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Abstract 

This study investigates the skills, competencies, and professional development needs of 
Administrative Officer II personnel in Elementary Education Cluster 2 of Schools Division Office 
Tarlac, focusing on enhancing their administrative capacity and operational efficiency. Using a 
descriptive research design, the study explores the availability and utilization of training 
resources, identifies barriers hindering the implementation of capacity-building programs, and 
proposes targeted initiatives to address identified gaps. Data collection involved surveys and 
interviews with 200 respondents, analyzed using statistical and quantitative methods to 
understand administrative challenges and opportunities comprehensively. 

The findings reveal that AO II personnel possess foundational administrative skills but 
require further training in leadership development, financial management, and technology 
integration. Additionally, the study highlights gaps in resource accessibility and utilization, which 
significantly hinder capacity-building efforts. Organizational barriers, such as limited funding, 
resistance to change, and misaligned training programs, were identified as critical constraints. 
These findings underscore the need for tailored capacity-building programs designed to meet the 
specific needs of AO II personnel, fostering their professional growth and enabling them to 
contribute effectively to educational leadership and operational excellence. 

The proposed capacity-building initiatives aim to address these multifaceted needs 
through structured training programs, stakeholder collaboration, and strategic resource allocation. 
By enhancing the competencies of AO II personnel, the study envisions improved educational 
management and administration in SDO Tarlac, ultimately benefiting students, educators, and the 
broader educational community. This research provides a foundation for future studies on 
administrative capacity development in educational settings. 
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Introduction 

The educational landscape is in constant flux, demanding continuous adaptation and 
evolution from its stakeholders (Porlares & Tan, 2021). Within this dynamic environment, the role 
of administrative personnel, particularly Administrative Officers II, has become increasingly critical 
(Xu, 2021). These individuals serve as the backbone of educational institutions, ensuring the 
smooth operation of schools and supporting the complex processes that contribute to student 
success (Ray et al., 2021). Their effectiveness directly impacts on the quality of education 
delivered and the overall performance of the educational system (Salendab, 2021). This research 
delves into the crucial area of capacity building for AO IIs in Elementary Education Cluster Two 
within the Schools Division Office of Tarlac Province, Philippines. It explores the current state of 
their skills and competencies, identifies existing gaps and challenges, and proposes targeted 
initiatives to enhance their administrative capacity and, ultimately, elevate the quality of education 
in the region. 

The importance of effective educational administration cannot be overstated. The engine 
drives the successful implementation of educational policies, programs, and initiatives. A well-
functioning administrative system ensures that resources are allocated efficiently, teachers are 
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supported in their instructional roles, and students have access to a conducive learning 
environment (Olorunsola & Belo, 2018). Within this system, AO IIs play a pivotal role in bridging 
policy directives and practical implementation. They are responsible for a wide range of tasks, 
including managing resources, coordinating activities, and ensuring compliance with regulations 
(Nyame, 2020). Their ability to perform these duties effectively directly influences the overall 
performance of the schools they serve. 

However, the increasing complexity of the educational landscape presents significant 
challenges for AO IIs. They are expected to navigate an ever-evolving regulatory environment, 
manage increasing workloads with limited resources, and adapt to new technologies and 
pedagogical approaches (Nguyen et al., 2022). These demands necessitate continuous 
professional development and capacity building to ensure AO IIs have the necessary skills and 
competencies to fulfill their responsibilities effectively (Entsie et al., 2020). Without adequate 
support and training, these individuals may struggle to keep pace with the changing demands of 
their roles, potentially hindering the progress of the educational system as a whole(Headley, 
2003). 
This research focuses on the capacity-building needs of AO IIs in Elementary Education Cluster 
Two within SDO Tarlac Province. This region faces unique challenges and opportunities that 
require tailored interventions to address the specific needs of its administrative personnel. By 
focusing on this specific context, the research aims to provide actionable insights and 
recommendations that can be directly implemented to improve the administrative capacity of AO 
IIs in the region. This localized approach is crucial for ensuring that capacity-building efforts are 
relevant and effective in addressing the specific challenges the target population faces. 

Several key objectives guide the study. First, it seeks to assess the current skill sets and 
competencies of AO IIs in the target cluster. This involves identifying their strengths and 
weaknesses in various administrative domains, such as financial management, human resource 
management, and information technology. Second, the research examines the availability and 
utilization of training resources for AO IIs. This includes assessing the accessibility of professional 
development programs, the relevance of these programs to the needs of AO IIs, and the barriers 
that prevent them from accessing these resources. Third, the study explores the organizational 
and contextual factors that hinder capacity-building efforts. This involves identifying systemic 
issues, such as limited funding, lack of support from leadership, and resistance to change, that 
may impede the implementation of effective capacity-building programs. Finally, the research 
proposes targeted initiatives to address the identified gaps and enhance the administrative 
capacity of AO IIs. These initiatives are designed to be practical, sustainable, and tailored to the 
specific needs of the target population. 

This research draws upon a robust methodological framework to ensure the rigor and 
validity of its findings. A descriptive research design, utilizing quantitative methods, is employed 
to gather and analyze data from a representative sample of AO IIs in the target cluster. Surveys 
and interviews collect data on their demographic characteristics, current administrative skills and 
competencies, access to training resources, and perceived barriers to capacity building. The data 
is then analyzed using statistical techniques to identify patterns, trends, and relationships that can 
inform the development of targeted interventions. 

The findings of this research are expected to provide valuable insights for policymakers, 
educational leaders, and AO IIs themselves. By identifying the specific capacity-building needs 
and challenges AO IIs face in Elementary Education Cluster Two, the study aims to inform the 
development of effective strategies to enhance their administrative capacity. This, in turn, is 
expected to contribute to improved educational management and administration in SDO Tarlac 
Province, ultimately benefiting students, teachers, and the broader educational community. The 
research also provides a foundation for future studies on administrative capacity development in 
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other educational settings, contributing to the ongoing discourse on improving the quality of 
education in the Philippines and beyond. 

 
Method  

 
Research Design 

This study employed a descriptive research design utilizing quantitative methods to 
investigate the capacity-building needs of Administrative Officers II in Elementary Education 
Cluster Two within SDO Tarlac Province. The study aimed to collect and analyze data on the 
current administrative skills and competencies of AO IIs, their access to training resources, and 
the organizational and contextual factors that hinder their capacity-building efforts. 
 
Participants 

The study targeted a sample of AO IIs from Elementary Education Cluster Two within SDO 
Tarlac Province. A stratified random sampling technique was used to ensure a representative 
sample that reflects the diversity of AO IIs in the target cluster. A total of 75 AO IIs participated in 
the study, representing approximately 80% of the target population. 
 
Instrumentation 

This study's primary data collection instrument was a self-administered survey 
questionnaire. This questionnaire was designed to gather comprehensive information on the 
participants' current administrative skills and competencies, their access to training resources, 
and their perceptions of the organizational and contextual factors that hinder their capacity-
building efforts. 

The survey instrument was developed based on a thorough review of relevant literature, 
including the identified sources (Caingcoy & Lepardo, 2020) (Rogayan & Villanueva, 2019) 
(Refugio et al., 2020) (Phin, 2017), and in consultation with subject matter experts in educational 
administration and capacity building. 
 
Data Analysis 

The collected data was analyzed using descriptive statistics, including five-point-likert 
scale and frequency and percentage, to gain a comprehensive understanding of the research 
participants' characteristics, skills, and perceptions.  
 
Results 
 
Current Administrative Skills and Competencies of AO IIs 

The survey results revealed that the AO IIs in Elementary Education Cluster Two generally 
possess a "Team Collaboration" is the most prevalent competency among Administrative Officers, 
with 95% (29 out of 30) reporting proficiency. This high percentage indicates a strong foundation 
in collaborative skills, essential for effective school management and team problem-solving. 

Conversely, "Conflict Resolution" and "Time Management" are identified as areas with the 
lowest reported proficiency, at 50% and 55%, respectively. These findings suggest that AO IIs 
may benefit from targeted training and support to enhance their competencies in these critical 
administrative domains (Rogayan & Villanueva, 2019). 
 
Access to Training Resources 

The study found that AO IIs have limited access to training resources for professional 
development. there is high availability for most resources, particularly "Access to Educational 
Research Journals" (95%) and "Online Courses" (90%), there is a noticeable gap between 
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availability and utilization across all resources. The lower availability and utilization rates for 
"Professional Conferences" (50% and 40%, respectively) might reflect logistical or financial 
barriers that prevent officers from participating in these events. 

 
Factors Hindering Capacity Building 

The results indicate that "Insufficient time allocated for professional development" 
emerges as the most significant barrier, with a mean score of 4.5, suggesting that Administrative 
Officers II are particularly challenged by finding the time to engage in capacity-building activities. 
Similarly, "Financial constraints limiting participation in programs" and "Limited access to high-
quality training resources" are also considered significant obstacles, with mean scores of 4.3 and 
4.2, respectively, indicating a need for increased investment in and accessibility of professional 
development resources. Conversely, "Organizational culture not conducive to continuous 
learning" and "Difficulty in measuring the impact of capacity building efforts" are perceived as less 
severe barriers, though noteworthy challenges that require attention. These insights could guide 
stakeholders in prioritizing areas for intervention to facilitate more effective capacity building for 
Administrative Officer II personnel. 
 
 
 
Discussion 

 
Implications for Capacity Building 

The findings of this study have several important implications for capacity-building efforts 
targeting Administrative Officers II in Elementary Education Cluster Two within SDO Tarlac 
Province.  

First, the identified strengths and weaknesses in administrative skills and competencies 
suggest that targeted training programs should prioritize areas such as conflict resolution and 
time management. By addressing these key competency gaps, capacity-building initiatives can 
help AO IIs develop a more well-rounded skillset to effectively manage their administrative 
responsibilities (Basaluddin, 2021). 

Second, the limited access to and utilization of professional development resources, such 
as educational research journals and professional conferences, highlights the need for enhanced 
resource allocation and promotion of these opportunities. Addressing these barriers can empower 
AO IIs to engage in continuous learning and stay informed of best practices in educational 
administration (Anqi, 2021). 

 
Limitations and Future Research 

This study has several limitations that should be considered when interpreting the findings. 
First, the study was conducted within a specific geographic area, Elementary Education Cluster 
Two in SDO Tarlac Province, which may limit the generalizability of the results to other contexts.  

Furthermore, the study relied on self-reported data from participants, which could be 
subject to potential biases. Future research could explore the capacity-building needs and 
experiences of AO IIs in other regions or provinces, as well as incorporate additional data sources, 
such as observations or interviews, to provide a more comprehensive understanding of this crucial 
administrative role in the education system. 
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