Republic of the Philippines
Department of Education

. _ DIGOS CITY DIVISION
Office of the Schools Division Superintendent

DIVISION ME DUM
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 FOR NON-TEACHING
POSITION
Date July 11, 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:

VACANCY QUALIFICATION STANDARDS

POSITION TITLE | EDUCATION | TRAINING | EXPERIENCE | ELIGIBILITY

PROJECT Bachelor's 4 hours of 1 year of Career Service

DEVELOPMENT degree relevant relevant (Professional)

OFFICER II relevant to training experience Second Level
the job Eligibility

Plantilla Item No.: OSEC-DECSB-PD02-750022-2014

SG: 15

Monthly Salary: P 36,619.00

No. of Vacancy/ies: 1

Place of Assignment: CURRICULUM IMPLEMENTATION DIVISION
JOB SUMMARY:

e To assist the LR supervisor in forming and supporting the various LR design
and development teams, coordinating schedules content developers (writers,
illustrators, editors, QA reviewers) and target outputs and sourcing out the
necessary support for the teams including providers for the needed
competencies (e.g. writer, editor, illustrator, creative and lay out artist etc.)

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




To encode metadata and support content development activities as directed.

To respond to individual users' queries and difficulties with the Web-based
LRMDS, provide instructions and training, and diagnose and solve common

problems.

Qualified applicants to the ABOVEMENTIONED POSITION shall address

their application letter to MELANIE P, ESTACIO, Ph.D, CESO VI, OIC - SCHOOLS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
DIVISION OFFICE - RECORDS SECTION.

Further, the application letter and following pertinent documents listed below

shall 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:

®ap

e E @

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;

Photocopy of valid and updated PRC License/ID, if applicable;

Photocopy of Certificate of Eligibility/Rating, if applicable;

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;

Photocopy of Certificate/s of Training, if applicable;

Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record, whichever is/are applicable;

Photocopy of latest appointment, if applicable;

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;

Checklist of Requirements and Omnibus Sworn Statement on the Certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent Form pursuant to RA No. 10173 (Data Privacy Act of 2012),
using the attached form (Annex C or you may download the file on this link:
https://bit.ly/ChecklistOmnibus), notarized by the authorized official;
and

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 Learning 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

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

Applicants are required to fill out the electronic google form upon

submission of application documents. Please access this link:
https://bit.ly/Deped-Digos-Application2.

‘\7{ ‘ ;3‘ Address: Roxas cor. Lopez Jaena Street, Zone I, Digos City (8002)
X 37, Telephone Nos.: (082) 553-8375; (082) 553-8396




All submission must be EAR-TAGGED for ease in the evaluation /review
of the documents.

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.O. 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 text 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 July 21, 2023.

The proposed timeline of the selection process is as follows:

Activities

Personnel Involved Mode

July 11, 2023 - | Submission of application | Applicants Face-to-
July 21, 2023 documents Records Section Face
July 24, 2023 - | Forwarding the | SDS Personnel Face-to-
July 26, 2023 transmittal of all | AOIV-HRMO II Face
application documents to | HRMPSB
HRMO for pre-assessment | Secretariat
of the documents
July 27, 2023 - | Conduct of initial | AO IV — HRMO II Face-to-
August 9, 2023 evaluation based on the | HRMPSB Face
CSC minimum | Secretariat
Qualification Standards | HR Personnel
(QS)
August 10, 2023 Issuance of letter for | HRMPSB Secretariat | Online
disqualified applicants & Face-
to-Face
August 11, 2023 - | Issuance of memorandum | AO IV - HRMO II Online
August 20, 2023 on the conduct of written | SDS
examination, open
assessment, and interview
of applicants
August 21, 2023 Conduct of written | HRMPSB Face-to-
examination, open | HRMPSB Secretariat | Face
assessment, and interview
of applicants

’ , ,4‘ Address: Roxas cor. Lopez Jaena Street, Zone |l, Digos City (8002)
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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.

v

ME TACIO, Ph.D, CESO VI

OIC - Schggls Division Supeytgﬂdent

J2pkd Schools Division of Digos City
RECCRDS "’.'""BN
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CHECKLIST OF REQUIREMENTS

Annex C

Name of Applicant: N N Application Code: QR
Position Applied For: e
Office of the Position Applled For: _ o S
Contact Number: - Yy
Religion: ___ - =
Ethnicity: =
Person with D:sablhty Yes ( ) Nof{ )
Solo Parent: Yes( )} No( )
Status of Verification )
‘ . Submission (To be filled-out by the HRMO/HR Office/ sub-committee)
Basic Documentary Requirement (To be fitled-out by the Status of
applicant; Submission Remarks
Check {f submitted) | check:if compied)

a. |Letter of intent addressed to the Head 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
applicable

c. |Photocopy of valid and updated PRC License/ID, if applicable

d. |Photocopy of Certificate of Eligibility /Report of 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

=

Photocopy of Certificate/s of Training, if applicable

Photocopy of Certificate of Employment, Contract of Service, or
duly signed Service Record, whichever is/are applicable

Photocopy of latest appointment, if applicable

=lF

Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) year performance 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 Privacy Consent Form

k. |Other documents as may be required for comparative
assessment, such as but not limited to:

Means of Verification (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance of appointment

Photocopy of Performance Rating obtained from the relevant
work experience, if performance rating in [tem (i) is not relevant
to the position to be filled

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

1 hereby certify that all information above are true and correct, and of my personal knowledge and belief, and the documents

submitted herewith are original and/or certified true copies thereof.

DATA PRIVACY CONSENT

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 placement of personnel of the Department and for purposes of compliance with the

laws, rules, and regulations being implemented by the Civil Service Commission.

Subscribed and sworn to before me this dayof ___, year

Name and Signature of Applicant

Person Administering Oath

In consonance with Republic Act No. 8792 or the “Electronic Commerce Act of 2000", (ejlectronic documents shall have the Jepl effect, validity or cnl’orceahmty as any other

document or legal writing and a) (wjhere the law requires a document to be in writing, that requirement is met by an c)

maintains its integrity and reliability and can be authenticated so as to be usable for subsequent reference.

if the said cl
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limited and/or validation of frumework, models,
policies, and learning materials. Subject pertisc or Relevant intervention i3 describod as the intcrvention that in directly
NTWOs or Commitiees must, however, be relevant (o the position belng applicable 1o the functional unit where the position applied far i lodged.
Applied for in ander tn be given points. An intervention (s described to be applicable If it can be uued in the
operations of the functionsl unit based on (ts office mandutes in the official
Means of werification: DepEd Office Functions or Office Orders for the creation of the Amctionsl
unit.
A Insuance or Memorandum showing the membership i NTWO
o1 Committer, If the intervention made by the applicant doos not meet the criterin 1o be
B. Crruificate of Participation ot Attendanee; and Relevans, then said interventioa shall be considered and be given
c by the DepEA corresponding points using fhie rubrics for Nof Relewant
Rubrics: Means of verification:
MOVy Submitted | Poin o
5 . A Action Plaa approved by the Head of Office
!Eﬂn",.- - wla. B Accomplisbment Report verified by the Head of ommes
= C. Centificarion of the utilimtion/adoption signed by O Head of
Office
A Resource Bpeakership / Learning Pocilitation This shall apply to e

‘applicants who have been requeated and bvited 1o share thetr knowledge
and expertisc on apecific subject maner/s. This may include applicants

who served as a Resource Speaker, Resource Person, Trainer, and/or MOVe Submitted W\\..:Ill“.rll
Learning Puclllator (o seminars, tealning  progmme, conferences, AL [-.s‘ll‘ —
convention, congros, forms, leamning action cells (LAC| sessions, etc. iw..a» ok 1 — .
Means of verification (ARl listed MOVx ahall be submriiod); Polr 3 prants 25 1=  roemt
b Pesttions with no Applicants 1o pasitions that do
A lsauance /Metborandum /Invitation /Training Matrix: e anpacionss reyulromani. we con
B. Corificatr of / Miect, neademic/grade level cwmed as evidenced by Transcript Reconds,
€. Siide deck/s used and/or Seasian gukle/s. Certificate of GWA/Dipioma/Specinl Order from the Commission on Higher
Rubrics ‘Education (CHED) or other certificatiorss, The HRMPSE must develop a system
that transmistes the 10 @ percentuge scale. Computation of points for
[I— T E— Application of Educacion shall be as follows:
|t Tt Aty o Wit | P h—
¥
ibﬂi-!l- 1 1 ot
Natson i Leve! Fpmmkersnip o Higher E i
Centrml Ofloe Levei Himaierahiy 1 pont
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S - | s Eﬁgﬁiaaigigigﬁgs Miuatrasive asmple.
PO i, o Bt ™ 7 T— assume and responaibilities of the poaition to be flicd. and those higher
£ 0T — posiiions that are more teehnical in neture. I may be measured through any or all Viewemd pathle =
Whers: of the following: {Crnan pren s o pomona fsury trauda
..gisnll«ﬂ!l.lu. i . . W — _ R e
e e e o o oo e e i Easrinanin WE) ot i |
I — il Woek Sample Teats ®/WST | 10 o, Pritage= SNHS
Behavioursl Bveats Intervies BEI] 5 poiois
Bhustrative exumple. In case the above measuses are not applicable © applicants to General Services © Behavioural Bvents interview (BEJ) rcfers to the canduct of direst inguiry
pasitions, the HRMPSE may design other evaluative asscssment atrategies that am with the applicant. focusing on their display of deslred benaviour/s when
Vacan: pasiven approprinte and specife for them in ander to kaness their potential, provided that it subjected 10 specific aituations or conditions in thelr previous and)ar current
Tlrl..llt.ll (Stursing Cheer - 80 follows the cellimg poinis (35 pointa) st in Tuble 1, wotkplace. BEI is based an the principic that past behaviour prediety future
(O gl of prdtey ety performance, It uses the STAR {Situation-Task-Action-Results) approach to
7..5‘.‘ a Written Bxamination rofers to the standardised examination which validate whether the key behaviours that are linked to Uwe required
| WA l0 measurcs the knowledge, language proficiency, ability to present ideas, competencies have been cxhibited by the applicant. The STAR approach draws
i i fudgment and leaderahip abliity of the appileant. The tost and evaluation focus on actual Mtuations in which the applicant acted; the Task /s that the
PRt o o ™ B2 T/100 * 41 = K ITH rubrics appropriac: to ihe powition to be filled rmust be developed by aubject appllcant faced: the Actions that the applicant took: and the Remulrs of those
Eicﬁlr!iligsdnhsig.ﬁga«unis actions. The BE! may be tised to asscss the following arcas:
individuals iniernal or exirrnal 10 tie office wl Vacancy exists. of 1o
7. Application of Lasrning wnd Development (LAD). Application of LAD is a the Department, who have working knowledge of the specific competencies L Aptitice The BEI shail be uscd to assess the applicants patential or
jproven success of the learmings gatned from the human resource development (HRD) required by the position 10 be fMlked Aheir capocity and ablity to assume the duties of the postion o be
interventions done/attended by (he applicant which must have led o significant R B R filied and those higher positions that ar more technical in nnture
jpoaltive results in their current or previous work. | I EE—— 7100 I Characteristion or tralta It ahall be Used 1 gauge otber relevant
premium shall be given to an application of LAD or intervention made by Pointomy Whwn anpects such an the applicant’s prychological and social well-being.
?E.“!..iriln%s.lluisiiig Fitrusa. It shal. serve as an avenue to cvaluate an applicant’s Job
of relevant tterention a8 stipulsted in ltem ola) of this Order shall appty. e - i, Location Fir, aind Organtsa tomal
e o Other areaa tha may be identified ky te HRMPSE.

o) o G e of sl e he pointe llocated for HE component (5 poiniaj sball be the muodmun or
Certificate of Training or Certification on any applicable Lab) ceiling points that may e camed by an applicant. The points camed from
incervention soquired that s aligned with the Individual ‘each area arc cumulative to detenmine the total potnts for BEI companent The
%‘rﬁn‘ﬂuﬂ;j.ﬁﬁ Itustrative exumple. 1MRMPSE shall determine (e appropriate areas relevant to the position to be

stting 2 aligned lled wnd assign foints to anch area 1ot exceeding the maximum o celling
g?ﬁlﬁ%ﬂﬁéﬁ%} Viacan! pestton points for BEL . - =
ahall be requi a0
B Action Plan/Re-entry Action Plan (REAT)/Job Embedded et Grong s <f peATIm A Sulery (vudes;
Learning (JEL}/ Impact Project applying the lenrmings. fram the )
LD intervention done,/ attended. duly npproved by the Heud of
Office,
Accomplishment Regort together General Certification Peintacsy = 83/100 8 = 438
thiat the LAD intervention wis tmed/ardopted by the office: i the
focal 3
D ilt!t.a_. Report fogether with a Gencral Certification b. Skills or Wark Sample Test rcfers to the test that muy be administered
thit the LAD Intervention was used/udopted by a different to cvaluate the application of wdils relevant to the requirement of the
afice ot (e local/higher level. powition (o be filled. The teat and evaluation rubrica mist be designed by
ubjeet matter cxperts as requented by the HRMPSB depending on the type
Rubrica; of akills iest 1equired by the position to be filled.
LT R —— L e | " Potntamm = £/100 * WAnwn
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