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DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DIVISION MEMORANDUM
OsDs_2023- 7,ap

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  :           RE-ANNOUNCEMENT OF VACANT POSITION F`OR RELATED-
TEACHING POSITION

Date November 17, 2023

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

VACANCY QUALIFICATION STANDARDS

roslTloNTITLE EDUCATION TINNING ExpERIBNCE ELIGIBILITY

GUIDANCE Master's None None R.A.  1080
COUNSELOR Degree ln Required Required (Guidance
11 GuidanceandCounseling Counselor)

Plantiua Item No.: OSEC-DECSB-GUIDC2-750135-2016
SG:  12
Moflthly Salary: P 29,165.00
No. of vacancy/lee: 1
Place of Assignment: SENIOR HIGH SCHOOL IN DIGOS CITY
JOB SUMMARY:

•    To  assist in  providing technical  support to  strengthening partnerships with
both internal and external educational stakeholders and respond to the needs
of the schools and learning centers for the resources and capacity to implement
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sustainable  programs  and projects to  enhance  the delivery of quality  basic
education.

•    To assist in providing technical support in implementing quality management
systems in the schools division office,  the schools and leaming centers  and
monitor adherence  to  standards  and  policies  towards  effective  and  efficient
delivery of quality basic education.

•    To assist districts and schools/leaning centers in the implementation of an
M&E system to monitor their progress.

Qualified  applicants  to  the  ABOVEMENTIONED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, Ph.D, CESO VI, OIC - SCHOOLS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
DIVISION OF`FTCE - RECORDS SECTION.

Flirther, the application letter and following pertinent documents listed below
shall be produced in TWO SFI`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 FONT (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 appHcable;
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 perfomiance in the culTent/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 (Dcifa "z;apt/ Act o/20J2),
using the attached for" (Armex C or gou may download the file on this link..
https;/4£t. Zz//ChecJczistorrmjhas) ,  notarized  by  the  authorized  official;
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 I,earning and Development
reckoned from the date of last issuance of appointment; and

2.   Photocopy of the Performance Rating obtained from the relevant work
experierice,  if Perfomance 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-mall response from the filled-up DepEd Digos
City Job Application Form.

Applicants are required to fill out the electronic google form upon
submiselon     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 denberate 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 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.orB).  At the  same  time,  qualified  applicants  will  be  informed
through e-mail and/or terft message.

Original copy of documents must be  presented during the conduct of
evaluation or docufiebts, thus, only those subriitted docuflents will be given
corresponding points.

The deadline for the submission of the applications for interested applicants
shall be on November 27, 2023. You may submit to the guard during weekends and
holiday.

'I`he proposed timeline of the selection process is as follows:

I na+A                             -             JL^+|ui+=p£ e--inJJaEe
November 17, Submission of application Appficants Face-to-
2023 - November27,2023 documents Records Personnel Face

November 28, Forvarding the SDS Personnel Face-to-
2023 - November transmittal of all AO IV - HRMO 11 Face
30, 2023 application documents to HRMPSB

HRMO for pre-assessmentofthedocuments Secretariat

December 1, 2023 Conduct of initial AO IV - HRMO 11 F`ace-to-
-December 15, evaluation based on the HRMPSB F`ace
2023 CSC rfunimum Secretariat

Qualification Standards(QS) HR personnel

December 18, Issuance of letter for HRMPSB Secretariat Online
2023 qualified and disqualified &  Face-

applicants to-Face
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December 19, Issuance of memoranduln AO IV - HRMO 11 Online
2023 -December on the conduct of written SDS
28, 2023 examination, openassessment,andinterviewofapplicants

December 29, 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.

For and in the absence of the
Schools Division Superintendent

OLLIE [lE
-I',I`lrty

LrvER, -D, MATE
Chief-SchoolGovemanceandoperatio;SDi#ionr

Officer-In-Charge

ot._`_     ,  f^;  `-`-|r,L€t-,`,£ij5  Ei.5yision Of Di98S Gt."
`        -¢r'               ,-`.r:      '     -`   .   ::.  '::  ,T:,`,f`i.,''\i

OSDS/ ADMIN / HR/ dbc
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A"ex a
CIIECELIST OF REQOIRErmnT8

Name of Applicant;                                                                                               Application code:
Position Applied For:  ~._.     ..
Office of the Position Applied For:
Contact Number:  .  .._ _. _._.._._~....~`. `_.`.„........
Religion: _--___.`~..J~^"   .     __
Bthicity: ___..__..._^^.  ..,
PersonwithDisability:   Yes(    )    No(    )
Soloparent:   Yes(    )    No(     )

Basic Documentary Requirement

status ofSubmissionprobefuled;®uilagtheaptlhartyCinechifsul7whand} VeriricationFTobefiLLedLoutbylheHREO/HRCfficel sub-commfuee)

Status ofSubmission(CThchifcompued)
Remarks

a. Letter or intent addressed to the Head Of Ofrice or highest
human resource officer

b. Duly accomplished Personal Data Sheet (PDS)
(CS Form No. 212. Revised 2017) and Work Experience Sheet. ir
applicable

C. Photocopy of valid and updated PRC License/ID, if appucable
a. Photocopy of Certificate Of Eligibility/Report of Rating, ifapplicable

e. PhotocoEiy of scholastic/ academic record Such as but not
linited to Transcript of Records (TOR) and Diploma, including
completion of graduate and post-graduate units/degrees, if
avaflable

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

duiv signed Service Record. whichever is/ aLre appticable
h. Photocopy of latest appointment. if applicable
i. Photocopy of the Performance Ratings in the last rating

period(a) covering one ( 1) year performance 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 aind Data Privacy Consent Form

k. Other documents ae may be required for comparative
assessment. ._such as but`_not linited to:MeansofVerification{MOVs)showhgO-u-t=`ding

Accomplishments, Appncation of Education, and Application of
I+earning and Development reckoned from the date Of Last
issuance of appointment
Photocopy of Performance Rating obtained from the I.elevant.
work experience, if performance rating in Item (i) is not relevant
to the position to bc fucd

Attested:

Human Resource Mana`gement Officerormxpus §woRn sTATE]DHT

cBRTm]c^Tlon oF AtmHrmlcrrT AnD vBEt^clTT
1 heretry certify that all infdrBiation above are true and correct, and of lny personal knowledge and belief, and the documents
subnritted herewith are original and/or certified true copies thereof.

D^rA pRlvAc¥ coH8Bm
I hereby grant the Department of Education the right to collect and process my personal informa.tion as stated above, for purposes
relevant to the recruitment, selection, and p]acemcnt Of personnel of the Depament and for purposes of compliance with the
laws, rules, and regulations being implemerited by the Civil Service Commisrion.                      Naflie and Signature of Appficant

Subscribed and sworn to before me this _ dry of ___.`..I , year

ln consonance with Rcputhc Act No. 8792 ca tnt `'Czectordc C`or/ii7ierce Ad a/ 2cOO.. (e

Person Admini8terin£ Oath

)lectroric dacuncnts Shall have th c legal cffcet. vuljdi(y or enfoI.ceal]ilfty ®9 any other
dooumcnt ar legct `^rfug and a) (w)here the Law roquir.s a document to bc in whting, that rcquircmcnt is met by an cketroric docuncnt ir the said dcctronic documcTtt
maintains its intqgrit). af`d rcliabnity and can be authcnt.catcd so as to bc usable for 8ubecqucot refronce,
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