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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

Subject  :           ANNOUNCEMENT OF VACANT POSITION F`OR NON-TEACHING
POSITION

Date April  19, 2023

This   Office   announces   the   acceptance   of  applications   for  non-teaching
position in the Schools Division Office of Digos City. The qualification standards are
as follows:

VACAICY QUALIFICATION STANDARDS

POSITION T[TLB EDUCATION TENunG -funcB ELIGIBILITY

ADMINISTRATIVE Completion None None Career Service
AsslsTA)rT          I of two Required Required (Subprofessional)/First
(Accounting years Level EliSbility
Machine Operator studies in
11) college

Plantlua Item No.: OSEC-DECSB-ADAS 1-750073-2014
SG:7
Monthly Salary: P 18,620.00
No. orvacancy/lee:  1
Place of Au58ignmeat: DIVISION OFFICE
UOB suMhrmy:

•    To provide general and routine clerical support to the budgeting officer in the
preparation of budgetary requirements needed for submission to the DBM and
reports in compliance to other attached agencies.

•    To provide administrative support to the F`inance Services functions.
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Qualified  applicants  to  the  AB0VEMENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, PhD, CESO VI, OIC - SCIIO0IS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
I)IVISION OFFICE - RECORDS SECTION.

Further, the application letter and following pertinent documents listed below
shall be produced in TWO SBI`S (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 BOLD) for 201 File purposes, to wit:

a.   Letter of intent addressed to the Head of Office;
b.   Duly   accomplished   PDS   (CS   F`orm   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 applicable;
e.   Photocopy   of  scholastic/academic   record,   such   as   but   not   limited   to

Transcript of Records (TOR) 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 Performance Rating in the last rating period(s) covering one

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

j.    Checklist of Requirements and Omnibus Sworn Statement on the Certifcation
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent F`omi pursuant to RA No.  10173 (Dote Prft;cic!/ Act a/20J2),
using the attached fomi (Annex a, notarized by the authorized official; and

k.   Other  documents  as  may  be  requrfued  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 lreaming 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 Performance Rating in Item 20(i)  is not relevant to the
position to be filled, if applicable; and

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

Applicants are required to ffll up the electronic google form upon
eubmiseion     of     appllcatlon     documents.     Please     access     thl8     link:
https://tinvurl.com/Dei.ed-Difos-AODlication.

All stLbmiseion must be EAR-TAGGED for ease ln the evaluation /review
or the documents.

The Human  Resource  Management Personnel  Selection Board  of this office
shall deliberate the applicant's documents pursuant to D.O. No. 007, series of 2023
(see attached Enclosure No. 5 to D.0. No. 007, s. 2023). A division memorandum will
be issued for the names of the a licants who win for the interview.  Such
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memorandum      will      be      posted      in      the      DepEd      Digos      City      website
(www.depeddigoscity.org).  At  the  same  time,  qualified  applicants  will  be  informed
through e-mail and/ or te]ct message.

Original  copy  of  documents  must  be  presented  during  the  conduct  of
evaluation  of  documents,  thus,  only  those  submitted  documents  will  be  given
corresponding points.

The deadline for the submission of the applications for interested applicants
shall be on April 29, 2023.

The schedule of the selection process is as follows:

Date Activities I a +:+ . ) I i I ( I I fitT771 [77TT. ''/in  -

April   19,   2023   - Submission of application Applicants Face-to-
April 29, 2023 documents Records Section F`ace
May 2, 2023 - May F`orvarding                     the SDS Personnel Face-to-
4, 2023 tram smittal          of          all A0 IV - HRMO 11 F`ace

application  documents  to HRMPSB
HRM0 for pre-assessmentofthedocuments Secretariat

May 5, 2023 - May Conduct         of         initial AO IV - HRM0 11 Face-to-
15, 2023 evaluation  based  on  the HRMPSB Face

C SC                      minimuni Secretariat
Qualification      Standards(QS) HR Personnel

May  16, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified applicants a  Face-to-Face

May    17,   2023   - Issuance of memorandum A0 IV - HRM0 11 Online
May 26, 2023 on  the conduct of writtenexamination,openassessment,andinterviewofapplicants SDS

May 29, 2023 Conduct        of       written HRMPSB Face-to-
examination ,               openassessment,andinterviewofapplicants HRMPSB Secretariat Face

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.



Amac a
cHECELlsT op REQulRElrmiTs

Name of Applicant: ~_._.        `  _           __.___                                    Application code:
Poaltion Applied For: __     _      `__ _  `__.`____.
Office of the Position Applied For:
Contact Number:     ._______________
Rcugion:----------
Bthmclty: __`_-. __.   _
PersonwithDisabiLity:   Yes(    )    No(    )
Soloparent:   Yes(    )     No(     )

Basic Documentary Requirement

Status ofSubmissionITobefIlhaatdytheapfronl;Chckifsubmun) VczificatronFTobefilLedae.ItrytheHRNO/llRCffioeJ a+Ib-comwitiee)

Status ofSubmission(~ifconofied)
Ftemarks

a. Letter or intent addressed to the Heed of Office or highest
human resource ofricer

b. Duly accomplished Personal Data Sheet (PDS|
(CS ForTn No.  212, Revised 2017) and Work Experience Sheet, if
applieable

C. Photocopy of valid and updated PRC License/ID. if applicable
a- Thotocopy or Certificate of Eligibility/ Report of Rating, ifapplicable

e. Photocopy of scholastic/academic record such as but not
limited to Transcript of Records rroR) and Diploma, including
cornpletion of graduate alid post-graduate units/degrees, if
avalable

f. Photocoiny of CertifLcate/8 of Training, if apphcable
8. Photocopy of Certjricatc of Employmerit, Contract or Service, or

duly siEned Service Record. whichever is/ are aDDlicable
h. Photocoov of latest apt)ointment. if applicable
i. Photocopy of the Performance Ratings in the last rating

period(s) covering one (1) year pedormance prior to the deadline
of submission, if applicable

j. Checklist of Requircmcnt3 and Omnibus Swam Statement on
the Certification on the Authenticrty and Veracity (CAV) of the
documents Submitted and Data Fhivacv Consent FofTri

k. Other documents as may be required for comparative
asseesmerit, such as but not limited to:
Means Of Verification (Move) showLng Outstanding
Accomplishments, Application of Education, and Application of
I.earning and Development reckoned from the date Of Last
issuance of appointment
Photocopy of Performance Rating obtained from the relevant
work expericncc, if performalict: rating in Item (i) is r]ot relevant
to the oosition to be fflled

Attested:

Human Resource Management OfficerormlBUB svoRn 8TATRErm

cERTlplc^rloH op AtJTHBRTlcnT AND vBRAclTT
I hereby certify that all information above are true and correct, and of my personal lmowledge and belief, and the documents
submitted herewith are original and/or certified true copies thereof.

DATA pRlvncv CoHBEHT
I hereby grant the Departtnent of Education the right to collect and process my personal informtion as stated above, for purpo8e8
relevant to the recruitment, Selection, and placement Of personnel of the Department and for purposes of compljancc with the
laws, rules, and regulations being irnplemented by the Civil Service Commission.                       Nanic and Signature or Applicant

Subscribed and sworn to before me this_day of`__~_.~_     __.   ,year

In  consoinance with Rcpubtic Act No` 8792  or the I-Elecfrowic Co7m7Ic7t¥ Act a/ 2cOO-.  (c

Person ^drhiniat.rinf! Oath

Pcctrmic dceuments shall have the legal cffoct , validity or cnbrceabLbty ag any othcT
dacumcnt or lcgtl eriting and a) (w)here the haw fequncs a dc"mcni co be in `.rming, that rcquirauetit is in.t by an elcctronic document if the sziid cleetrooc dl>ouiticrrt
maintailr8 its integrity md  r€liabiuty and carl be authcnticatcd so as to  be ugabLe for subsequcot rcfcref`cc,






































