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DIGOS CITY DIVISION

Office Of the Scliools Division Superintendent

DIVISION M
0SDS-2023-

To

it ,."  "

Assistant Schools Division Superintendent
Division Chiefs and Unit Heads
Education FTogram 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:

VACJENCY QUALIFICATION STANDARDS

POSITION TITI,E EDUCATIOH T-ING ExpERIENCB ELIGIBILITY

PR-T Bachelor's 4 hours of 1 year of Career Service
DREropME"T degree relevant relevant (Professional)
OFFICER 11 relevant to training experience Second I,evel

the job Eligibility

Plantilla Item No.: OSEC-DECSB-PD02-750022-2014
SG:  15
Monthly Salary: P 36,619.00
No. orvacancy/lee:  1
Place of Assignment: CURRICULUM IMPLEMENTATION DIVISION
JOB SUMMARY:

•    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.)
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•    To encode metadata and support content development activities as directed.

•    To  respond  to  individual users'  queries  and  difriculties with  the  Web=based
LRMDS,  provide instructions and training,  and  diagnose and  solve common
problems.

Qualified  applicants  to  the  ABOVEMEHTI0NED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, PhJ), CESO VI, OIC - SCIIOOIS
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 SErs (2 copies each) enclosed in ONE (1) white folder with
the roIDER TAG printed with full SURNAME, GIVEN NAME and MIDDLE NAME of
the applicants with FONT (CALIBRI 20 BOID) for 201 Fue purposes, to wit:

a.   Letter of intent addressed to the Head of Office;
b.   Duly   accomplished   PDS   (CS   F`orm   No.   212,   Revised   2017)   with   Work

Experience Sheet, if applicable;
c.   Photocopy of valid and updated PRO License/ID, if applicable;
d.   Photocopy of Certificate of Eligiibility/ 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 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 Requirements and omnibus sworn statement on the certification
on the Authenticity and Veracity (CAV) Of the documents submitted and Data
Fhivacy Consent Form pursuant to RA No.  10173  (Data Prit;czq/ Act o/20]2),
using the attached forln (Armex C or gou may downdoad the file on this link..
httz]s../lfoft. Z«roheckzistomnzbzts,  notarized  by  the  authorized  omclal;
and

k.  Other  documents  as  may  be  required  by  the  IIRMPSB  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

I.    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
subdLission     or     appllcatlon     documents.     Please     access     this     link:
httDs://bit.Iv/Deoed-I)igos-ADi.lication2.
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All 8ubDiesion must be EAR-TAGGED for ease ln the evaluation /review
of the docutDetits.

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. 5 to D.O. No. 007, s. 2023). A division memorandum will
be issued for the names of the appucants 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.

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 21, 2023.

The proposed timeline of the selection process is as follows:

Date Activities I - .` 1 . i . i . I - . fTtffl RT. I,/tr,  -

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

application  documents  to HRMPSB
HRMO for pre-assessmentofthedocuments Secretariat

July   27,   2023   - Conduct         of         initial A0 IV - HRMO 11 F`ace-to-
August 9, 2023 evaluation  based  on  the HRMPSB Face

C SC                      minimum Secretariat
Qualiflcation     Standards'Qsl HR Personnel

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

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
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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.

TACIO, Ph.D, CESO VI
sDfvisfonsupe#fflentf,

`i€pEd Schools Division of Digos Citj
P`E[€!F?!Sf=CTiCiN

Pi=J.,:'g        B.-

•€A  ipALL,  ife E±
¥:-  ice
f`'1

osDs/ ADhnN / HR/ dbc
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Armex C
cEDcmlsr op REQt]IRErmHTs

Name ofApplicarit: _____.   `..__..     _                                                        Application code:
Po8ition Appfied For: __     A...__._`~
Office of the Position Applied For:
Contact Number:  ._
Fteti8ion:
Bthmcity:
PersonwithDigability:   Yes(    )    No(    )
Soloparent:   Yea(    )    No(     )

Basin Documentary Requirem eat

Status ofSubnd8sionrrobefiunctdytheapplinn';ChdsifSub~I Verificationrl`obefilled.allkytheHRlro/ItRCmcal s.ib-Gomminee)

Status OfSubmission(-ifcomp'id)
Remarks

a. Iietter of intent addressed to the Heed of Office or highest
human resource ofricer

b. Duly accomplished Personal Data Sheet (PDS)
(CS Form No. 212. Revised 2017) and Work Experienoe Sheet, ir
aopucable

C. Photocopy or valid and updated PRC License/ID. if appucable
d. motocopy of Cancate of Eligibility/Report of Rating, ifapplicable

e. Photocopy of scholastic/academic. record Such as but not
limited to Transcnpt Of Records rroR) and Diplolna, including
completion of graduate arid post-graduate units/degrees, if
avaflat)le

f. Photocof7y of Certiricat¢ / 8 of Traininf!, if aDolica.ble
8. FThotocopy of Certificate of Employment, Contract Of Scrvice, or

duly siFmed Servicc Record. whichever is/are aoDlicable
h. Photocopv of latest apFiointmcnt, if applicable
i. FThotocopy of the Pcrformancc Ratings in the last rating

period(a) co`rering one (1) year performance prior to the deadline
of submission, if applicable

j. Checldist of Requircment3 and Omnibus Swam Statement on
the CertificaLtion ori the Authenticity and Veracity (CAV) of the
documents submitted and Data Pnpacv Consent Forni

k. Other documents a8 may be required for comparative
assessment. ouch as but not limited to:
Means of Verification (Move) showing Outstanding
Accoraplishments, Applfcation of Education , and Applicatron Of
lfaming and Development reckoned from the date Of last
iBsuance of appointment
Thotocopy of Performance Rating obtained from the relevant
work experience, i{ performance rating in (ten (i) is riot relevant
(o the rioaition to bc fflled

Attested:

Human Resource Ma.nagement Officero)mlBUB swoRn sTATBatBirT

cERTlp]c^T[on oP AtlTlnFTlcrrr ^»D vERAclTv
I hereby certify that all infolrfuon above are true and correct, arid of my personal knowledge and belief, and the documents
submitted herewith are ongintl and/or certified true copies thereof.

DATA rmv^cT coneEHT
I hereby grant the Department of Education the righ( to collect and process my personal infomation 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 regulationg being implemcntcd by the Civil Service Commission.                      Name and Signature or Appl]cant

Sub9cribcd arid sworn to before me this _ day of ___          ___._. year

lr] consonance with RcpuOuc Act No. 8792  or th. I.E!ecfrorriE: Ctwrmoce Acz dy 2cOO., (c

Person Admini.t.rinfz Oath

Peetrmic dceLmcite .hall ha`n3 th. Jcgal cfect, validrty or cnfDI.ceabnlty aa flay other
docLrm.nt or lcgrl tmting and a) a-}here the law req`ires a dacimcnl to be in `]rrtaz`g, that rquircmcti` is fBcl t]y an cketromc doc.m¢nt if tbc said clc€Iroaic document
tnaintaina tto mtcgrit)/ and ltliabdity and cali be audienticatcd so a9 (a be usable ror .ubocquctit rcrcftrLcc.
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