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DIGOS CITY  DIVISION

Office of the Schools Division Superintendent

DIVISION M
OSDS-2023-

To

iri   Ek"L

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  :           RE-ANNOUNCEMENT OF VACANT POSITION FOR RELATED-
TEACHING POSITION

Date June 27, 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:

vACANcry QUALIFICATION STANDARDS

roslTIONT[TLB EDUCATION TFLA-a EEREREHCE ELIGIBILITY

GUIDANCE Master's None None R.A.  1080
cOuNSEroR Degree in Required Required (Guidance
11 GuidanceandCounseling Counselor)

Plafltllla Item No.: OSEC-DECSB-GUIDC2-750135-2016
SG:  12
Monthly Salary: P 29,165.00
No. of vacancy/lc3:  1
Place of lhalgnment: SENIOR HIGH SCHOOL IN DIGOS Clrv
JOB SUMbtARY:

•    To  assist  in  providing technical  support  to  strengthening partnerships with
both internal and eatemal educational stakeholders and respond to the needs
of the schools and leaniing centers for the resources and capacity to implement
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sustainable  programs  and  projects  to  enhance  the  delivery of quality basic
education.

•    To assist in providing technical support in implementing quality management
systems in  the  schools division  ofrice,  the  schools  and learning centers and
monitor  adherence  to  standards  and  policies  towards  effective  and  efficient
delivery of quality basic education.

•    To assist districts and schools/leaning centers in the implementation of an
M&E system to monitor their progress.

Qualified  appucants  to  the  AB0VERENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.D, CES0 VI, OIC - SCIIOOIS
DIVISION SUPERINTENDENT, and subniit it with the pertinent documents to the
SENIOR HIGH SCHOOI, IN DIGOs crry.

F\]rther, the application letter and following pertinent documents listed below
sshall be produced in TWO 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 BOLD) for 201 File purposes, to wit:

a.   I,etter of intent addressed to the Head of Office;
b.   Duly   accomplished   PDS   (CS   Fomi   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 Elictbility/ Rating, if applicable;
e.   Photocopy   of   scholastic/academic   record,   such   as   but   not   limited   to

Transcript of Records (FOR)  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 culTent/latest position  prior to  the deadline of
submission, if applicable;

j.    Checklist of Requirements and omnibus sworn statement on the certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privaey Consent Form pursuant to RA No.  10173 (Dczto jlti;aq/ Act o/20J2),
using the altte.ched torrn (Annex C or uou rrray douindoad the file on this link..
httz)s../thzt. Z«/CheckzistomnzbztS , notarized by the authorized official; and

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

I.   Means of verification (MOVs) showing 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

I.    Screenshot of the automated e-mail response from the filled-up DepEd Digos
JobA hcation Form.
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Applicants are required to fill out the electronic google form upon
submission     of     application     documents.     Please     access     this     link:
httos://bit.Iy/I)eped-Digos-Aoplication2.

All 8ubmi8sion must 1)e EAR-TAGGED for ease in the evaluation /review
of the documcnt8.

Applicants who failed to submit complete mandatory documents (items a to j)
on the set deadline indicated in the official memorandum 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 walTant exclusion from the pool of official applicants.

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. 4 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-rnail and/or text message.

Origival  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 July 7, 2023.

The deadline for the submission of the respective School Heads to the Schools
Division Office shall be on July 12, 2023.

The proposed timeline of the selection process is as follows:

Date Activities iz ] f``t . I . . I I I I fiF7FI E77* \''rm  .

June  27,   2023  - Submission of application Applicants F`ace-to-
•July 7, 2023 documents School PSBSchoolHeads Face

July   10,   2023   - Forwarding                     th e SDS Personnel Face-to-
July 12, 2023 tran smittal          of         all AO IV - HRMO 11 F`ace

application  documents  to HRMPSB
HRMO for pre-assessmentofthedocuments Secretariat

July   13,   2023   - con duct         of        initial AO IV - HRMO 11 F`ace-to-
July 27, 2023 evaluation  based   on  the HRMPSB F`ace

C SC                      minimum Secretariat
Qualirication      Standards(QS) HR personnel

July 28, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified applicants &  Face-to-Face

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



July   31,   2023   - Issuance of memorandum AO IV - HRMO 11 Online
August 9, 2023 on the conduct of writtenexamination,openassessment,andinterviewofapplicants SDS

August  10, 2023 Con duct        of        written H"PSB Face-to-
examination ,              op enassessment,andinterviewofappli-ts 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.

ACIO' Ph.D, CES0 VI
sDivisionsuperinter%entp

jep[-a 5[h®ois Di`.'i5Ictn o+ DI9os [r[\
p`E[or{BSSECT!aN

:1::i=-:=----I:i:-=-

OSDS/ ADMIN / HR/ ctbc
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A-a
CRECELIST OF REQ                     a

Name of Applicant:                                                                                                      Applicndon code:                                         .     _. _    ,
PosttionAppliedFon__   .    ,  ~__,..
Office of the position Applied For: ___,.I.    _ `.,._`    . __, ___
Contact Number:
Rcti8ion:
Ethnicity:
PersonwithDisabidty;   Yes(    )    No(    )
Soloparent;   Yeg(    )    No(     )

Bagic Documentary Requirem ent

status orsubDri88ionrTobeflued\outtrytheapphan';C"if8ubmiaed) Verificationprobefiued".1I)9theI+R^ro/LIECIfftl:eJ sul~Tmlkee)

Status ofSut]mi8sionU~ifcomt*id)
Remarks

a. I.etter of intent addressed to the Heed of Office or highest
human resource officer

b- Duly accompllshed Personal Data Sheet (PDS)
(CS Fomi No. 212, Revised 2017) and Work Experience Sheet, if
apDticable

C. Photocopy of valid and updated PRC Licen8c/lD, if applicable
a. motocopy of Certificate of Eligibility/ Report of Rating, ifaDplicable

e. Photocopy of scholastic/academic record such as but not
limited to Transcript Of Records rroR) and Diploma, including
complctioli of graduate aLnd pcet-graduate llhits/degrees, if
avaflable

f. Photocopy of Certificate/ 8 of TraininfE, if applica.ble
9. Photocopy of Ccrtificatc of Employment, Contract Of Ser`hee, or

duly 8iEned Service Record. whichever is/are apDEcab]e
h. PhotocoDv of latest appointment, if aDolicable
i. Photocopy of the Performance Ratings in the last rating

period(8) covering one (I) year performance prior to the deadline
of submission, if applicable

j. Checldist of Requirements and Omnibus Swam Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents submitted ar`d Data Pnvacv Consent Form

k. Other documents as may be required for comparative
assegsment. Such as but not limited to:
Meari9 of Verification {MOV8) Showing Outstanding
Accomplishments, Appticatjon of Education, and Application Of
lfaming and Development reckoned from the date Of last
iasuance Of aDi}ointment
Photocopy of Performance Rating obtained rrotn the relevant
work experience, if performance rating in Item (i) is not relevant
to the rrosition to be fflled

Attested:

Human Resource Management OfficerormlBUB svoftn 8TArm]D)rT

cERTmicATlop op AunHBmlcrrT AND vERAcur
I heretry certif)/ that all iriformation above are true and correct, and Of my personal lmowledge and belief, and the documents
gut.mjtted herewith are original and/ar certified true copies thereof.

t>^TA pRrvneT corBEnT
I hereby grant the Department: Of Education the right to collect and process my persorial information a§ stated above, for purposes
relevant to the recruitment, Selection, and placement Of pcrsonne] of the Department and for purposes of compl]ancc with the
Laws, rules, and regulationo being implemcnted by the Civil Service Commi89ion.                      Narlic and Signature of Applicant

Subseribcd and sworn to before mc this _ day of `.____ __  ,, .. ._ . year

[n  consortanl:e with Repu"c Act No` 8792  or th. I.ElecfromB Coirlma\E€ Ac] a/ 2cOO.,  (c

Fher8on Adrini8t.rinf[ Oath

Pcctrunic dceuztici`t. 8hall have the Jcgal cffcat, validi(y or enforceabiBty as any othtT
doumcn( or Jegrl tEnriting md a) (w)here the low requirc= a docutncfo u) be in i]rrltin& that f`quirenca( i= mc( by an clcctroulc document if the said c]cctroziic document
maintafrta its integrity and rcli.bility and con be authenticqted lo a] to bc u8abte for eaiboeq)co( rclcrcnce.
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