Section, by providing complete and accurate project details and item
specifications for inspection in compliance with RA 12009 requirements.

Track and monitor compliance of procurement processes with RA 12009, its IRR, GPPB
issuances, DepEd procurement guidelines, and BAC Secretariat procedures, ensuring that all
activities uphold the principles of transparency, accountability, an efficiency.

Maintain and ensure accuracy of the procurement tracking system for all ongoing procurement
activities and milestones, enabling real-time visibility, effective monitoring, and timely reporting.
Track and measure performance of actual procurement activities against required timelines,
prepare and submit Procurement Monitoring Reports (PMR) and APC  reports to oversight
agencies, including consolidated reports from SDOs under jurisdiction, in accordance with RA
12009 reporting requirements.

Coordinate the initiation of sanction procedures against non-compliant or defaulting suppliers,
contractors, and consultar ;, in accordance with the penalties and remedies provided under RA
12009 and its IRR.
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Job Description — Ver. 3

Secondary

es

Perform other relevant functions as may be assigned by the supervisor.
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Job Description — Ver. 3

KEY RESULT AF 3 [ TIES AND RESPONSIBILIT 3
RECORDS AND e Receive, record, and route documents addressed to the Legal Unit with attached routing slip and forward
DATABASE them to the appropriate person/office, ensuring proper tracking and status of documents.
MANAGEME T * Maintain an organized filing system for case files, reports, and other legal-related communications,

ensuring documented information is easily retrievable, accessible, and securely stored.

o Create and maintain secure databases on school site ownership and cases — including, but not limited
to, child abuse and bullying — to ensure accurate tracking, reporting, and controlied access to
information.

e Document proceedings of Legal Unit meetings such as clarificatory conferences, case briefings, and
agreements; draft and distribute minutes to concerned parties, and safe keeps copies for future

reference.
ADMINISTRATIVE e Provide administrative assistance and support to ensure the smooth operations of the Legal Unit.
SUPPORT e Prepare and encode documents, reports, and presentations in electronic format for the Legal Unit

Coordinate and facilitate the schedules of the Legal Unit's activities, including trainings, workshops,
meetings, and appointments with other offices

e Coordinate the preparation and processing of documents required for the Legal Unit's activities and
operations.

e Arrange and coordinate meetings and appointments with external parties, including scheduling dates,
securing venues, and arranging meals as needed, and confirm details with all concerned.

e Prepare clearances and certifications as requested, securing the signature of the proper authorities.
Coordinate travel bookings for staff as instructed and provide timely feedback on booking status.

e Ensure the security, proper maintenance, and availability of office equipment, as well as the timely
replenishment of office supplies.

e Receive and route incoming calls or logs relevant information and promptly notifies the concerned party.
Log concerns brought to the office and follow through on inquiries until resolution.

SDO_OSDS_Legal Unit_Legal Assistant |
Page 3 0f 3





