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DIGOS CITY  DIVISIO-N

Office of the Schools Division Superintendent

DNISION M
OSDS-2023-

To

HDUM
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 POSITIONS F`OR HEAD TEACHER
POSITIONS

Date September 20, 2023

This  Office  announces  the  acceptance  of  applications  for  Head  Teacher
positions in the Schools Division Office of Digos City. The qualification standards are
as follows:

VACANCY QUAIIFICATION STAVDARDS

POSITIONTITLE EDUCATION TRAlrmG I-EuncE ELIGIBILITY

HEAD Bachelor's 24 hours Head LET/PBET/R.A.1080
TEACHER Ill degree in of relevant Teacher for (Teacher)
(SECONDARY Secondary training 2 years; or
GRErs) Education; or Teacher for

Bachelor'sdegreew/18professionaleducationunitswithappropriatefieldofspecialization 5 years

Plantilla Item No.: OSEC-DECSB-HTEACH3-750386-1998
SG:  16
Monthly Salary: P 39,672.00
No. of vacancy/ies: 1
Place of Assignment: DIGOS CITY NATIONAL HIGH SCHOOL

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

\UsO



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

POSITIONTITLE EDtJCATIORI TEunlRE CE ELIGIBII,ITY

HEAD Bachelor's 24 hours Teacber-in- LET/PBET/R.A.1080
TEACHER I degree in of relevant Charge for 1 (Teacher)
(SECONDARY Secondary training year; Or
GEuers| Education; or Teacher for 3

Bachelor'sdegreew/18professionaleducationunitswithappropriatefieldofspecialization years

PlantlTh Item No.: OSEC-DECSB-HTEACH1-750105-1998 `
SG:  14
Monthly Salary: P 33,843.00
No. of vacancy/ies: 1
Place ofAssignmeflt: 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  AB0VEMENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.D, CES0 VI, OIC - SCH00IS
DrvlsION SUPERIRTEHDENT, and submit it with the pertinent documents to the
DIGOS CITY NATIONAL HIGH SCHOOL.

F\irther, 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 FON'I` (CALIBRI 20 BOLD) for 201 File 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;

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



e.   Photocopy   of  scholastic/academic   record,   Such   as   but   not   limited   to
Transcript of Records ITOR) 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;
A.  Pnotocopy of latest appointment, if applicable;
i.    Photocopy of the Perfomiance 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 F`omi pursuant to RA No.  10173 (Dcifa jfro.I;cic!/ Act o/20J2),
using the attached forln (Anne)c C or golt mag dbndocicz the j!e on this Zinlc;
Jittps:/4£t. Zz//ChecJczistomn€has) ,  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 Ijeaming and Development
reckoned from the date of last issuance of appointment; and

2.   Photocopy of the Perfomiance 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

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.Iv/ Deped-Digos-Application2.

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

The Human Resource Management Personnel  Selection Board of this office
sha.11 deliberate the applieant's documents 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  informed
tthrough e-mail and/or text message.

OriSnal  copy  of  documents  must  be  presented  during  the  conduct  of
evaluation  of  documents,  thus,  only  those  submitted  documents  will  be  given
cOITespondin8 points.

'I`he deadline for the submission of the applications for interested appncants
shall be on September 30, 2023.

The deadline for the submission of the respective School Heads to the Schools
Division Office shall be on October 5, 2023.

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



The proposed timeline of the selection process is as follows:

IjH.HI- Activities I A t` I , I , , I ( iJ I ERE [izT: `'/rH  -

S eptember         2 0 , Submission of application Applicants F`ace-to-
2023  -  September documents School PSB F`ace
30, 2023 School Head
October  1,  2023  - Submission of application School PSB Face-to-
October 5. 2023 documents  together  with School Head F`ace

School PSB's S--unmary ofAssessment Records Section

October  6,  2023  - Forwarding                    the SDS Personnel Face-to-
October 10, 2023 tram smittal          of         all AO IV - HRMO 11 Face

application  documents  to HRMPSB
_H.B.MQ.fg.rp.re-?r§§g§S.me.ntofthedocuments Secreta_riat

October 11, 2023 - Conduct         of        initial AO IV - HRMO 11 Face-to-
October 24, 2023 evaluation  based  on  the HRMPSB Face

C SC                      minimurn Secretariat
Qualiflcation      Standards(QS) HR personnel

October 25, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
qualified  and  disqualified &  Face-
applicants to-F`ace

October 26, 2023 - Issuance of memorandum AO IV - HRMO 11 Online    I
November 4, 2023 on the conduct of written SDS

i exaHrifiati€fi,                €pcfi
assessment, and interview

hicants
November 6, 2023 C onduct        of       written

examination ,               open
assessment, and interview

.,-||Callls

HRMPSB
HRMPSB Secretariat

Face-to-
F`ace

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.

'wh'idest disseir"in~iati6fi 6f this Me3=a6fafidii-ffi is eai`fiestfy desii`ed.

F`or and in the absence of the
Schools Division Superintendent

]@¢~.r:i Scho£.!5 Di\J15ion of Di90S City

r''=,`.11?,''.r.J:i:i,:T=T!S,i

¢r''``        4fi-rDg
l^"=!=,,...'SEE_2.

b`/

osl2_s/AE)_M±nll±g3l±±

JLJ£LT:'7,
Oh' C. SEHARILI®S

cation Hogram Supervisor
Officer-In-Cqugre q  /

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



Annex a
CHEcmlsT oF REQuREnmrmB

Name ofAppljcant: _____      ,  I_.      `_~__`_                                  Application code:
Position Appned For: _~.
Office of the Position Applied For:
Contact Numtrer:  , . `..__ ` _` .._.__.,, _,_~__.,_  ,  . _. ,,
R€u8ion: --.--`.-`.r+-,` -   --
Ethnicity:
Per3onwithDisability;   Yes(    )    No(    )
Solozhr`cnt:   Yee{    )    Pto{      }

Basic Documentary Requirement

Status of verirication
Subnri8siontTobefilLerdatdytheapplirmnl;Ctheckifsubmited}

Q.a be fined.out by the HRIro/ tlR C)ffice/ sul~nd.See}

Status ofSubmission(cfuckifcxirfuied)
Remarks

a. Letter Of intent addressed to the Head Of Office or highest
human resource Ofric€r

b. Duly accompnshed Personal Data Sheet (PDS)
(CS Form No. 212, Revised 2017) and Work Experience Sheet. if
applicable

C. Photocopy of valid and updated PRC Llcen§e/ID, if appncable
a. Photocopy of Certiricate Of Eligibility/Report of Rating, ifapplicable

e. mctcicopy Of scholastie/academic record such as but nct
1inited to Transcript of F2ecords ITOR) and Diploma, including
completion of graduate and poet-graduate units/degrees, ir
available

f. Photocoov of Certificate/ a of Training, if applicable
8. Photocopy Of Certificate of Employment, Contract of Service, or

duly siEned Service Record. whichever is/ are a|]f)1icable
h. Photocopy of latest appointment, if applicable
i. F]hotocopy of the Performance Ratings in the last rating

period(a) covering one ( 1) year performance prior to the deadline
of submission, if appljcablc

j. Checklist of Requirements and Omnibus Sworn Statement on
the CeTtification on the Authenticity and Veracity (CAV) of the
dcw=uments submitted and Data Privacy Consent Form

k. Other documents aa may be required for comparative
assessment. such as but not limited to:
Means of Verification (Move) showing OHtsiHding
Accomplishments, Application of Education, and Application of
learning and Development reckoned from the date of last
issuance of appointment
Photocopy of Perforzriancc Rating obtained from the relevant
wol-k experience, if performance rating in Item (i) is not relevant
to the prosjtion to be filled

Attested:

Human Resource Management OfficerountBus swoRn sTATB]DHT

cERTIflc^rloH Op AUTHEFTlcITy AnD vBRAclTy
I herety certify that all information above are true and correct, arid of my personal knowledge and belief, and the documents
submitted herewith are original and/or certified true copies thereof,

DATA rmvAc¥ co»8E»T
I hereby grant the Department Of Education the right to collect and process my personal information as stated above, for purposes
relframt 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 Comrhisgion.                      Name and Signature of Applicant

Subscribed and sworn to before me this            diay of ___. ,. ,, year

lrt consionance with Rcpubtic Act No. 8792 or the "EJlectrowic C`ommeme ^cZ a/ 2cOO., (c

Fterson AdndulaterinF! Oath

Peetroric doc\mcnts Shall have the legal .fleet. valjdi(y or enforceabmty a3 any other
document or legal `irriang and a) (vp)hce the law "urcs a doc`rmmt to be in `wiling, that f`quirtmcnt is Ttic( by an c]ectro"c doc`ment ir the said electronit: daoum€nt
maintains its integrity and rcuabhity and carl be &uthcnticatcd so as to bc usable for 6ubeequcnt rcrcT`cncc.
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