[bookmark: OLE_LINK73][bookmark: OLE_LINK74]LEVEL OF AWARENESS AND READINESS OF ADMINISTRATIVE OFFICER II IN PERFORMING THEIR DUTIES AND FUNCTIONS IN SCHOOLS DIVISION OF TABACO CITY

Introduction

[bookmark: OLE_LINK56]Sustainable Development Goal 4 is connected to the current study, which prioritizes the quality of education for every Filipino. This goal focuses on ensuring everyone has access to high-quality education, which is a very important duty and function of administrative personnel in performing in the school. 
	The study of Sustainable Development Goal 8, which focuses on the decent work and economic growth, promotes productive work and improved working conditions for everyone. Administrative Officer II faces challenges in performing their duties and functions that have an impact on their performance.
The purpose of this study is to focus on the duties and functions of administrative personnel. Specifically, on how much their level of awareness pertains to their functions and how ready they are to perform their functions. With several programs needing to be implemented, anxiety, time constraints, backlogs, and limited professional development can trigger the readiness in job performance pertaining to the duties and functions. 
Statement of the Problem
[bookmark: _Hlk72328067]This study aimed to determine the level of awareness and readiness of Administrative Officer II in performing the duties and functions in the Schools Division of Tabaco City SY 2025-2026.
Specifically, it sought answers to the following questions
1. [bookmark: OLE_LINK36][bookmark: OLE_LINK57][bookmark: OLE_LINK20][bookmark: OLE_LINK18][bookmark: OLE_LINK19]What are the level of awareness and readiness of Administrative Officer II in performing their duties and functions?
2. [bookmark: OLE_LINK102][bookmark: OLE_LINK103][bookmark: OLE_LINK77]Is there a significant difference between level of awareness and readiness of Administrative Officer II in performing their duties and functions?
3. What are the challenges that affect the level of awareness and readiness of Administrative Officer II in performing their duties and functions?
4. [bookmark: OLE_LINK3]What recommendation can be proposed to improve the level of awareness and readiness based on the findings and the conclusions?
Methodology

This section explore the detailed methods and procedures for collecting and interpreting the data required for this investigation. It highlights the descriptive method, the study is subjects, and the sampling design. It also covers the sources or tools used and the statistical measures applied in interpreting the data.  
Respondents of the Study	
The respondents of the study were the all public elementary administrative officer II consisting of thrity-three (33) schools in Tabaco City Division. 
 Data Gathering Instrument
There are different tools were employed in gathering the data. Questionnaire is the main tool being used for this study. Additionally, there are 2 parts of questionnaire employed to determine the level of awareness and readiness and significant difference between the level of awareness and readiness and challenges that affect the level of awareness and readiness of administrative Officer II in performing their duties and functions.
Validity and Reliability
[bookmark: _Hlk230122908]The main instrument used in the data gathering is descriptive method. The first draft of the questionnaire was presented to the statistician and suggested to change few details of questionnaires. After several days the statistician approved questionnaires and was printed for the distribution to eight Administrative Officer II for a dry run. The researcher upon the retrieval po the questionnaires. Consultation to adviser for the tools need to measure the validity of questionnaire. The adviser recommends to used Cronbach Alpha for testing the validity and reliability of the questionnaires.  
The study used Cronbach’s Alpha to test the consistency of the research questionnaires. This means the items used in the study are consistent for measuring the intended variables.  The level of awareness and readiness of Administrative Officer II in performing their duties and functions interpreted in Cronbach’s Alpha is 0.974, which is rated as Excellent.
Statistical Tools
[bookmark: OLE_LINK1][bookmark: OLE_LINK41]The researcher used weighted mean and Friedman Test to analysis and interpret the gathered data. Weighted mean is employed to describe the average of the respondents. an average where some data points contribute more "weight" or importance than others. Unlike a simple average, it multiplies each value by its assigned weight, sums these products, and divides by the total weight. Friedman Test is a statistical test used to detect differences of related or matched groups. 
III. Results and Discussion
Based the findings of the study are presented based on the data gathered from the respondents to explore the experiences and challenges faced by Administrative Officer II deployed in public elementary schools in Schools Division of Tabaco City.
[bookmark: _Hlk233051167]1. Level of awareness and readiness of Administrative Officer II in performing their duties and responsibilities demonstrate a very high level of awareness (WM = 4.32), but has strong difference in level of readiness that they possess much level of readiness (WM = 3.96x) in performing their duties and functions. It indicates that level of awareness of Administrative Officer II clearly understand their duties and functions. But on the level of readiness they are not prepared or confident to perform all the tasks.
2. There is a significant difference between the level of awareness and readiness, as observed by Friedman test result (Fr = 10 > 3.841). this confirms that the knowledge of duties does not automatically translate into readiness to perform them, highlighting the gap between the knowledge about job responsibilities and actual job performance of Administrative Officer II.
3. The challenges that affect the performance of Administrative Officer II in pertaining to duties and functions. The respondents show they the biggest challenge faced by administrative personnel is lack of coordination and collaboration among others in implementing of their duties and function which has a verbal interpretation of much challenge with weighted mean of 4.13, that may also affect their awareness and readiness to perform their duties. The most least challenges is conducting medical, dental, and nursing service. It means it is not aligned to their educational background and not really expert in that area of functions. Which has a weighted mean of 2.78 with verbal interpretation of moderately challenge. 
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