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DIGOS CITY DIVISION

Office of the Scliools Division Superintendent

DNISION M
OSDS-2023-

To

EDUM

Assistant Schools Division Superintendent
Division Chiefs and Unit Heads
Education Prograln Supervisors
Public Schools District Supervisors
Public Elementary and Secondary School Heads
Division Teaching and Non-Teaching Personnel
All Others Concerned

Subject  :           ANNOUNCEMENT OF VACANT POSITIONS F`OR VARIOUS NON-
TEACHING POSITIONS

Date July 28, 2023

This Office announces the acceptance of applications for various non-teaching
positions in the Schools Division Office of Digos City. The qualification standards are
as follows:

VACAVCY QUALIFICATION STANDARDS

POSITIONTITLE EDUCATION TINNING ExpBRIBNCB ELIGIBILITY

AI)nmrlsTRATlvE Completion 4 hours of 1 year Career Service
ASSISTANT 11 of two-year relevant relevant (Sub-
(Clerk rv) studies in training experience professional)/F`irst

college Level Eligibility

Plantilla Item No.: OSEC-DECSB-ADAS2-750068-2014
SG:8
Monthly Salary: P 19,744.00
No. of vacancy/ies:  1
Place of A88iglimeflt: OFFICE 0F THE SCHOOLS DIVISION OF`F`ICE
JOB   SUMMARY:   To   support   accounting   operations   by   filing   documents;
reconciling statements; running software programs.

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



VACANCY QUAI-IFICATI0N STANDJues
POSITIONTITLE EDUCATION TRAINING ExpBRIENCE BLIGIBILlvy

AI>unlsTRATlvB Completion 4 hours of 1 year Career Service
ASSISTANT ]1 of two-year relevant relevant (Sub-
|Cleck rv| studies in training experience professional)/First

conege Level Eligibility

Plantllla Item No.: OSEC-DECSB-ADAS2-750102-2017
SG:8
Monthly Salary: P 19,744.00
No. of vacancy/ies:  1
Phce of As8lgiimeat: ELEMENTARY EDUCATION
JOB SUMMARY: To provide financial and administrative services to the school/s.

VACANCY QUAIIPICATION STANDARDS

POSITIONTITLE EDUCATION TRAINING ExpERIENCE ELIGIBII.ITY

MEDICAL Doctor of None None required RA  1080
OFFICER Ill Medicine required

Plantilla Item No.: OSEC-DECSB-MDOF`3-750006-2017
SG: 21
Moathly Salny: P 63,997.00
No. of vacancy/lee:  1
Place of Aseigrment: SCHOOL GOVERNANCE AND OPERATIONS DIVISION

(HEALTH AND NUTRIRI0N UNIT)
JOB SUMMARY: To promote, protect and maintain the physical and mental well-
being and readiness of leamers to lean, by planning, formulating strategies for
health and nutrition programs, to provide supervisory function to health personnel
in  the  conduct  and  monitoring  of Health  and  Nutrition  Program  Services  and
estaLblishment of viable and sustainable linkages with educational partners and
stakeholders.

Qualified  applicants  to  the  ABOVEMENTIONED  POSITION  shall  address
their application letter to MELANIB P. ESTAC[O, Ph.D, CESO VI, OIC - SCHOOIS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
DIVISION OF`FICE - RECORDS SECTION.

F\irther, the application letter and following pertinent doouments histed below
sinall be produced in TWO SEI`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 FOP`IT (CALIBRI 20 BOLD) for 201  File purposes, to wit:

a.   Letter of intent addressed to the Head of Office;

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



b.   Duly   accomplished   PDS   (CS   Form   No.   212,   Revised   2017)   with   Work
Experience Sheet, if applicable;

c.   Photocopy of valid and updated PRO I,icense/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 rl`OR) and Diploma, including completion of graduate
arid post-graduate units/ degrees, if available;

f.    IThotocopy 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
Privacy Consent F`omi pursuant to RA No.  10173 (Data JItt;czc!/ Act o/20J2),
using the attach[ed torn {Annex C oT uou rna:y doulrdoad the file on this link..
httz.s../lth!t. ZzArohecJczistomrifbzts),  notarized  by  the  authorized  omcial;
and

k.   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 lreaming 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 LJob Application Form.

Applicants are required to fill out the electronic google form upon
submisBlon     or     application     documents.     Please     access     this     link:
https://bit.Iv/Deoed-Digos-AODlication2.

All submiaeion must I)e 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 walTant exclusion from the pool of official applicants.

'I`he  Human  Resource  Management Personnel  Selection Board of this office
shall denberate 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 willl
be issued for the names of the applicants who will quralify 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.

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



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 Augiist 7, 2023.

The proposed timeline of the selection process is as follows:
._`J-I.`._-jlafe'`'..1,_`'_`'__ '-r_.-a-_--.._a-i.'q'`TJ.`'.''~T

L[H +`T.}ii.[`   |ffT"E77FT \'Jm  -

July 28, 2023 - Submission of application Applicants Face-to-
August 7, 2023 documents Records Section F`ace
August 8, 2023 - F`orwarding                     the SDS Personnel Face-to-
August 10, 2023 tram smittal          of         all A0 IV - HRMO 11 Face

application  documents  to HRMPSB
HRM0 for pre-assessmentofthedocuments Secretariat

August 11, 2023 - Conduct         of        initial AO IV - HRMO 11 Face-to-
August 25, 2023 evaluation  based  on  the HRMPSB Face

C SC                      minimum Secretariat
Qualification      Standards(QS) HR Personnel

August 29, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified applicants &  Face-to-F`ace

August 30, 2023 - Issuance of memorandum AO IV - HRM0 11 Online
September 8, on the conduct of written SDS
2023 examination ,               openassessment,andinterviewofapplicants

September  1 1, Conduct        of       written HRMPSB Face-to-
2023 examination ,               openassessment,andinterviewofapplicants 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.

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



I,rmer a
cHEcmlsT oP REQulrmrmTB

Name of Applicarit:                                                                                                   Appucatioli code:
position Applied Fol.: _u     . \  `.`  __.._
OfficeofthcpositionApplied For:  _______    _  ,~>.___        _
Contact Number:  __  ~._.
Rel,8ion:
Bthnicfty:
PersonwithDigabmty:   Yes(    )    No(    )
Soloparent:   Yes(    )    No(     )

Basic Documentary R¢quircment

status ofSubml8sioninbefilJedattrytheapplicant;Checkif9ubmnd) VerificationITobefilLcdo®LllythL!F£R^40/HR0ffioel sriLb.corrmwhce)

Status ofSubmi8ston(awlifcomqu)
Remarks

a. I,etter of intent addressed to the Head of Office or highest
human resource ofricer

b. Duly accomplished Persoml Data Sheet (PDS)
(CS Fonn No. 212, Revised 2017) and Work Experience Sheet. if
appncablc

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

C. FThotocopy Of scholastic/academic record such as but not
limited to Transcript of Ftecords (TOR) and Diploma, including
compledon of graduate and post-graduate units/degrees, if
avamble

f. Photocof7v or Certificate/ a of TraininFL if aDolicabte
9. Photocopy of Certificate of Employment, Contract of Scrvice, or

duly signed Service Record, whichever is/are apDlicab]e
h. PhotocoDv of latest apf]ointment, if applicable
i. Fmotocopy of the Performance F{ating8 in the last rating

period(S) covenng one (I) year performance prior to the deadline
of Submission, if aopljcable

j. Checldist of Fzequirements and Omnibug Sworn Statement on
the Certification on the Authenticity and Vcrac]ty (CAV) ol the
documents Submitted and Data Fhvacv Consent Form

k. Other documents as rmy be required for comparative
assessment, such as but not limited to:
Means Of Verification (MOVs) showing Outstanding
Accomplishments, Apphication of Education, and Application Of
Leaning and Development reckoned from the date of last
iB8uance of appointment
Photocopy of Performance Rating obtained from the relevant
work experierLce, if performance rating in Item (i) is not relevant
to the Position to be fulcd

Attested:

Humari Resource Management Officerolmll]uB swoRn 8TATBiDWT

cBRTlr[cATlon op ^tlTinmlclTr AND vERACITv
I hereby certif3r that all iTrfomation above are true and coTTect, and of my personal knowledge and t}elief, and the doouments
subrmtted herewith aLrc original and/or certified true copies thereof.

DATA rmv^cT coneEHT
I hereby grant the Department Of Education the right to collect and process my per8anal information as stated above. for pufpoues
relevant to the recruitment, Selection, and placement Of pcrconnel Of the Department and for purposes Of compliance `vith the
laws, rules, and regulations being implemented by the Civil Service Commi89ion.                      Na[ne and Signature of Applicant

Subsoribcd and sworn to before me this _ day of _ . ~_.+  , year

In  consonance with Rq.uOuc ^ct No. 8792  oT the ..Blecfrowic Cornmenoc ^cZ a/ 2000-.  (c

Person ^dmini.trinz Oath

Pcctrcoic dceiunents Shall have the lc@al cffctt, validity or enloroeeLbinty as any other
dacumcnt or legrl tmting And -) (w)here the law fequircs a dociLncal u} be in vri`ing, that rcquirc=Dcn( is ttict by an clectronic document if the Said cleetrooic doculticnt
tDaintaiira it. integrity and rcliability end can be authent)cated so ag `o tic u.able for oubeequcz]( refeTtnce.
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