SepubliXa ng Pilinimas
(®apublic of the Philippinas)
MINIETRI KG ENUKLSYOM AT KOLTURE
(HINTSTRY OF DDUCATICH  AFT CULTURT)
Moila

Movember 27, 1979

MEC MEFOEANDDHW
Nz, 2433, . 1979

REGLONAL WORK CONTERENCE OF ECHQCT ADMINISTRATTVE DEFINERE

To:  Buresun Diroctors
Cultural Agancy Directers
Reginnel Jirectows
Chiefa of farvicas end Heads of tmits
Fchocles Superitterdents
Fregidents, State College3z znd Universitics
Heads of Frivate Schooln, Zollsges and Univerzities

1, The Hinistyy cf Diducation atd Culture jefotly with the
Haticmal Association of Sominlgt=ative OfFicers (NASAQ)Y will con-
duet a =eriss of vegicnal work confarences sz ~ne of is profects
to be held a= follews:

Znckoanga Citw ~ megions IN, X, KI aad ¥IT - 7=n, 6-32, 19pq
Debu {dity - Seploms VI, ¥iI apd VIII - Jap., 20-20, 1960
Bzguio City = Resion: I, IT and [17 - Fel. 17-23, 1487
hegzoag Oy - Eepions IV {4CRY, IV-a

snd W -

#ar. 18-2%, 1960

Gther devails abaut thiz ecnfereroo mew be Fowmd In the irelosed
training worksheer,

a. This cenfurence airs ot Forther dperading aad wadatins
krowiedge and conpetencics of =oncel administra*ive afFicawe 4o
ling with werunwhils inmovavicns on persowael Tanagolient =ng
develoamet:t, Fises! manazetent, suarly rmRgimeat, recondR manage-
ment, and cthar changes In the Yiniztry.

d. In wisw of the laudabls ol{zotives of the 1979-1880 -d-
ominiztrative offisers pepisnal senferzncer. it {1 pecusgtad? that
gchool sdrinistrative officers, schoal sdnicistmative assistants

or fn the abgenes of one, The perssingl nordfoomine *he Funetisns
of 2 schocl zdministrative sazistant, be semt e particizate in the
taid conference te ke held 2e the repinial canter nearest the zta-
tion of the warticipants.

L, The conference fre will Le sme hundpcd righty pmosca
(Y140} for each rarticirant. Such fee will cover Exprases for conFew-
entce kits, metrerials, and snecks and other inc fdemes] EXTATIFAS ,












- F -
Paascpable trsinspertaticon allawranca 3s
charged zzaipst local fupdzs subiret To
ouditing regulatione,
5. The ceoneraticr of 221 those
cluestad. .
(=cn. )

Jimiatore of

Incl.:
A starerd

Eeferenco;

Dapcastmant Mecoratdiw: e, D37, 5.

siloteent: 1-2-3-L—.{D.0, 1-76}

To he indicated inm the Ferrertual Indax

updey the follomedrp seh]ccts:

A BFERTNCE
Lo TAlS
T IETY or LSENCIATINES

well az ner difr=-mEv bhe
the vrurl accoamting and |

conoarted 1B oEFMERTLY IE-
OYJFRE L. COFFOZ -

Teucation and Clirurs

1975












{[nclosute to MEL Memcrandum Mo, @78, 2. 13733
T Il WORESHEFT

FEQTCLAL WORK CORFEREVCE OF SCEOOL ADUMINTRTRRTIVG
OFFICERE A1 ATAHIIHLY (TRATINE 1uuTET&ﬂT5

. Crommee g

Fationele

Srhosl adnfnlsteative officers @né adminiatretiva assiz==nts=
play a wvery importent wnnle fn vhe ¥Mindistry, mosi zapeciallw in the »-
gional oFficez, They exercise adminigtrative sunesvislon over =1L tbn
fasjlitative pereonnel in the divizien cifice. Thew act ag nversad
of rescrts and corermizoticom. Thay act aa "Littlc Lparintendents” in
the abeence ¢f the divizicn ?L‘EPIH+BﬂﬂEnta Thay provAre AppoiiihEnt
EDErs , rlFﬁLilla, gac rayrell of rarional-muricital tozechers ond other
gebrsl gerecanel in the ddviaiom.

I

The #iznificanac ;?t*hn put Ftiin Fecticns in their resivion
nocepsitatan contipual develepment sné tralning tlag will mire Theh
cerform <heip taske more effisientls . eectomically. amd efffotively,
Thelr knowicdssy and competstefcs need to o mreaded .n” actated inothe
lipkt of woribvhils ehanges end frnovatiens. Fenmoe, thiz wegfenzl
ok ounferende.

-

Sh1ecEiv s

itor comriotien of <he siv-dwy resdonol work cootuepencs 2t
1:33F T5% of tac nerticinzots shall bo able ool

1. “urthar ruiiize the relo and imgevooage of the achool
afministrative offiger;

2, arelv +ns ipnewtions learned 1 pergcenncl (it Ea 1 1
ari gzvgiopacut, Sacel management, Zunnly mfnﬂgameut
pu¢ records panayenent with st lecst 755 asesptahils
ity by the frmedists supenizy aoc

3, Frmilizr’ee Fhemaclvas with ecsw chanmes o% the oo
lawel tancsarent steaciurs of the “inistisr.

Cowurge Conternt

1. The Sehool Adeinistrevive dfficsr's fula ond Cu*mi:h
et .
2. FPuw3omnel anagLTpnr end Cowoloprant

a. Meveommel Progras Fiamnins =nd lovelrsmabd

L, Tmdéwat cns in aocolpfrent Procecures SRS
Obhee Terconnel Act Lons

o, Kou Thrazts i Per Formanse sooraigal Syhies

J. Precedares Uncler the Marit sysbess Goarc

. Zelaction snd Trometion Eaard P'Gtadurﬁﬁ

£, Fersonncl Jiscialing
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Innovatiets in Susoly. danazemest . ' '
Froourdbant Syeten | .

. Innovations in Records Mamdgement
3. Imnovations in Fiecal Xanzsement

4. Jalary Manegement
b. Bugget Hena-emant _
& ALEiving and feccanting Dssentials

Peepicinarts

"hizs seminar-workshop dis Intended Tor schoel acmimiztiarive of-
Ficers, schewl zdpinistrative assistsots anafer peveonncl aerforming the
functicns of eghoel zdmdnlstrative aseistent, in the sheerce of coeas
well 2z the ESSAT offleisls. . '

The training ménagameht etarl s%2ll con=ist of 1 conforonee co-
gedinator and sevan members whe shal?l corcorze tThe seomzTawint,

Paymenit of Eegistretion Fees

Tho amount of vne bondred zighty zascs (YA80) for recdetration
Pew either in eask nr chock showld be addresses tor '

WASAD Regionsl Mook CenTasencs : Traiping Cantar, NEL

Region IV, MED _ o Arrccerce, ¥anila
Benawe 5t., Oue=pn Tiiv '

Training Stratemy

The Six-day megpiznel work scnference will Stapt with afficiz] ra-
gistration and opening prograr in the rornipg of the first day, Flepary
gotaicne will be followed by a2n opet tforum, cage atudy, srecticur 1 wonk-
=hep.  Rescurce apedhera who e Sxpertsin the topice that will he az-
Bigned to them willi he {evited. They will act as oomenltante, ton, The
aver-all consrultant shail he tha regisnal lirector oF Als autherdsad re- -
presentative. Confevenae Committecs will enwvolve From the anrticipents
who zhall selact their chairpersons =nd co-glairpersonz.  The thairpersong
and eo-chairparseha shall take chavee oF esach day's cenfercnes and werk-"
shop activities with the sasistacce of the cav's soneultanc apd oha e -
ferenpe goondinator. '

Fraluation znd Fallow-up

This werk conferance gzhall be evoluased = the react fon leval,
oral and writien, .
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Two ropths after the work conference, a twe-page CERDTT an
how the icess and insiphts pained hava been zpnlisd in ot performapce
ahall be sukmittsd to the frainins Center, cowve Swrnished the of-
viea where the participant comss frem and the particisact concerned.

Tacogniticon

certificates of tradnineg shall be awardec to participants
who have gatigfaccorily particinated in this werk conference.












