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DIGOS CITY DIVIsloN

Office Of the Schools Division Superintendent

DNISION M
OSDS-2023-

To

ED"
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 POSITIONS F`OR NON-TEACHING
POSITIONS

Date May  11, 2023

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

VACANCY QUAIIFICAT[ON STANDARDS

POSITIONTITLE EDUCATION EXPBRIBNCE TINNING ELIGIBILITY

ADmNlsTRATlvE Completion None required None Career Service
JneE VI(ClerkIll) of two-year required (Sub-

studies in professional)/First
college Irevel Eligibility

Plantilla Item No.: OSEC-DECSB-ADA6-750124-2014
OSEC-DECSB-ADA6-750121-2014
OSEC-DECSB-ADA6-750118-2014
OSEC-DECSB-ADA6-750119-2014

SG:6
Monthly Salary: P 17,553.00
No. ofvacaacy/ie8: 3
Place of Assignment: DIVISION OFFICE
JIOB SUMMARY: To assist the management and staff and provide administrative
support in the effective and efficient operation of the Division Office.

Address: Roxas car. Lopez Jaena Street, Zone H, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396



Qualified  applicants  to  the  AB0VEMENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.D, CESO VI, OIC - SCH00IS
DIVISION SUPERINTENI}ENT, and submit it with the pertinent documents to the
DIVISION 0FTICE - RECORDS SEC1`ION.

Further, the application letter and following pertinent documents listed below
sshall be produced in TWO SE'I`S (2 copies each) enclosed in ONE ( 1) white folder with
the FOIDER TAG printed with full SURNAME, GIVEN NAME and MIDDLE NAME of
the applicants with FON'I` (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,   Revisecl   2017)   with   Work

Experience Sheet, if appncable;
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 (roR)  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 performance  in the current/latest position  prior to the deadline of
submission, if applicable;

j.    Checklist of Requiremerlts and Omnibus Sworn Statement on the Certifcation
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent Forln pursuant to RA No.  10173  (Dczfa jltl;act/ Act o/20J2),
using the attached form (AnneAc a, notarized by the authorized official; and

k.   Other  documents  as  may  be  required  by  the  IIRMPSB  for  comparative
assessment, including but not limited to:

1.   Means of verification (MOVs) snowing Outstanding  Accomplishments,
Application of Education, and Application of Leaming and Development
reckoned from the date of last issuance of appointment; and

2.   Photocopy of the Perfomiance 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-mall response from the filled-up DepEd Digos
City Job Application Fom.

Applicants are required to fill up the electronic google form upon
submission     of     application     documents.     Please     access     this     link
httDs://tinyurl.com/Deped-Digos-Application.

All subqDiseion must be EAR-TAGGED for ease in the evaluntion /review
of the documents.

Applicants who failed to submit complete mandatory documents (items a to j)
on the set deadline indicated in the official memoranduln shall not be included in
the   pool   of   official   apphicants.   However,   non-submission   of   the   additional
documentary requirements or those that may be requrired by the HRMPSB (item k)
shah not wanant exclusion from the pool of official applicants.

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



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

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

The deadline for the submission of the applications for interested applicants
shall be on May 21, 2023.

The schedule of the selection process is as follows:

Date Actlwltie& iJ - . `t . i I . . I * I ffti7:1 [77T: \'/rir  .

May    11,    2023   - Submission of application Applicants Face-to-
May 21, 2023 documents Records Section Face
May   22,   2023   - Forwardin g                    the SDS Personnel Face-to-
May 24, 2023 transmittal         of         all A0 IV - HRMO 11 Face

application  documents  to HRMPSB
HRMO for pre-assessmentofthedocuments Secretariat

May   25,   2023   - C onduct         of         initial A0 IV - HRMO 11 F`ace-to-
June 7, 2023 evaluation  based  on  the HRMPSB Face

C SC                      minimum Secretariat
Qualification      Standards(QS' HR Personnel

June 8, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified appncants &  F`ace-to-Face

June   9,   2023   - Issuance of memorandum AO IV - HRMO 11 Online
June 18, 2023 on the conduct of writtenexamination,openassessment,andinterviewofapplicants SDS

June 19, 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.

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





AJ-C
CmcmlsT op REQulRErmHTS

NameofApplicant:               ____    ,    .                                                                                  Applicationcode:     ______.  __   _   __   _           ...     ,
Fb8ition Applied For: __ _              ~__`.^_
Office  of the  position  AppliedFor:  _.____,..        _._.__     _  __~___,__
Contact Number:      _..__
Rell8ion:-----
Ethnicrty:
PersonwithDigabihty:   Yes(    )    No(    )
Sotoparent:   Yes(    )    No(      )

Basic Documentary Requirement

Stfltus ofSubmissionri`obefilledouttrytheapplmrfu;chedifsibmi&ed) Verificedonrrobefiuede.LlbytheI+RIAO/FIR0ffioel sub.eomTratt.e}

Status ofSubmj8sion(Chckifcomplied)
Remarks

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

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

C. Photocopy of valid and updated PRC License/lD, if appncable
d. Thotocopo7 of Certiricate Of ELigibility/Report Of Rating, ifapplicable

e. Photocopy of scholastie/academic i`ecord sucn as t]ut not
limited to Transcript of Records rroR) and Diploma, including
completion of graduate and post-graduate units/dcgrceg, if
avainble

f. Photoconv of Certiftcate/ a of Training, if apolica.ble
9. Photocopy of Certificate of EmploytnerLt, Contract of Servlce, oT

duly si£Iied Servicc Record. whichever is/are appncab]e
h. PhotocoDv of latest apt]ointment, if apDlicablc
i. Photocopy of the  Performance  Rating8 in the last three (3) ratlng

pehod(s), if applicable

j. Checklist of Requirements and Omnibus Sworn Statement on
the Ceriification on the Authenticity and Vcraulty (CAV) of the
dbeLiments submitted and Data Frivacv Consent Form

k. Other documents as may be required for compantive
assessment, anch as but not limited to:
Means of Verification (Move) showhg Outstanding
Accomplishments, Application of Education , and ApplicatLon Of
Leaning and Development reckoned from the date of last
igsuarice of api>ointment
FThotocopy of Performance Rating obtained from the relevant
work experience, if pcrformancc rating in Item (i) is not relevant
to the positlon to be filled

Attested:

Human Resource Management OfriceroimBu8 swoRn 8TATE]D»r

cERTnlc^Tlon op AtlrmEmlcrrv ^»1) vmAc(TT
I hereby certif)/ that all information above are tlue and correct, and of my personal lmowledge and belief, and the documents
sublnitted herewith are origtnal and/or certiricd true copies thereof.

D^rA PRIVACT Cox8EHT
I hereby grant the Department of Education the right to collect and process my personal information as Stated above, for purposes
relevant to the recruitment, Selection, and placelnent of personnel Of the Department and for purposes of compliance with the
Lows, rules, and rcgulationg being implemc'nted by the Civil ServIce Commission.                       Name and Signature of Applica])t

Subscribed andswom to before me this            day of._     ..  .year

lr] consonance with Rq)ublic Act No. 8792 or the ..Electondc CoJrmlcrce ^cl a/ 2cOO", (c

Person Admniatcrinf! Oath

Pcctronic dueuments shaft have dic Jcgal cffcat , `.Alidity ar cntorccobifit!r Bs any other
dooumcnt or lcgul tmting and a) (w)hcre che law requzrca a docuncnt to bc in wiung. that rcquuatictit i6 mc( by azi cketromc document tr the said clc€tfooic dooumcnt
malntAili8 its untcgrity arid rcl]ability and  caJi be authenticatcd so as to bc usable for oub8equ¢ht rcferef`ce.



I.Annex A..

Enclosure to DepEd Order No. 66, s. 2007

SPECIFIC NUMBER OF POINT/S ASSIGNED TO EACH CRITERloN

cRiTEniA
TEAclllNG AND RELATED TEACHING

A. Performance Rating 35

Performance rating for the last 3 rating periods should be at least Very Satisfactory
Average of the numerical ratings multiplied by 35%

8. Experience 5

Experience must be relevant to the duties and functions of the position to be filled
Every year given a point but not to exceed five (5) points

C. Outstandl ng Accom|)Iisli meilts (MeritorioiJs Accom plishments)
20

a. Outstanding Employee Award 4
b. Innovations 4
c. Research &  Development Projects 4
d. Publ ication/Authorship 4
e. Consultant/Resource Speaker in Tra i n ings/Semi nars 4
D. Educatlon 25
* Complete Academic Requirements for Master`s Degree 10
•Master.s Degree 15
*Complcte Academic Requirements for Doctoral Degree 20
•Doctoral Degree 25

Tralnlng 5
Particlpant ln a specciallzed training, e.g. Scholarship Programs, Short courses, Study One point for every montli of attendance but not to
Grants exceecl five (5) points

Participant in three (3) or more training activities i'n each level conducted for at least

1

three (3) days not credited during the last promotions:
•  District  Level

*  Divisicin Level 2
•  Regional  Level 3

Participant in one (1) training conducted for at least three (3) days not credited during the

4
ast promotions:
• National Level

' lntemational Level 5
Chair/C®chair in a technical/planning committee

1• District Level

•  Division  Level 2
•  Regional  Level 3
•  Naticinal  Level 4
'  International level 5

I. Potentla' S
I.  Communication Skills 1

2. Ability to Present Ideas 1

3. Alertness 1

4. Judgment 1

5.  Leadership Ability 1

F. Psyclto-social attril)utes 5
a.  Human  Relati.ons 2

b. Decisiveness 2

c. Stress Tolerance 1

TOTAL loo


