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Office Of the Schools Division Superintendent

Drvls[oN M
OSDS-2023-

To

rd   HkENu

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 FOR NON-TEACHING
POSITION

Date June 14, 2023

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

VACANCY QUALIFICATION STANDARDS

POSITIONTITLE EDUCATIOH EXPERIENCE TRAINING ELIGIBILITY

ADiunlsTRATIVE Completion None required None Career Service
AIDE VI(Clerkm' of two-year required (Sub-

studies in professional)/First
college Ifvel Eligibility

Pkntilha Item No.: OSEC-DECSB-ADA6-750120-2014
SG:6
Monthly Saltry: P 17,553.00
No. of vacancy/lee: 1
Place of Aasisrmcat: DIVISION OFFICE
JOB SUMMARY: To assist the management and staff and provide administrative
support in the effective and efficient operation of the Division Office.

Qualified  applicants  to  the  ABOVEMENTIONED  POSITION  shall  address
their application letter to MELAN[E P. ESTACIO, Ph.D, CESO VI, OIC - SCHOOI£

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



DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
DlvlsloN OFFlcE - REcORDs sEc'rloN.

F\irther, the application letter and following pertinent documents listed below
shall be produced in TWO SE'I`S (2 copies each) enclosed in ONE ( 1) white folder with
the FOLlrmR 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.   I+etter of intent addressed to the Head of Office;
b.   Duly   accomplished   PDS   (CS   Form   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 ITOR) 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 perforlnance in the current/latest position  prior to the deadline of
submission, if applicable;

j.    Checklist ofRequlrements and omnibus sworn statement on the certification
on the Authenticity and Veracity (CAV) of the documents subniitted and Data
Privaey Consent F`orm pursuant to RA No.  10173 (Data jiti;act/ Act o/20J2),
using the zLttachLed form (An:rex C or gou may dowrdoad the file on this link..
https:/lth€t. [Hroheckzistomnrfusl , notarized by the authorized official; and

k.   Other  documents  as  may  be  required  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 leaming and Development
reckoned ffom 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.

Applicant. are required to fill up the electronic google form upon
submission     of     appllcatlon     documents.     Please     access     this     linlE:
httos://bit.Iv/Deped-Digos-AI)Dlication2.

AllsubmieeioDDustbeEAR-TAGGEDforeaseintheevaluation/revie+ew
of the documents.

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

Address: Roxas cor. 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 ofrice
shall defiberate the applicant's documents 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-mail and/or teat 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 June 24, 2023.

The proposed timeline of the selection process is as follows:

JH I - Actlvitie& •[ a .` I . I , I , I ] I rTh FIT. '/TIT   -

June   14,   2023  - Submission of application Applicants Face-to-
June 24, 2023 documents School PSBSchoolHeads Face

June   26,   2023  - Forvarding                   the SDS Personnel F`ace-to-
June 28, 2023 transmittal         of         all AO IV - HRM0 11 F`ace

application  documents  to HRMPSB
HRM0 for pre-assessmentofthedocuments Secretariat

June  29,   2023  - Conduct         of         initial A0 IV - HRMO 11 F`ace-to-
July 12, 2023 evaluation  based  on  the HRMPSB Face

C SC                      minimuln Secretariat
Qualification      Standards(QS) HR personnel

July 13, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified applicants &  Face-to-Face

July   14,   2023   - Issuance of memorandum AO IV - HRM0 11 Online
July 23, 2023 on the conduct of writtenexamination,openassessment,andinterviewofapplicants SDS

July 24, 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.

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



Widest dissemination of this Memorandum is earnestly desired.

TAclo, ph.D, crso vr
LSDfvfsfonsuperintenffnt._fry

OeciEd5chciai.=9``':-=i,}n3fOisosCitp-       _     `   ,,--,, '    r\\

BY

I `  it -'   i

OsDs/ ADMIN / HR/ abe

EIF5H Address: Roxas car. Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396



Amer C
ClncmlsT oP REQurrmmnTs

NameofApplicant: ____.    ,.,~..   ___                               Appncedoncode:
Posit]on Applied Fof.:  ___ _            _ ~_..
Office of the Position Applied For:
Contact Number:
Reti8,On:
Bthricrty:
PcrsonwithDisability:   Yes(    )    No(    )
Saloparent:   Yea(    )    No(      )

Basic Docltmentary Req`lirement

Status ofsubdri8sionrrobefiunctdytheapplicon';chedifSulindid) VerificationITobefiHedo.iltrytheflRMO/tlRCif;free/ sub,¢omwit¢.e)

Status ofSubTmssion(®uckifa.rfuid)
Remarks

a. Iftter or intent addressed to the Ileed Of Office or highest
human resource officer

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

C. Photocopy of valid and updated PRC License/ID, ir appheable
a. Thotocopy of Certiricate or Eligibility/ Report of Rating, if

aDDIfcable
e. Photocopy of Scholastic/academic record such as but rLot

limited to Transcript Of F2ecords (roR) and Diploma, including
completion Of graduate and post-graduate units/degrees, if
available

f. F>hotocopy of Certifecatc / 8 of Traininf!. if apolicabte
8. FThotocopy of Certificate of Employrrient, Contract Of Scrvice, or

dulv siirmed Service Record, whichever is/are at]D]icab]e
h. Photocol}v of latest a|]pointment, if applicable
i. FThotocopy of the Performance Rating8 in the last rating

period(s) covering oric (1) year perfomance prior to the dcaidline
of submission, if appucable

j. Checldist of Requirements and Omnitnl8 SwoITL Statement on
the CertificQtion on the AuthenticLty and Veracity (CAV) of the
documents Submitted and Data Fhivacv Consent Form

k. Other documents as may be requ[red for comparative
assessment. Such as but not linited to:
Means of Verification (Move) showing Outstanding
Accomplishments, Applieation of Education , and AppticatLon of
lfaming and Development reckoned from the date Of last
i9auance of appointment
FThotocopy of Performance Rating obtained frotn the relevant
work experience, if performance rating in Item (i| is r]ot I.elevant
to the position to bc filled

Attested:

Humari Resource Management OfficeroimmuB swoRn 8TATBrmHr

cBRTmcirmop op AtlTIIERTlcrrr AND vmACFTtr
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 copje9 thereof.

DATA mrv^cy cOHBEnT
I hereby gram the Department of Education the right to collect and process my pcr8onal informt]on as stated above, for purposes
relevam to the recruitment. Selection, and placement Of pcrsonne] Of the Deparment and for purposes of compliance with the
laws, rules, and regulations t)cing implcmented by the Civil Service Commio9ion.                      Name and Signature of ApplicarLt

Subscribed and sworn to before me this _ day of.            _._`  _` _  , year

ln conartanc. with Rcpubl]c Act No. 8792  or the L'Blectowio CcFT7ma`De ^d dy 3cOO..  te

Flemon Admiulatorinf! Oath

PccLrlric dceu]ncnt9 shall have the ]¢gaL cffcet, `'aldity or cnTtd.ceabuity e8 any ®thcr
doumcn. or lc8el mting and dy (v}hcr€ the law apLidc= a dcH=uftLcal to be D `wh`ing, that rquiraDmt ia in.( by an c)cctronic document ff the said c]cctrotiic document
nalntz`iii8 i® Lntcgrity ar]d rclmbi]jt)I and can I-.utheliGcated so as to be u.able for oubscqucat rcferenoe.
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