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DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DIVISION M
0SDS-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 HEAD TEACHER
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 QUALIFICATION STANDARES

POSITION EDUCATIOH TEA- ENunRENC ELIGIBILITY Con-EH
TITLE a E CY

HEAD Bachelor's 24 Head LET/PBET/R.A.10 Nl^
TEIACHER degree in hours Teacher 80 (Teacher)
V Secondary of for4
(Secondar Education; relevan years; or
y Grades) Or t Master

Bachelor'sdegreewI18professionaleducationunitswithappropriatefieldofspecialization training Teacherfor3years

Pl&ntula ltem No.: OSEC -DECSB-HTEACH5-750001-2001
SG:  18

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



Motithly Salary: P 46,725.00
No. of vacancy/lcs: 1
Place of A.aigrment: DIGOS CITY NATIONAL HIGH SCHOOL
JOB SUMMARY: Observes classes/teachers for effective and competent delivery of
the  curriculum.  Assists  the  school  heads  in  the  planning  of  programs  and
activities.  Coordinates  with  the  subject  area  division  supervisors  in  preparing
teacher training and implements school policies and regulations.

VACANCY QUALIFICATION STANDARDS

rosITIO EDUCATION T-IN ExpERENC ELIGIBILITY Con-C
N TITLE a I Y

HEne Bachelor's 24 Head LET/PBFT/R.A.10 N/A
TEIACHER degree in hours Teacher 80 (Teacher)
rv Secondary of for3
(Secondary Education; relevaLnt years; orGndee) OrBachelor'sdiegreew/18professionaleducationunitswithappropriatefieldofspecialization training MasterTeacherfor2years

Plantlm Iten No. : OSEC-DECSB-HTEACH4-750006-2008
SG:  17
Monthly Salary: P 43,030.00
No. ofvacaDcy/ie8:  1
Place of As8ignneat: DIGOS CITY NATIONAL HIGH SCHOOL
JOB SUMMARY: Observes classes/teachers for effective and competent delivery of
the  curriculum.  Assists  the  school  heads  in  the  planning  of  programs  and
activities.  Coordinates  with  the  subject  area  division  supervisors  in  preparing
teacher training and implements school policies and regulations.

Qualified  applicants  to  the  AErovEMBNTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.I), CES0 VI, OIC - SCHO0IS
DIVISION SUPERINTENDEHT, and submit it with the pertinent doouments to the
DIGOS CITY NATIONAL HIGH SCHOOL.

Further, 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 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:

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



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

Experience Sheet, if applicable;
c.   Photocopy of valid and updated PRC Ijicense/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 (I`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
Privaey Consent Forln pursuant to RA No.  10173 (Dczfa ffro.I;czcl/ Act o/20J2),
using the attachLed form (Armex C or gou may download the file on this link:
httz7s..//bit. Z«rohecJcZzstomn!bt.s),  notarized  by  the  authorized  omcial;
and

k.   Other  documents  as  may  be  requrired  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

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 fom upon
subzbiasion     of     application     documents.     Please     access     this     link:
bttos://bit.Iv/Dei)ed-Digos-AODlication2.

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

'The Human  Resource Management Personnel  Selection  Board of this office
shall dehiberate the applicant's doouments pursuant to D.0. No. 007, series of 2023
(see attached Enclosure No. 3 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  infomied
ththroughe-mailand/orterctmessage.

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

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



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

The deadline for the submission of the respective School Heads to the Schools
Division Ofrice shall be on .uly 28, 2023.

The proposed timeline of the selection process is as follows:

Jl t - Activities il ] . : I . I . . . I i . tTtF:I FTT3 \,/TIT.   -

July    11,   2023   - Submission of application Applicants Face-to-
July 21, 2023 documents District PSBPSDS Face

July   24,   2023   - Submission of application District PSB F`ace-to-
July 28, 2023 documents  together  with PSDS F`ace

School PSB's Summary ofAssessment Records Section

July   31,   2023   - F`orwarding                      the SDS Personnel Face-to-
August 2, 2023 tram smittal          of         all A0 IV - HRMO 11 F`ace

application  documents  to HRMPSB
HRMO for pre-assessmentofthedocuments Secretariat

August  3,  2023  - Conduct         of         initial AO IV - HRM0 11 Face-to-
August 16, 2023 evaluation  based  on  the HRMPSB F`ace

C SC                      minimurn Secretariat
Qualification     Standards(Qst HR personnel

August 17, 2023 Issuance     of    letter    for HRMPSB Secretariat Online
disqualified applicants a  Face-to-Face

August  18,  2023 - Issuance of memorandum AO IV - HRM0 11 Online
August 27, 2023 on the conduct of writtenexamination,openassessment,andinterviewofappficants SDS

August 29, 2023 C onduct        of       written HRMPSB F`ace-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 comlnunities, and those with
diverse sexual orientation, gender identity, and expression (SOGIE) , to apply.

Widest dissemination of this Memorandum is earnestly desired.
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A"ae C
CHBcmlsT oF REQu[RErmHTB

Name ofApplicant: _.,..__` `^_`_                                                             AppHcndon code:.`___.____   .___    .`  _. __  _    `
Po9ition Apphcd For; _._`,_  ,_~
Officc of the Position Applied For: ___.__.  .__ ._..__    ,  ..____
Contact Nuntrer: _.
Reu8ion:
Bthnictry:
PersonwithDisabiuty:   Yes(    )    No(    )
Soloparent:   Yeg(    I    No(     )

Basic Documentary Requirement

Status ofSubnd8sionubbefi"atbutheappha"1;CheckifslLbwi\ed) VerificationP`obefiltcdr]&Llbyth.FtR\40/HFlOffice/ sub¢cmwib)ee)

Status ofSubmission(C~ifcomtlid)
Remarks

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

b. Duly accomptished Personal Data Sheet (PDS)
(CS Fonn No. 212. Revised 2017) and Work Experience Sheet, irapplicable

C. Photocopy of valid and upchted PRC License/ID, ir applicable
a. Thotocopy of Certificate of Eligibility/Report Of Rating, if

aophcable
e- Zmotocopy of scholagdc/academic record such as t]ut not

linited to Transcnpt of Records rroR) and Diploma, including
completion of graduate and pest-graduate units/ degrees, ir
avaflable

f. Photocoriv of Certificate / 8 Of TraininfL ir coolica.ble
9. Photocomr of Ccrtificatc of Employment, Contract Of Service, or

duly siHicd Servicc Record` whichever is/are apolicable
h. Photocoov of latest appointment, if acoLicable
i. 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. Checldist of Rcquircments and Omnibug Swam Statement on
the Cerilfication on the Authent]city and Veracity (CAV) of the
documents submitted and Data Fhvacv Consent Form

k. Other documents aB Im:y be required for comparative
assessment, Such as but not limited to:
Means Of Verification (Move) showing Outstanding
Accomplishments, Appljcation of Education. and Application of
Ifaming and Development 7.eckoned from the date Of last
ia8uance of aDDointmcnt
motocopy of Performance Rating obtained from the relevant
work experience, if performance rating in ltetn (i) is r]ot relevant
to the rrosition to be mled

Attested:

Human Resource Marragelnent Officero.mmu8 swoRI 8TATB]D»r

cBRTmc^no» oF AtITlrmTlclTT A»D vm^crrT
I heret)y certify that all iTrformatron above are tTue and correct, and of my personal knowledge and belief, and the documents
subndtted herewith are Original and/or certiried t]ue copies thereof.

DATA pRrvAcy commT
I hereby grant the Department Of Education the nght to collect and process my per8orial information as stated above, for purposes
relevant to the recruitment,, aeleetion, and placement of personnel Of the Department and for pur|roses of compliance with the
lows, rules, and regulationg being implezncntcd by the Civil Service Comni88ion,                      Name and Signature of Applicant

Subscribed and sworn to before me this _ dry of                   . ,~+_`  , year

Jn oonsonaiice with Eel.uunc Act No. 8792  or the `.Elefrorz.c Cor7iwlc7t€ Ad a/ 2000., (c

Peraen Adrfui.I.inz Oath

Pcctronic dceiuncnt8 chall have the lc8al cffoct, vul]drty or enbrtfabilfty es any otha
dooumcnt or lqul oriting and -) (w)hen the law f¢quzres a doc`mcal co be tn witing. that rquiranezit iz. met by an cloctr®nic docuzr.cnt ff the said cleetrooic document
memtant. it- integritir and rcli-M.ty and carl be authet]tic.ted so as to be umble for 8ubequct]t rd.rcf`ca
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