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DIGOS CITY DIVIS!ON

Office of the Schools Division Superintendent

DIVISION MEMORANDUM
OSDS-2023-    Ill

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 RELATED-
TEACHING POSITION

Date August 9, 2023

This  Office  announces  the  acceptance  of appHcations  for  related-teaching
position in the Schools Division Office of Digos City. The qualification standards are
as follows:

VACANCY QUALIFICATION STANDARDS

POSITIONTITLE EDUCATION T-ING ExpERIEITCE ELIGIBILITY

SENIOR Bachelor's 8 hours of 2 years PBRT/Teacher/RA
EDUCATION degree in relevant experience in 1080/Career
pROGEun Education or training education, Service
SPECELIST it's research, (Professional);

equivalent development, Appropriate
and implementation Eligibility for

completion or other Second Level
of academic relevant Position

requirementsformaster'sdegreerelevanttothejob experience

Plantilla Item No.: OSEC-DECSB-SREPS-750092-2014
SG:  19
Monthly Salary:  P 51,357.00

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



No. of vacancy/ies: 1
Place of Assignment: SCHOOL GOVERNANCE AND OPERATIONS DIVISION
JOB SUMMARY:

I To provide technical support in implementing quality management systems in
the schools division ofrice, the schools and leaming centers aLnd monitor adherence
to standards and pohcies towards effective and efficient delivery of quality basic
education.

I To lead districts and schools/1eaming centers in the implementation of an M&E
system to monitor their progress.

Qualified  applicants  to  the  AB0VEMENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.D, CES0 VI, OIC - SCHOOI£
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 FOLDER TAG printed with full SURNAME, GIVEN NAME and MIDDLE NAME of
the apphcants with FOP`IT (CALIBRI 20 BOLD) for 201  Ftle 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 Eligibility/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;

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
Privacy Consent Form pursuant to RA No.  10173 (Data in.I;aq/ Act o/20J2),
using the attached form  (Annex C or grow mag cZozunJoczcZ the jize on this  Z€nk:.
https../"t. Z«/Chec7czistomrLfbzts),  notarized  by  the  authorized  omcial;
and

k.   Other  documents  as  may  be  required  by  the  HRMPSB  for  comparative
assessment, including but not liniited to:

1.   Means of Verification (MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of I,earning and Development
reckoned from the date of last issuance of appointment; and

2.  Photocopy of the Perforlnance 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
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1.    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.Iy/ Deped-Digos-Application2.

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. 4 to D.O. No. 007, s. 2023). A division memorarldum 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  inforlned
tthrough 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
conesponding points.

The deadline for the submission of the applications for interested applicants
shall be on August 19, 2023.

The proposed timeline of the selection process is as follows:

Th +JL                - -I   ---|riful+i4E # T} I ? ± I a B * F :.' i Fffl EizF' llf7T:   -

August 9, 2023 - Submission of application Applicants Face-to-
August 19, 2023 documents Records Section F`ace
August 22, 2023 - F`orwarding                     the SDS Personnel Face-to-
August 24, 2023 tram smitt al          of         all AO IV - HRMO 11 Face

application  documents  to HRMPSB
HRM0 for pre-assessmentofthedocuments Secretariat

August 25, 2023 - Con duct         of         initial A0 IV - HRMO 11 F`ace-to-
September 1 1 , evaluation  based  on  the HRMPSB Face
2023 C S C                      minimum Secretariat

Qualification     Standards(QS) HR Personnel

September 12, Issuance    of    letter    for HRMPSB Secretariat Online
2023 disqualified appricants &  Face-to-F`ace

September 13, Issuance of memorandum AO IV - HRMO 11 Online
2023 - September on the conduct of whtten SDS
22, 2023 examination ,               open
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assessment, and interviewofapplicants

September 25, Conduct        of       written HRMPSB Face-to-
2023 examination ,               openassessment,andinterviewofapplicants HRMPSB Secretariat F`ace

This Office highly encourages all interested and qualified applicants , including
persons with disabihty (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
Division Superinten

Y. #nty

OepE! 5choc`!s P:v:rif]i of D!Beg €lb
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CHECELIST oF REQulREnmHTs

Name of A|)plicant:                                                                                                Appncation code:
Position APplied For: __  t r  ...__.,,___
Offiee of the Position Applied For:
Contact Number:  _.. .
Rcli8io"
Ethnicity:
PersonwithDisabmty:   Yes(    )    No(    )
Soloparent:   Yes(    )    No(     )

Basic Documentary Requirement

Status ofSubmi§sionITobefi"rdatdytheapplicant;CheckifsubTndaed} VerificationFTobefiLledatLLdytheHR^ro/HRQ/ftcal sub-comwhee)

Status ofSubmj8ston(C±ifcomgived)
Remarks

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 appficable
a. Thotocopy of Certificate Of Eligibility/Report of Rating, ifappncable

e. motocopy of scholastic/academic record such as but not
lilnited to Transcript Of Records rroR) and Diploma, including
completion of graduate and post-graduate units/degrees, if
available

f. PhotocoT]y of Certificate/8 of Traiing. if applicable
8. Photocopy of Certificate of Employment, Contract of Service, or

dulv siEIled Service Record. whichever is/ are applicable
h. Photocopy or latest appointment, if applicable
i. Photocopy of the Performance Ratings in the last rating

period(8) covering one ( I) year performance prior to the deadline
of submission, if applicable

j, Checldist of Requirements and Omnibus Sworn Statement on
the Certification on the Authenticrty and Veracity (CAV) of the
documents submitted and Data Phvacv Consent Form

k. Other documents as may be required for comparative
assessment, such as but not limited to:
Means of Verification (Move) showing Outstanding
Accomplishments, Application of Education, and Application of
leaning and Development reckoned from the date Of hast
issuance of appointment
FThotocopy of Performance Rating obtained from the relevant
work experience, if perfonnance rating in Item (i) is not relevant
to the position to be fuled

Attested:

Human Resource Management OfficerormBu8 swoRn sTATBRE»T

cERTIP[CAmoH op AtJTlmmlcrnr ^»D vEEtAclTT
1 herety certify that all information above are true and correct, and of my personal lmowledge and belief, and the documents
submitted herewith a].e original and/or certiried true copies thereof.

DATA mlvACT COHBEHT
I hereby grant the Department of Education the right to collect and process my pcr8onal infomation as stated above, for purposes
relevam to the recruitment, 8electioli, and placement of personnel of the DepaLrtment and for purposes of compliance with the
laws, rules, and regulations being implemcnted by the Civil Service Commission.                      Nane and Signature of Appncant

Subseribcd alid 8wom to before me this _ day or ______ , ` I `,   , year

In consonance with R€puhic Act No. 8792 or the ''Elecfrordc Commerce ^cf a/ 2cOO-. (c

Per8ori AdminiaterinR Oath

P€ctronic dueummts Shall have the ]cBal cfroct. validity or cnforceabiEty a3 any other
dooumcn( or lc8al orriting and a) (vp)hezt the ldiw requires a doc`mcm to be in `wiling, ttrat .tquirtmcnt is TEic( by an elcctronic dacumcnt if the said clcctonic dlx:umcnt
maiT`tini3 its integrity and reliability and carl be authenticated so ag to bc usable ron subeequcot rctcttncc.






































