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DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DrvlsloN M
OSDS-2023-

To

ELDUM

Assistant Schools Division Superintendent
Division Chiefs and Unit Heads
Education Program Supervisors
Public Schools District Supervisors
Pubnc 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 September 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:

VACANCY QUALIFICATION STANDARDS

POSITION TITLE BI)UCATION TEA-a ExpERENCE ELIGIBILITY

ADmlHlsTRATrvE Bachelor's None None Career Service
OFFICER 11 degree required required (Professional)/Second

relevant tothejob Level Eligibility

Plantilla Item No.: OSEC-DECSB-ADOF2-750097-2023
OSEC-DECSB-ADOF2-750098-2023
OSEC-DECSB-ADOF2-750098-2023

SG:  11
Monthly Salay: P 27,000.00
No. of vacancy/ie®: 3
Place of Assignment:

ELEMENTARY EDUCATION/ BALABAG ELEMENTARY SCHOOL
ELEMENTARY EDUCATION/ DAMNAS ELEMENTARY SCHOOL
ELEMENTARy EDucATION/ MArlAyAHAy ELEMENTARy SCHOOL

JIOB SUMMARY: This position is responsible for the implementation of an effective
and efficient administrative support and selected financial functions particularly
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on personnel administration, property custodianship, and financial-related tasks
in the school.

VACJENCY QUIIAIFICATIO N STANDARI)S

roslTloN
TITLE

EDUCATION rmEREHCE ELIGIBILITY

PROJECT
DEVELOPMENT
OFFICER I

Bachelor's
degree

relevant to
the job

None
required

None
required

Career Service
(Professional)/Second

Level Eligivility

Plantllla Item No.: OSEC-DECSB-PDO 1 -750043-2023
0SEC-DECSB-PDO1-750044-2023
0SEC-DECSB-PDO 1 -750045-2023
0SEC-DECSB-PDO 1 -750046-2023

SG:  11
Monthly Salary: P 27,000.00
No. of vacancy/ies: 4
Place of Assignment:

ELEMENTARY EDUCATION/DIGOS ORIENTAL DISTRICT
(DON MARIAN0 ELEMENTARY SCHOOL, ISAAC ABALAYAN
ELEMENTARY SCHOOL, RAMON MAGSAYSAY CENTRAL ELEMENTARY
SCHOOL)

ELEMENTARY EDUCATION/MT. APO DISTRICT
(NECENCIO A. ISIDR0 ELEMENTARY SCHOOL, MARAWER ELEMENTARY
SCHOOL, RIZAL CENTRAL ELBMBNTARY SCHOOL)

ELEMENTARY EDUCATION/ DIGOS ORIENTAL DISTRICT
(COGON ELEMENTARy SCHOOL, DIGOs clrv CENTRAL ELEMENTARy
SCHOOL, G. REUSORA ELEMENTARY SCHOOL)

ELEMENTARY EDUCATION DIGOS OCCIDENTAL DISTRICT
(REMEDIOS N.  SAPIALA ELEMENTARY SCHOOL, PEDRO BASALAN
ELEMENTARY SCHOOL, RUPARAN ELEMENTARY SCHOOL)

JOB SUMMARY: Under the direct supervision of the School Head, the position is
responsible for facnitating the implementation of the various programs, projects,
and activities initiated by the School or mandated by the DepEd Central Office aLt
the  School  level.  The  position  is  expected  to  perfomi  tasks  or  roles  related  to
program   management   and   implementation,   coordination,   partnerships,   and
advocacy in the school.
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Qualified  appucants  to  the  ABOVEMENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.D, CES0 VI, OIC - SCIIO0IS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
DIVISION OFFICE - RECORDS SECTION.

Further, the application letter and following pertinent documents listed below
shall be produced in TWO SEI`S (2 copies each) enclosed in ONE (1) white folder with
the FOIDER TAG printed with full SURNAME, GIVEN NAME and MIDDLE NAME of
the applicants with FOT\IT (CALIBRI 20 BOLD) for 201 File purposes, to wit:

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

Experience Sheet, if appHcable;
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 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;
h.  Photocopy 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 Fomi pursuant to RA No.  10173 (DczCcz ZIt{;aq/ Act o/20J2),
using the attached form (Anrrac C or gou may douirdoad the file on this link..
https../4Zt. Zz//CJtecJczistomnib«S),  notarized  by  the  authorized  official;
and

k.  Other  documents  as  may  be  reqded  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 Iieaming 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

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/ Del]ed-Digos-Api]lication2.

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

Appficants 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
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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. 5 to D.0. 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
through 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
colTesponding points.

The deadline for the submission of the apptications for interested applicants
shall be on October 8, 2023.

The proposed timeline of the selection process is as follows:

-£i:i              --,`==.,i,(.---#ffi        .       /*i5jg   B^!   i-:.,^`l`-'= :,;``,,L5isi`}is,      .            FFgg   a-
_D-?   ! ,Irj#l:?,,a -I ,REgj:  .   a   -

September 28, Submission of application Applicants Face-to-
2023 - October 8,2023 documents Records Section Face

October 9, 2023 - Forwardin g                    the SDS Personnel Face-to-
October 11, 2023 tran smittal         of         all A0 IV - HRMO 11 F`ace

application  documents  to HRMPSB
HRMO for pre-assessmentofthedocuments Secretariat

October 12, 2023 C onduct         of         initial AO IV - HRMO 11 Face-to-
- October 25, evaluation  based  on  the HRMPSB F`ace
2023 C SC                      minimuln Secretariat

Qualification      Standards(QS) HR Personnel

October 26, 2023 Issuance    of    letter    for HRMPSB Secretariat Online
disqualified applicants a  Face-to-Face

October 27, 2023 Issuance of memorandum AO IV - HRMO 11 Online
- November 5, on the conduct of written SDS
2023 examination ,               openassessment,andinterviewofapplicants

November 6, 2023 Con duct        of       written HRMPSB Face-to-
examination ,               openassessment,andinterviewofapplicants HRMPSB Secretariat F`ace

This Office highly encourages all interested and qualified applicants , including
persons with disabnity (PWD), members of indigenous communities, and those with
diverse sexual orientation, gender identity, and expression (SOGIE), to apply.
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Armex a
CHEclnlsT oF REQOIRERErms

Name of Applicant:                                                                                              Apptication code:
Position Applied For:  _`_. .
Office of the Position Applied For:
Contact Number:  .   . ,..~... ` ..   .  ~_,_`.. .~..,....._. ~.  . ~. „

Religion:
Ethnicity:
PeraonwithDisability:   Yes(    )    No(    )
Soloparc'nt:   Yes(    )    No(      )

Basic Documentary Requirement

Status ofSubul8sionrr®befiun®iLIbytheqprfund;Checkifsuhwi&ed) Vcliftcationprobefined-otLitrytheHRIro/i]Rciffeo/ sub`comndce)

Status ofSubmission(Cthckifcomplied)
Remarks

a' I,etter of intent addre8scd to the Head Of Ofrice or highest
human resource officer

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

C. Photocopy Of valid and updated PRC License/ID, if appficable
d- Photocopy of Certificate of Eligibility/Report Of Rating, ifapHficable

e. Thotocopy Of scholastic/ acaderic record such as but not
linited to Transcript of Records rroR) and Diploma, including
completion of gredunte and post-graduate units/degreeg, if
avaflable

f. Photocopy of Certificate/a of Training. if applicable
9. Photceopy of Certificatc of Employment, Contract Of Service, or

duty sinned Service Record, whichever is/are ai]Dlicable
h. Photocopy of latest appointment, if applicable
i. Photocopy of the Performance Ratings in the last rating

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

j. Checklist of Requirements and Omnibus Sworn Statement on
the CeTtification on the Authenticity and Veracity (CAV) of the
documents Submitted and Data Privacy Consent Forrri

k. Other documents as may be required for comparative
assessment, such` as but not linited to:MeansOfVerification{MOVs)chowhgOutstanding

Accomplishments, Application of Education, alid Application of
Leaning and Development reckoned from the date Of last
issuance of appointment
Photocopy of Perfomancc Rating obtained from the relevant
work experience, if performance rating in Item (i) i8 not I.elevant
to the position to be rLllcd

Attested:

Human Resource Management OfficerormlBus swoRfl sTATBiD»T

cERTiFlc^rloH oF AtJTRERTlcrrT ^nD vERAclrv
I herety certify that all information above are true and correct, and of my personal knowledge and belief, and the documents
submitted herewith are original and/or certified tnie copies thereof.

DATA PRIVACY CO»BEHT
I hereby grant the Department of Education the right to collect and process my personal information 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 regulations being implemcnted by the Civil Service Commission.                      Nallie and Signa.ture of Applicant

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

ln consornance with Rcpuunc Act No. 8792 or the "Eiecfrofdr C'ornmenog Ad a/ 2cOO., {c

Person Admfni8torinE a ath

lcctronic dacumcnts Shall have the lcgal cffeet. validity or enrol.ccabilfty aB any other
doc`imen€ or legal urriting and a) (w|hcre the law sequrcs a document to be in whling. that requircmcn( is Tact by an electromc document if the said dc€trl>nic dacuDcm
maintains ilo integ7it)r and rcliabhity and carl be authen6cated so as to be usable for Sub8cqucnt rcrctt:nco.






































