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DIGOS CITY DIVISI0N

lofty

Office of the Schools Division Superintendent

DIVISION M
OSDS-2023-

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 SCHOOL PRINCIPAL
POSITION

Date July 11, 2023

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

VACANCY QUJDIFICATION STANDARI)S

POSITIONTITLE EI)UCATIOH I-G EXPEREHCE EI,[GIBunT coDtrmEHCT

SCHcOL Bachelor's 40 hours Head LET/PBET/ National
PENCIPJEL degree in of Teacher (HT) R.A.1080 Qualifying
I Elementary relevant for 1 year; (Teacher) Exarfunation

Education training or Teacher- for School
(BEED); Or in-Charge Heads
Bachelor's (TIC) for 2 (NQESH)

degree with18professionaleducationunits years; orMasterTeacher(MT)for2years;orTeacherfor5years Passer

Plantilla lte in No.:  OSEC-DBCSB-SPany:P51,357.001 -750201 -2010
SG:  19
Monthly Sad
No. ofvacancy/leg:  1

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



Place of Jis8igrmeflt: ELEMENTARY EDUCATION
-oB suMnneT:

Sets,   the   mission,   vision,   goals   and   objectives   of  the   school,   creates   an
environment that is conducive to teaching-leaning process, monitors and assesses
the school curriculum and accountable for higher learning outcomes.

Qualified  applicants  to  the  AB0VEMENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.D, CESO VI, OIC - SCIIO0IS
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 TWO SFI`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 Fue purposes, to wit:

a.   Letter 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 Eligibhity/Rating, if applicable;
e.   Photocopy   Of  scholastic/academic   record,   such   as   but   not   limited   to

Transcript of Records rl`OR) 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 three (3) rating period(s), if

appncable;
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 Forln pursuant to RA No.  10173 (Data jlti;apt/ Act a/20j2),
using the a[ttached forln (Arnex C or you inn:y dou]nload the file on this link..
httz7s../"t. ZziroJiecJcZ€stomn!bttd,  notarized  by  the  authorized  omclal;
and

k.   Other  documents  as  lnay  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 Irearning 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

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

Applicants are requlred to fill out the electronic google form upon
oubmis8lon     of     application     documents.     Please     access     this     link:
httos://bit.Iv/DeDed-Digos-AODlication2.

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



All eubmlseion must 1.e EAR-TAGGED for ease in the evaluation /review
of the docutnent8.

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 warrant 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.0. No. 007, series of 2023
(see attached Enclosure No. 3 to D.0. No. 007, s. 2023). A division memoranduln 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 terct message.

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

The deadline for the submission of the appncations for interested applicants
shall be on July 21, 2023.

The proposed timeline of the selection process is as follows:

hal.a Ac+]vit]e£ iJ I .=i I + I I . ( * I f" EizIt ''Jrm  -

July   11,   2023   - Submission of application Applicants Face-to-
July 21, 2023 documents Records Section F`ace
July   24,   2023   - Forwarding                    the SDS Persormel Face-to-
July 26, 2023 transmittal         of         all AO IV - HRMO 11 Face

application  documents  to HRMPSB
HRM0 for pre-assessmentofthedocuments Secretariat

July   27,   2023   - Conduct         of        initial AO IV - HRMO 11 Face-to-
August 9, 2023 evaluation  based  on  the HRMPSB Face

C S C                      minimurn Secretariat
Qualification     Standards'Qsl HR Personnel

August 10, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified applicants a  Face-to-Face

August  11,  2023 - Issuance of memorandum A0 IV - HRMO 11 Online
August 20, 2023 on the conduct of writtenexamination,openassessment,andinterviewofapplicants SDS

August 21, 2023 Conduct        of       written HRMPSB F`ace-to-
examination ,               openassessment,andinterviewofapplicants HRMPSB Secretariat Face

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

Name of Applicant:                                                                                                              Appucndon code:  _______.__   ._._  _   _   _  .__    _,`
Poaltion Applied For: _u ,`. _ .._._..__
Ofrroe of the Pceition Applied For:
Contact Number:  .
Religion:
Bthhicity,
PersonwithDisability:   Yes(    )    No(    )
Soloparent:   Yes(    )    No(      )

Basic Documentary Requirement

Status o'Subnd8sionfrob-filuneddytheapphan';Checkif8ubriued) VerificationITobefilncdrouibgtheFIRMO/tinoffice/ sub,comwitsce)

Status ofSubmission(-ifcorfuid)
Remarks

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

b. Duly accomplished Personal Data Sheet (PDS)
(CS Fomi No.  212, Revised 2017) and Work Experience Sheet, if
at}pticable

C. Photocopy of valid and updated PRC License/ID, if applicable
d. Thotocopy of Certificate Of Eligibility/Report Of Rating, ifaopncable

e. FThotocopy of scholastic/academic record such as but not
linited to Transcript Of Records (TOR) and Diploma, including
completion or graduate and pest-graduate umts/degrees, if
avanable

f. Photocoriv of Certificate/ 8 of Training, ir applicable
8. Photocopy of Ccrtificatc of Employment, Contract Of Service, or

duly siEried Service Record, whichever is/are apDncable
h. Photocot)v or latest appointment, if aoolicable
i. Fmotocopy of the Pcrfomiance Ratings in the last rating

period(s) covering otic (1| year pedormance prior to the deadline
of Submission, if applicable

j. Checldist of Requirements and Omnibus Swam Statement on
the CertiBcation on the Authenticity and Veracity (CAV) of the
documents submitted and Data Fhvacv Consent F'onli

k. Other documents as fnay be r'equircd for comparative
assessment, Such as but not linited to:
Means of Verification (Move) Showing Outstanding
Accomplisihments, Application of Education , and Apptication Of
Learning and Development reckoned from the date Of last
issuance Of aDDointmcnt
Fhotocopy of Perfomance Rating obtained from the relevant
work cxperiencc, if performanec rating in Item (i) is not relevant
to the f}osition to be filled

Attested:

Human Resource Management OfficerOimlBu8 swORn 8TATBrmr

cERTIF[c^Tlon op AtrrmrmlcrrT ^»D vER^cmT
I hereby certify that all information above a[.e true and correct, and of my personal knowledge and belief, and the documents
subm]tted herewith are original and/or certified true copies thereof,

DATA pRIv^cy coneEHT
I hereby grant the Department Of Education the right to collect and process my pcr8onal information as stated above, for purposes
relevam to the recruitment, Selection, and placement of personnel Of the Department arid far purposes of compliance with the
haws, rules, and regulations being implelnentcd by the Civil Service Commission.                      Na]ne and Signature or Applicant

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

In consonance with Repuhic Act No. 8792 or the `JElecowit: C'o}rmert* Ad qr?coo-. (c

Penori Admini®t.rinF! Oath

Pcc(ronic dce`ment® Shall have the legal effect , +.alidity or ctiforceabirity a8 any othcT
docuncnt or lqul ortting and a) fry)hm di. ]aw "urres a docuncn. to bc ill whting. that ltiuirc=ticti( is loc( tiy an cloctrohic doctmcnt if the caid clcclrol]ic dtmlt]cnt
maintrmta its integrity and rchbapr and carl be auth¢nti.Ated so a. to be usable for oubscqucf] I rcfcref`c..


































