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Republic of the Philippines

Bepartment of Education

Region XII
Schools Division Office of Tacurong City

April 8, 2025

DIVISION MEMORANDUM
OSDS No. 08 5. 2025

ASSIGNMENT OF ADMINISTRATIVE TASKS TO NON-TEACHING PERSONNEL

Ta: Assistant Schools Division Superintendent
CID and SGOD Chiefs
School Heads
Section Heads
AO Il and PDO 1
All Others Concerned
This Division

1. DepEd Order No. 2, s. 2024 titled Immediate Removal of Administrative
Tasks of Public School Teachers aims to remove the administrative tasks of
teachers to enable them to maximize their time in actual classroom teaching and
focus on the teaching and learning process and become effective facilitators of
learning.

2. As defined in DepEd Order No. 2, s. 2024, administrative tasks refer to tasks
related to the effective and efficient operations of schools or programs, projects, and
services which are not directly related to teaching and academic learning. These shall
be performed by School Heads and non-teaching personnel. These tasks shall
include, but are not limited to the following:

a. Personnel Administration
b. Property/Physical Facilities Custodianship
c. General Administrative Support
d. Financial Management
€. Records Management
f. Program Management
i. Feeding
ii, School DRRM
ifi, Other related programs

3. This Office reiterates that administrative tasks shall be assigned only to non-
teaching personnel based on their specific duties and responsibilities (as provided in
Enclosures 1-A, 1-B, 1-C, 1-D), expertise, and skills. This is to ensure that
assignments are appropriate and responsive to the needs of the school and aligned
with the goal of supporting teaching and learning, while enhancing the efficiency and
effectiveness of school operations.

4. In cases where there is no AO I and/or PDO 1 assigned in a particular school,
or in the absence of the AQ II and/or PDO I, the school head or assistant school head
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shall perform the duties and responsibilities of the said positions in reference to Item
Nos. III. a. and V.A.1. of DepEd Order No. 2, s. 2024,

3. School Heads shall ensure that the workload and task assignments of non-
teaching personnel adhere to these guidelines. A Designation Order (using the
template in Enclosure 2) must be prepared and submitted by the School Head to the
Schools Division Office for review of the Administrative Officer V and approval by the
Schools Division Superintendent before the opening of the School Year 2025 — 2026.

0. For information, guidance and compliance.

@DO G. MOS DA, CEO VI
Schools Division §mperintendent

Enclosures: As stated

References: D.O, 2, 8. 2024

Allotment:

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

DESIGNATION DUTIES RESPONSIBILITIES

ZNB/OSDS/DM/ ASSIGNMENT OF ADMINISTRATIVE TASKS TO NON-TEACHING PERSONNEL /April 8, 2025
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Bepartment of Education

Region XII
Schools Division Office of Tacurong City

Enclosure 2

DESIGNATION ORDER FOR ADMINISTRATIVE TASKS ASSIGNMENTS

The following non-teaching personnel are hereby designated to the following administrative
tasks assignments:

No.

Administrative
Tasks
Assignments

Name of
Personnel

Position

Duties and
Responsibilities

Signature
of
Concerned
Personnel

As such, the abovementioned personnel are expected to perform the key duties and
responsibilities specified above. This designation order shall be valid for [Duration of
Designation Order].

Recommended by:

[Name of School Head]
[Position]
[School]

Reviewed by:

ZENAIDA B. PORRAS
Administrative Officer V

Approved by:

GILDO G. MOSQUEDA, CEO VI
Schools Division Superintendent

Copy furnished:

SDO-SGOD

SDO-Administrative Unit (Personnel Section)

ph

Address: Alunan Highway, Poblacion, Tacurong City 9800
Telephone Numbers: (064)-562-4880; 0919-065-6425
Email: tacurong.city@deped.goy

Website: depedtacurong.org



