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Office of the Schools Division Superintendent

DIVISION MEMORANDUM
OSDS-2o23-    D710

To Assistant Schools Division Superintendent
Division Chiefs and Unit Heads
Education Program Supervisors
Public Schools District Supervisors
Public Elementary and Secondary School Heads
Division Teaching and Non-Teaching Personnel
All Others Concerned

Sut)ject  :           ANNOUNCEMENT OF` VACANT POSITION F`OR HEAD TEACHER
POSITIONS

Date April  19, 2023

This  Office  announces  the  acceptance  of  applications  for  Head  Teacher
positions in the Schools Division Office of Digos City. The qualification standards are
as follows:

VACANCY QUALIFICATION STANDARDS

POSITIONTITLE EDUCATION TENNING ExpBRIENCB ELIGIBILITY

HEAD Bachelor's 24 hours of Head Teacher LET/PBET/
TEACHER 11 degree in relevant for 1 year; or R.A.1080 (Teacher)

Elementary training Teacher-in-
Education; Charge for 1

Or year; Or
Bachelor's Teacher for 4
degree w /18professionaleducationunits years

Plantllla Item No.: OSEC-DECSB-HTEACH2-750247-1998
SG:  15
Monthly Salery:  P 36,619.00
No. of vacancy/ie8:  1
Place of JLeeignment: IGPIT ELEMENTARY SCHOOL

Address: Roxas cor.  Lopez Jaena Street, Zone 11,  Digos City (8002)
Telephone Mos.: (082) 553-8375; (082) 553-8396

\



JOB suMnrmT:

Observes classes/teachers for effective and competent delivery of the curriculum.
Assists the school heads in the planning of programs and activities. Coordinates
with  the  subject  area  division  supervisors  in  preparing  teacher  training  and
implements school policies and regulations.

VACANCY QUAI;IFICATION STANDARDS

POSITIONTITLE EDUCATIOH TINNING EXPERIENCE ELIGIBILITY

HEne Bachelor's 24 hours of Head Teacher LET/PBET/R.A.1080
TEACHER degree in relevant for 2 years; or (Teacher)
Ill Secondary training Teacher for 5
(Secondary Education; years
Grades) or Bachelor'sdegreew/18professionaleducationunitswithappropriaterleldofspecialization

Plantilla Item No.: OSEC-DECSB-HTEACH3-750385-1998
SG:  16
Monthly Salny: P 39.672.00
No. or vacancy/lea:  1
Subject: MAPEH
Place of Aseignment: DIGOS CITY NATIONAL HIGH SCHOOL
-08 suMhney:

Observes classes/teachers for effective and competent delivery of the curriculum.
Assists the school heads in the planriing of programs and activities. Coordinates
with  the  subject  area  division  supervisors  in  preparing  teacher  training  and
implements school policies and regulations.

VACANCY QUALIFICATION STAN DARDS

POSITION EDtICATIOH TENNIN ExpBRENC ELIGIBILITY
TITLE a E

HEAD Bachelor's 24 hours Head Teacher LET/PERT/R.A.108
TEACHER  IV degree in of relevant for 3 years; or 0 (Teacher)
(SECONDAR Secondary training Master
Y GRADES) Education; Teacher for 2

or Bachelor'sdegreew/18 years
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professional
education
units with
appropriate

field of
specializatio

n

Plantilla Item No. : OSEC-DECSB-HTEACH4-750006-2008
SG:  17
Monthly Salary: P 43,030.00
No. of vacancy/leg:  1
Subject: SCIENCE
Place of As8igflmeflt: DIGOS CITY NATIONAL HIGH SCHOOL
•oB suMnneT:

Observes classes/teachers for effective and competent delivery of the curriculum.
Assists the school heads in the planning of programs and activities. Coordinates
with  the  subject  area  division  supervisors  in  preparing  teacher  training  and
implements school policies and regulations.

Qualified  appticants  to  the  AB0VEHENTIONED  POSITION  shall  address
their application letter to MEIANIE P. ESTAC[O, Ph.D, CES0 VI, OIC - SCHOOIS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
DIVISION OFFICE - RECORDS SECTION.

F\irther, the application letter and following pertinent documents listed below
shall be produced in 'I`W0 SETS (2 copies each) enclosed in ONE (1) white folder with
the FOLDER TAG printed with full SURNAME, GIVEN NAME and MIDDLE NAME of
the applicants with FONT (CALIBRI 20 BOID) for 201  Ffle purposes, to wit:

a.   Letter of intent addressed to the Head of Office;
b.   Duly   accomplished   PDS   (CS   F`oml   No.   212,   Revised   2017)   with   Work

Experience Sheet, if applicable;
c.   Photocopy of valid and updated PRC License/ID, if applicable;
d.   Photocopy of Certificate of Eligibility/ Rating, if appricable;
e.   Photocopy   of  scholastic/academic   record,   such   as   but   not   limited   to

Transcript of Records rloR) and Diploma, including completion of graduate
and post-graduate units/ degrees, if available;

f.    Photocopy of certificate/s of Training, if applicable;
9.   Photocopy of Certificate of Employment,  Contract of Service, or duly signed

Service Record, whichever is/ are applicable;
h.  Photocopy of latest appointment, if applicable;
i.    Photocopy of the Perfomiance Rating in the last rating period(s) covering one

(1)  year performance  in the current/latest position prior to the deadline of
submission, if appficable;

j.    Checklist of Requirements and Omnibus Sworn Statement on the Certifcation
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privaey Consent F`orln pursuant to RA No.  10173 (Data fh.1;act/ Act o/20J2),
using the attached fomi (Annex C), notarized by the authorized official; and
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k.   Other  documents  as  may  be  requrired  by  the  HRMPSB  for  comparative
assessment, including but not limited to:

1.   Means of verification (MOVs) showing Outstanding  Accomplishments,
Application of Education, and Application of I+earning and Development
reckoned from the date of last issuance of appointment; and

2.   Photocopy of the Performance Rating obtained from the relevant work
experience,  if Perfomiance Rating in Item 20(i)  is not relevant to the
position to be filled, if applicable; and

I.    Screenshot of the automated e-mail response from the filled-up DepEd Digos
City Job Application Form.

Applicants are required to fill up the electronic google form upon
submlsslon     of     application     documents.     Please     acce88     this     linlE:
httos: / / tinvurl.com / Del)ed-Digos-ADDlication.

All submlseion tnust be EAR-TAGGED for ease in the evaluation /review
of the documents.

'I`he Human  Resource Management Personnel  Selection  Board of this office
shall denberate the applicant's documents pursuant to D.0. No. 007, series of 2023
(see attached Enclosure No. 3 to D.0. No. 007, s. 2023). A division memorandum will
be issued for the names of the applicants who will qualify for the interview.  Such
memoranduln      will      be      posted      in      the      DepEd      Digos      City      website
(www.depeddigoscity.org).  At the  same time,  qualified  applicants will  be  informed
ththroughe-mailand/ortexctmessage.

OriSnal  copy  of  doouments  must  be  presented  during  the  conduct  of
eevaluation  of  documents,  thus,  only  those  submitted  documents  will  be  given
corresponding prints.

'I`he deadline for the submission of the applications for interested applicants
shall be on April 29, 2023.

'I`he deadline for the submission of the respective School Heads to the Schools
Division Office shall be on May 5, 2023.

'I`he schedule of the selection process is as follows:

T|.- ActREties '||,|`,,,,I,|i       ,   ,  a  E=F¥: 1'/ rFT,

April   19,   2023   - Submission of appncation Applicants F`ace-to-
April 29, 2023 documents School PSBSchoolHeads Face

May 2, 2023 -May Submission of application School PSB Face-to-
5, 2023 documents  together  with School Head F`ace

School PSB's Summary ofAssessment Records Section

May 8, 2023 - May Forwarding                     the SDS Personnel F`ace-to-
10, 2023 transmittal         of         all AO IV - HRMO 11 F`ace

application  documents  to HRMPSB
HRMO for pre-assessmentofthedoculnents Secretariat
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May    11,    2023   - Conduct         of         initial AO IV - HRMO 11 Face-to-
May 19, 2023 evaluation  based  on  the HRMPSB F`ace

C SC                      minimuln Secretariat
Qualification      Standards(QS) HR personnel

May 22, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified applicants &  Face-to-Face

May   23,   2023   - Issuance of memorandunl A0 IV - HRM0 11 Online
June 1, 2023 on the conduct of writtenexamination,openassessment,andinterviewofapplicants SDS

June 2, 2023 Conduct        of       written HRMPSB Face-to-
examination ,               openassessment,andinterviewofapplicants HRMPSB Secretariat F`ace

This Office highly encourages all interested and qualified applicants, including
persons with disability (PWD) , members of indigenous communities, and those with
diverse sexual orientation, gender identity, and expression (SOGIE) , to apply.

Widest dissemination of this Memorandum is earnestly desired.

MELAVIEfi
OIC - School

ACIO' Ph.
ivision Sup:inc#0VI
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I,-C
CIIBcmlsT oF REQulRErmrms

Name of Applicant:                                                                                                  Applicedon code:  _____  _._    _
Position Applied For: ___           __~. _.._ __
Office of the Position Applied For:
Contact Number:      .____ ___
Ren8ion:
Bthnlcity:
PeraoriwithDigabiLity;   Yes(    )    No(    )
Soloparent:   Yeg(    )    No(     )

Basic Documentary Requirem ent

Status ofSubnn§sionrrobefiunattrytheaprfunl,CMeckifstomiaed) VerificationQ`obefiELcdoiLlbytheHR1140/HE.Office/ sub.comrwit.ee)

Status ofSubmj8sjon(c~ifo.rfued)
Reznarks

a. Letter of intent addressed to the Head Of Ofrice or highest
human resource officer

b. Duly accomplished Personal Data Sheet (PDS)
(CS Form No.  212. Revised 2017) and Work Experience Sheet. if
applicable

C. Photocopy of valid and updated PRC License/ID, if appticable
d- Photocopor Of Certificate Of Bligibilrty/Report Of Rating, ifaoDficable

e. FThotocopy of scholastic/academic record such as but not
li"ted to Transcnpt of Records rroR) and Diploma, including
completion of graduate and post-graduate units/degrees, ir
avaflable

f. Photocopy of Certificate/a of TraininfE, if applicable
9. Photocopy of Certificate of Employment, Contract of Service, or

duly siE!ied Service Record, whichever is/are aoDlicable
h. PhotocoDv of latest aopoinment, if aDDlicable
i. Photocopy of the Performance Ratings in the last rating

period(a) covering otie (1) year performance prior to the deadline
of submission, if appucable

j. ChcckList of Requirements and Omnitrus Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents submitted and Data Fhvacv Congent Form

k. Other documents as may be required for comparative
assessment. such as but not limited to:
Means of Vcrificatjon (Move) Showing Outstanding
Acx:omplishmcnts, Application of Education, and Appncation of
lfaming and Development reckoned from the date Of last
iseuance of appointment
TThotocopy of Performance Rating obtained from the relevant
work cxperLence, if perforr[iancc rating in Item (i) is not relevant
to the position to be filled

Attested:

Human Resource Management OfficerounlBu8 swoRH STATRERT

crmiplc^TIOp OF AUTRERTlcrry AND vmAciTy
I herety certify that all information above are true and correct, and of my personal haowledge and beliei, and the documents
subrritted herewith are original and/or certiried true copies thereof.

DATA pRrv^cy COHBEHT
I hereby grant the Depaltment of Education the nght to couect and process my personal inforznation as stated above, for purpo8e8
relevant to the recruitment, selection, and placement of personnel of the Department and for purposes of compliance `irLth the
laws, rules, and regulationo being implcmcnted by the Civil Serv]ce Commission.                       Name and Signature or Applicant

Subscribed and swam to before me this              dry of                 _,_  ,  _ `   , year

In consor`ane. with RcpubEc Act No. 8792  or the ..4lectromc Co7/iznat]e ^cl a/ ?coo-, (e

Person ^dminiet.rinf! Oath

»cctronic dueumcnts Shall have the ]cgal cff®ct , vulidity or cnforoeabmty es any other
doulzicnt or lcgal umting arid a) (v)hez€ the law requ]res a documcnl co be in `whtLng, that t€i]uuatvetit is tBc( by an electronic document if the stiid clcctoDic docu mcnt
maintant8 its Lntcgrity and  r€liebdity a7}d can be authenticated  so as to be umble for gube¢qucnt Tcrcttnce.


































