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Republic of the Philippines
Bepartment of Education

REGION IV-A
SCHOOLS DIVISION OFFICE OF CAVITE PROVINCE

MAY 17, 2021
DIVISION MEMORANDUM
NO. 146, s. 2021

To: OIC, Assistant Schools Division Superintendents
Chief, Curriculum Implementation Division
Chief, School Governance and Operations Division
All Education Program Supervisors
All Public Schools District Supervisors
All Elementary and Secondary School Heads
All Concerned

ANNOUNCING THE LIST OF SCHOOL HUMAN RESOURCE MANAGEMENT
COORDINATORS AND THEIR DUTIES AND RESPONSIBILITIES

1. With the end in view of continuous enhancing of quality management system
in the schools and extension offices, please be informed that this Office announces
the list of School Human Resource Management Coordinators (SHRMCs) who will
validate, check, verify and counter sign the completeness and accuracy of all human
resource documents before submission to Division Office.

2. Attached herein is the list of School Human Resource Management
Coordinators.
3. They are expected to evaluate and validate all documents of school-based

employees in their respective school or municipality relevant to human resource
actions. Upon checking, the SHRMC will affix their signature on the checklist as a
proof that documents were validated.

4. Due to the designation of 215 School Human Resource Management
Coordinators (SHRMCs) in various schools and municipalities, the following updated
procedures and ruling in processing of documents for human resource actions shall
be followed:

a. For those schools with designated SHRMC or AO, they are no longer
required to submit their documents to Extension Office for checking or
approval except for processes that requires the signing of the Public Schools
District Supervisors (PSDS) or consolidated report from Extension Office is
needed before submission to Division Office such as but not limited to Form
7 and all processes that requires district clearance.

b. For those schools who have no designated SHRMC or AO, they are required
to submit their documents to Extension Office for appropriate action of
designated SHRMC detailed in the extension office.
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5.

The duly validated and evaluated documents of SHRMC shall be submitted to
Division Office Records Unit for recording to Unified Information System (ULS)
except for appointment papers and endorsed to Division Office Human
Resource person-in-charge through the School Liaison Officer/SHRMC. The
Human Resource Unit shall receive the appointment papers for final
checking before submission to Records Unit for receiving.

. All Extension Offices are hereby directed to forward all leave cards of

elementary teaching personnel to schools with Administrative Officer. For
those schools who have no Administrative Officer yet, filing and processing of
leave cards shall still be done in the extension office.

All previously designated District Human Resource Management Coordinators
(DHRMCs) are no longer required to report in the Extension Office.

For those school or extension office personnel designated as SHRMC but their
main functions are not related to human resource (e.g., JHS ADAs II — Verifier,
District Clerk), they are reminded that their main duty as SHRMC is to validate,
check, verify and counter sign the completeness and accuracy of all human
resource documents before submission to Division Office and not to prepare
documents for HR actions.

All previous Division Memoranda and other related issuances which are

inconsistent on this Memorandum are hereby repealed, rescinded, and modified
accordingly.

6.

Immediate dissemination and strict compliance to this Memorandum is highly

desired.

ROMMEL C. BAUTISTA, CESO V
Schools Division Superintendent

RCD/DM no.146, s.2021
051821-029 05/17/2021
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LIST OF SCHOOL HUMAN RESOURCE MANAGEMENT COORDINATORS

A. All Elementary Administrative Officers II

NO. NAME PLACE OF ASSIGNMENT DISTRICT

1 DE LEON, LIEHLA A. KAYTITINGA ES ALFONSO

2 CAPUPUS, CAMILLE JOY V. PANSIN ES ALFONSO

3 MAJORENOS, KATRINA J. ALFONSO CS ALFONSO

4 CEA, LORIELY AMADEO ES AMADEO

5 RIVERA, MA. TERESA Z. CABILANG BAYBAY ES CARMONA

6 UMANDAL, HAYDEE S. LANTIC ES CARMONA

7 SANTOS, GLADYS MAE C. MABUHAY ES CARMONA

8 RASING, KRISHA CZARINA M. | MADUYA ES CARMONA

9 CALAMASA, KATHLEEN ANN BANCAL ES CARMONA

E.

10 LUVIDECE, HONEY LYN D. CARMONA ES CARMONA

11 AMON, ODESSA MAE MILAGROSA ES CARMONA

12 GENER, CLARENZ JOYCE F. MILAGROSA WEST ES CARMONA

13 ANAHAW, SHERLY C. AREA J ES GEN. MARIANO
ALVAREZ

14 CAPUCHINO, MA. LUISA C. SAN GABRIEL I ES GEN. MARIANO
ALVAREZ

15 AVILLA, DELIA P. SAN GABRIEL IT ES GEN. MARIANO
ALVAREZ

16 LATOGA, ARIES G. SAN JOSE ES GEN. MARIANO
ALVAREZ

17 SOLIGA, FRANCIS ERIC A. BULIHAN ES GEN. MARIANO
ALVAREZ

18 MOJICA, CLARISSE S. FAMILY VILLAGE GEN. MARIANO

RESOURCES ES ALVAREZ
19 SALAZAR, GERALDINE R. FRANCISCO DE CASTRO GEN. MARIANO
ES ALVAREZ

20 ALCANTARA, JOANNA B SAN GABRIEL III ES GEN. MARIANO
ALVAREZ

21 ANGAT, JOEBERT B. BAILEN ES GENERAL EMILIO
AGUINALDO

22 CANDARE, ELISA G. INDANG CES INDANG

23 VITOBINA, CARLO P. GAHAK-MARULAS ES KAWIT

24 TUVERA, JOHN JOSHUA G. POTOL-STA. ISABEL ES KAWIT

25 SEGUNDO, ROBERT R. TOCLONG ES KAWIT

26 BUENDIA, LENCY ANETTE M. | WAKAS ES KAWIT

27 FERRER, JOSEPH B. AGUINALDO ES KAWIT
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28 MACAIRAN, AIRON MAC M. BINAKAYAN ES KAWIT
29 DE GUZMAN, RODELYN S. PINAGSANHAN ES MARAGONDON
30 BALDOZ, LIZABETH M. MARAGONDON ES MARAGONDON
31 CAPITO, MIA JOY S. ASIS ES MENDEZ
32 CIPRIANO, ELIENAI GRACE S. | MENDEZ CS MENDEZ
33 ANCIANO, GHAYLORD P. PETRONILO L. TORRES NAIC
MES
34 TIMAJO, ROSE P. BANCAAN ES NAIC
35 MERLAN, ANGELICA A. BUCANA SASAHAN ES NAIC
36 ABELLANO, BEVERLYN M. CALUBCOB PS NAIC
37 SUSTAL, APRIL M. IBAYO ES NAIC
38 ANGELES, SEAN JARVIS M. LABAC ES NAIC
39 TAMPOC, DULCE C. SAN ROQUE ES NAIC
40 TUQUERO, JOAN E. TIMALAN ES NAIC
41 CATABAY, BEZIELYN M. HALANG ES NAIC
42 ARMIJO, MARJORIE A. NAIC CS NAIC
43 HINTAY, EVALYN V. PALANGUE CS NAIC
44 SULTAN, ROXANNE MAY R. GEN. L. SAN MIGUEL ES NOVELETA
45 VISTA, JENNIFER RUTH L. PACIFICO O. AQUINO ES NOVELETA
46 MATIRA, MERCIDITA A. DAVID P. JIMENEZ ES ROSARIO
47 BIRON, RUBEN B. ROSARIO ES ROSARIO
48 CREENCIA, VENERANDO E. SILANGAN ES ROSARIO
49 ALMONIDOVAR, CHARMAINE AGUSTIN ABADILLA ES ROSARIO
M.
50 ROQUINO, MYRA A. TEJEROS CONVENTION ROSARIO
ES
51 SANTIAGO, MAITA A. MAYOR CALIXTO D. ROSARIO
ENRIQUEZ ES
52 PENALBA, JUDITH MAE A. BAGONG BUHAY ES SILANG
53 MORALES, JENIFFER L. BULIHAN SITES & SILANG
SERVICES PROJECT ES
54 CAPARAS, APRIL L. SILANG CS SILANG
55 OLIVAN, MARIDIE ADLAS ES SILANG
56 SARROSA, LISETTE B. BALUBAD ES SILANG
57 MARQUEZ, REZELLE R. BIGA ES SILANG
58 TEANO, JON LEONARDI R. INCHICAN ES SILANG
59 MEDINA, ERRA JANE M. LALAAN CS SILANG
60 NUESTRO, ROWENA C. LUMIL ES SILANG
61 ANACAY, PAMELA JANE J. MALABAG ES SILANG
62 PANGILINAN, LORENA M. MUNTING ILOG ES SILANG
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63 ESPINELI, JERENE E. TIBIG ES SILANG
64 ANCIRO, JAEMIELYN P. KAONG ES SILANG
65 DAACO, REYNALD A. MAGUYAM ES SILANG
66 MADLANGSAKAY, JAYVIE M. SILANG WEST ES SILANG
67 MENDOZA, MAYBELLE P. TARTARIA ES SILANG
68 SATSATIN, ERNESDYNE J. CARLOS S. BATINO SR. TAGAYTAY CITY
MES
69 AURE, ROBILYN NIEVES MAHARLIKA ES TAGAYTAY CITY
70 SATSATIN, ERROL DAN J. MAITIM II ES TAGAYTAY CITY
71 PERLADO, MELFOMINIE P. MENDEZ CROSSING ES TAGAYTAY CITY
72 PAITON, LIZETTE A. SAN JOSE ES TAGAYTAY CITY
73 DE GRANO, RIZALENE R. TAGAYTAY CITY CS TAGAYTAY CITY
74 TOLENTINO, CARMINA E. AMAYA ES TANZA
75 REXON, RAMOS ANTONIO B. DEL TANZA
ROSARIO SR. MES
76 CONSOLACION, VIVIAN P. FELIPE CALDERON ES TANZA
77 ARCON, MARIA DESIREE T. JULUGAN ES TANZA
78 TALABUCON, LOU ROSS C. PARADAHAN ES TANZA
79 ANGCAO, BABYLENE P. PUNTA ES TANZA
80 CRUZ, ALLAN R. CAPIPISA ES TANZA
81 ARVISU, APPLE C. STA. CRUZ (BUCAL) ES TANZA
82 DINO, JOHNSON U. BIENVENIDO R. FOJAS TANZA
MES
83 FERANIL, JAYSON R. FLORENTINO JOYA ES TANZA
84 ARANAS, MARIANNE M. GREGORIO B. FOJAS MS TANZA
85 LEYNES, REA B. HALAYHAY ES TANZA
86 GUIMPATAN, ROXANNE T. SANJA MAYOR ES TANZA
87 INALDO, JANICE S. MAXIMINO V. PANGILINAN | TANZA
ES (FORMERLY SANTOL
ES)
88 MERCADO, PRINCESS TRES CRUSES ES TANZA
RENALENE N.
89 DEL ROSARIO, JANETH M. SAN JUAN ES TERNATE
90 BUSTRIA, BERNARDINE G. TERNATE CS TERNATE
91 SALCEDO, AIZEL SAPANG ES TERNATE
92 ESPINELI, BERNADETTE G. AGUADO ES TRECE MARTIRES
CITY
93 DIESTA, ARLENE C. HUGO PEREZ ES TRECE MARTIRES
CITY
94 FEDEROSO, MARY ANGELIC KANGGAHAN ES TRECE MARTIRES

P.

CITY
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95 COMIA, RENALYN T. SOUTHVILLE ES TRECE MARTIRES
96 DINGLASAN, MADETH TRECE MARTIRES CITY ’E“:IIQT;{CE MARTIRES
ES CITY
97 SALUNGA, MELANIE S. FELICIANO CABUCO ES TRECE MARTIRES
98 CREENCIA, MARIBEL E. CONCHU ES ’E“:IIQT;{CE MARTIRES
99 RUFO, MARILOU E. DE OCAMPO ES ’E‘:}IQ’IE{CE MARTIRES
100 | INDUCTIVO, MARY GRACE C. | PALAWIT ES ’(I?lqug{CE MARTIRES
101 | CRUCILLO, DENVER B. BAGONG POOK ES ’(I?lqug{CE MARTIRES
102 | NUEVA, LENNARD L. LAPIDARIO ES ’(I?lqug{CE MARTIRES
103 | JOMAO-AS, CHERYL G. OSORIO ES ’(I?lqug{CE MARTIRES

CITY

B. All Junior High School Administrative Officers

NO. NAME PLACE OF ASSIGNMENT DISTRICT

1 BATI, JOCELYN B. AMADEO NHS AMADEO

2 BAWALAN, ROWENA B. GMATHS GMA

3 MERCADO, RICHARD S. SAN JOSE COMMUNITY GMA
HS

4 IGTIBEN, MIRIAM M. ETTMNHS KAWIT

5 SANTOS, LILIA B. BUCAL NHS MARAGONDON

6 ANDORA, ALMA M. CAVITE NATIONAL MARAGONDON
SCIENCE HS

7 VALENCIA, JULIETA A. TANZA NCHS TANZA

8 SUAYAN, MA. NEZY L. TRECE MARTIRES CITY TRECE MARTIRES
NHS CITY

9 NARCISE, GERTRUDES Q. ASHI TANZA

10 FERNANDO, RHEA RHODA F. | TANZA NTS TANZA

C. All Senior High School Administrative Officers
NO. NAME PLACE OF ASSIGNMENT DISTRICT
1 CAJEPE, GLICERIA T. ANGELO L. LOYOLA SHS CARMONA

2

COLOCADO, RUTH ABIGAIL
C

TRECE MARTIRES CITY
SHS

TRECE MARTIRES
CITY

w

JIMENEZ, DELIA LUZ V.

AMADEO NHS

AMADEO

N

ESEQUE, RIO ANGELO

BUCAL NHS

MARAGONDON
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S FULVADORA, TEODORO JR. BULIHAN NHS SILANG
P.

6 CATANE, AITHNE T. ETTMNHS KAWIT

7 DURAN, HAZEL P. GMATHS GMA

8 MAGRACIA, EDWARD A. GEN. VITO BELARMINO SILANG
NHS

9 UMANDAP, MARICEL LUCSUHIN NHS ALFONSO

10 NAVARRO, MYLENE S. LUMAMPONG NHS- INDANG
CALUMPANG ANNEX

11 CALANTOG, JANETTE S. NAIC NHS NAIC

12 SIDAMON, ROVIANN M. TAGAYTAY CITY NHS TAGAYTAY CITY

13 COSTA, SHEILA T. TAGAYTAY CITY SCIENCE | TAGAYTAY CITY
NHS

14 PENALBA, MARINELL A. TANZA NCHS TANZA

15 MALIMBAN, NANNETTE S. TANZA NTS TANZA

D. All Senior High School Administrative Assistants

NO. NAME PLACE OF ASSIGNMENT DISTRICT

1 PAMPIEGA, CAROLYN D. ANGELO L. LOYOLA SHS CARMONA

2 ABACA, JOANNA MARIE S. PEDRO A. ALEGRE SHS MENDEZ

3 CERVANTES, JESSA TRECE MARTIRES CITY TRECE MARTIRES
SHS CITY

4 TAYONG, JEAH MAE M. TRECE MARTIRES CITY TRECE MARTIRES
SHS CITY

S MESINA, ROSEMARIE ALFONSO NHS ALFONSO

6 BAYBAY, NORA AMADEO NHS AMADEO

7 TIRONA, ISSA GRACE BENDITA NHS MAGALLANES

8 RICAMARA, MYLEEN BULIHAN NHS SILANG

9 COMANDANTE, RESILYN GLO | ETTMNHS KAWIT

10 ELLAMIL, JOEMARY ETTMNHS KAWIT

11 MARTAL, BENIDICK GEANHS (BAILEN) GEA-BAILEN

12 BAWALAN, JAYVEE GMATHS GMA

13 SANTIAGO, JUNEL INKY GMATHS GMA

14 RAMOS, CHERRIE LIZA HALANG BANAYBANAY AMADEO
NHS

15 VICEDO, LEAH KAYTITINGA NHS ALFONSO

16 PANGANIBAN, NELISSA LUCSUHIN NHS ALFONSO

17 GATDULA, RAMON LUMAMPONG NHS INDANG

18 QUIAMBAO, JOY LYN LUMAMPONG NHS- INDANG
CALUMPANG ANNEX

19 RAMIREZ, CHARISMA NAIC NHS NAIC
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20 ESPENA, JEAN SAN JOSE CHS GMA
21 ANTONIO, SHENNA JANE TAGAYTAY CITY NHS TAGAYTAY CITY
22 SAN MATEO, CLARISSA TAGAYTAY CITY SCIENCE | TAGAYTAY CITY
NHS
23 PANGANIBAN, LEINARD TALON NHS AMADEO
24 AMBROS, RONNIE TANZA NCHS TANZA
25 GARCIA, SHELLA TANZA NTS TANZA

E. All Junior High School Administrative Assistants (Verifier)

NO. NAME PLACE OF ASSIGNMENT DISTRICT

1 VISLENIO, GRACIELLE S. ALFONSO NHS ALFONSO

2 MANALANG, EUNICE E. KAYTITINGA NHS ALFONSO

3 HERMOSO, MARY JANE L. LUCSUHIN NHS ALFONSO

4 LOYOLA, ADRIAN A. AMADEO NHS AMADEO

5 PENALBA, RICHARD M. CARMONA NHS CARMONA

6 BAYAS, ALVIN C. GEN. MARIANO ALVAREZ | GEN. MARIANO
TECH. HS ALVAREZ

7 GIRON, SIELA MARIE P. GEN. EMILIO AGUINALDO | GEA-BAILEN
NHS (BAILEN)

8 QUIAMBAO, JULIUS ISAAC R. | LUMAMPONG NHS INDANG

9 DERAMAS, KRISTEL N. EMILIANO T. TIRONA KAWIT
MNHS

10 MANALO, ANNABEL D. BENDITA NHS MAGALLANES

11 DINO, EVELYN M. BUCAL NHS MARAGONDON

12 PAREJA, MEDELYN B. CAVITE NATIONAL MARAGONDON
SCIENCE HS

13 MAGBUHAT, IMEE V. MARAGONDON NHS MARAGONDON

14 FERMA, PERLA D. CONSTANCIO E. AURE MENDEZ
SR. NHS

15 SISRACON, MARICEL R. NAIC COASTAL NHS NAIC

16 GATDULA, ALBERT SHALUZ NOVELETA NHS NOVELETA

B.

17 CESA, JAYCEE J. ROSARIO NHS ROSARIO

18 MARFIL, ROSELYN M. BULIHAN NHS SILANG

19 TOLEDO, AMIE LALAINE B. GEN. VITO BELARMINO SILANG
NHS

20 AMORANTO, AILEEN A. KAONG NHS SILANG

21 MENDOZA, DEVINE L. LUMIL NHS SILANG

22 HERMOSO, HANNAH R. MALABAG NHS SILANG

23 TORRES, MARITES G. TAGAYTAY CITY NHS TAGAYTAY CITY
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24 MAWAK, MARC JONAS D. FRANCISCO P. TAGAYTAY CITY
TOLENTINO INTEGRATED
HS

25 MONTEZA, MARIA ELLAINE P. | AMAYA SCH. OF HOME TANZA
INDUSTRIES

26 ARGUSON, CRISLIN JOY R. TANZA NATIONAL TANZA
COMPREHENSIVE HS

27 ARBIGOSO, ERNESTO JR. A. TANZA NATIONAL TRADE | TANZA
SCHOOL

28 SITAO, CHARLIE G. TERNATE NHS TERNATE

29 SALAZAR, MARK ANTHONY C. | TERNATE WEST NHS TERNATE

30 NUEVA, MELISSA E. LUIS AGUADO NHS TRECE MARTIRES

CITY
31 CABAYA, REYMEL T. FRANCISCO OSORIO NHS | TRECE MARTIRES

CITY

F. All Elementary Administrative Assistants II (detailed in Extension

Office)
NO. NAME DISTRICT
1 DIMAPILIS, JOYCE LYNNE CARMONA
2 BAURILE, JERWIN GEA-BAILEN
3 PEDRON, KENNETH PAUL INDANG
4 AYOS, MARJORIE INDANG
S DIESTA, JURHENE IRISH NAIC
6 ERASMO, JOHN KENRICK MAGALLANES
7 AVELIDA, ORLANDO MENDEZ
8 JULVE, JACQUELYN NAIC
9 VILLAFLOR, MERRY CHRIS NOVELETA
10 NAVARRO, DHONALYN SILANG
11 JUAN, SYDNEY LYN SILANG
12 DIAZ, MELISSA TAGAYTAY CITY
13 LAZADAS, ELOISA TANZA
14 DELA CRUZ, LORENA TERNATE

G. All District Clerks (detailed in Extension Office)

NO. NAME DISTRICT
1 ROM, ZARA JANE C. ALFONSO

2 BUENAVENTURA, KATHY CARMONA

3 RASING, MADONNA CARMONA

4 CASTILLO, MONICA P. GEA-BAILEN
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5 DELOS REYES, JUSTINE MAE | GMA

B.
6 HILARIO, JOLINA P. KAWIT
7 DELA CRUZ, NELDA R. KAWIT
8 LEOPARDO, ADIE C. MAGALLANES
9 PRICONES, ARDELAINE H. MARAGONDON
10 FIJER, NORMA P. MENDEZ
11 BOBADILLA, MICHELLE B. NOVELETA
12 GANDOZA, WANET MARION ROSARIO

C.
13 DIMARANAN, JOSE C. SILANG
14 DANO, ROSALINDA M. TAGAYTAY CITY
15 ANTIPORDA, GENEVIE TANZA
16 ARARACAP, WILSON TANZA
17 DURANA, CARLA V. TERNATE
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