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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 FOR SCHOOL
PRINCIPAL POSITIONS

Date February 8, 2024

This  Office  armounces  the  acceptance  of applications  for  School  Principal
positions in the Schools Division Office of Digos City. The qualification standards are
as follows:

VACANCY QUAIDICATION STANDARDS

roslTloNTITLE EDUCATION I-a ExpBRENCE ELIGDELIH

SCHcOL Bachelor's 40 hours Head LET/PERT/R.A.1080
PENCIPAI I degree in of relevant Teacher (HT) (TEACHER)

Elementary training for 1 year; or
Education; or Teacher-in-

Bachelor's Charge (TIC)
degree with for 2 years;

18 or Master
professional Teacher (MT)
education for 2 years;

units or Teacherfor5years

rmntilla Item No.: OSEC-DECSB-SP1-750208-2010
OSEC-DECSB-SP1-750198-2010
OSEC-DECSB-SP1-750050-2014

SG:  19
Monthly Salary: P 51,357.00
No. of vacancy/les: 3

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



Place of Assignment: ELEMENTARY EDUCATION
JOB  S               Y:  Sets,  the mission, vision,  goals,  and objectives of the  school,
creates  an  environment  conducive  to  teaching-learning  process,  implements,
monitors  and  assesses  the  school  curriculum  and  is  accountable  for  higher
leaming outcomes.

Qualified  applicants  to  the  ABOVERAErmoNED  POSITION  shall  address
their application letter to MELANIE P. ESTACIO, PhD, CES0 VI, OIC - SCIIO0IS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
RECORDS SECTION.

F\ITther, the application letter and following pertinent documents listed below
shall be produced in TWO SFrs (2 copies each) enclosed in ONE ( I) white folder with
the FOLDER TAG pinted with full SURNAME, GIVEN NAME and MIDDLE NAME of
the appficants with FONT (CALIBRI 20 BOLD) for 201 File purposes, to wit:

a.   Letter of intent addressed to the Head of Office;
b.   Duly  accompfished   PDS   (CS   Form   No.   212,   Revisecl   2017)   with   Work

Experience Sheet, if applicable;
c.   Photocopy of valid and updated PRC License/ID, if appncable;
d.   Photocopy of Certificate of Eligibility/Rating, if appncable;
e.   Thotocopy   of  scholastic/academic  record,   such   as  but  not  linrited  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.    Thotocopy of the Performance Rating in the last rating period(s) covering one

(1) year perfomance in the ourrent/latest position prior to the deadhie 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 Form pursuant to RA No.  10173 (Dcrfu fH{;aq/ Act o/20J2),
using the attached form  (Annejc C or grow mczgr c!oz{mzoed the ufize on this Zt.rrfu.
https;/"t. Z«/¢hecJczistomritbz4S ,  notarized  by  the  authorized  official;
and

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

1.   Means of verification (MOVs) showing Outstanding Accomplishments,
Appfication of Education , and Application of Learning 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 appficable; and

I.    Screenshot of the automated e~mall response from the filled-up DepEd Digos
City Job Application Form.

Appucants are required to ffll out the electronic google form upon
submission     of     appucatlon     documents.     Please     access     this     linlE:
httDs://bit.Iv/Deped-Digos-APT)lication2.

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



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)
does not exclude them 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. 3 to D.O. No. 007, s.  2023). A Division Memorandum
will be issued for the manes 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  appncants will be  informed
through e-mall 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
corresponding points.

The deadline for the submission of the applications for interested applicants
to the Division Office is on February 18, 2024. You may subniit to the guard during
weekends and holiday.

The proposed timeline of the selection process is as follows:

Date Activities ¥*t<i.I.i,t]1FTE7zBEm I,/rm  .

February 8, 2024 - Subnrission of Applicants Face-to-
February 18, 2024 application documents Records Section Face
February 19, 2024 - Forvarding the SDS Personnel Face-to-
February 21, 2024 transrittal of all AO IV - HRMO 11 Face

application documents HRMPSB
to HRMO for pre-assessmentofthedocuments Secretariat

February 22, 2024 - Conduct of initial AO IV - HRMO 11 Face-to-
March 5, 2024 evaluation based on the HRMPSB F`ace

CSC n±um Secretariat
Qualification Standards(QS) HR Personnel

March 6, 2024 Issuance of letter for HRMPSB Secretariat Online
qualified and &  F`ace-
disqualified applicants to-Face

March 7, 2024 - Issuance of A0 IV - HRMO 11 Orrfue
March 16, 2024 memorandum on theconductofwhttenexamination,openassessment,andinterviewofapphicants SDS

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



March  18, 2024 Conduct of whtten HREPSB Face-to-
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

sok#i.ff:rmg±##T¥E
Chief - School Governance and Operations

Officer-In-Charge
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Amex a
CHECKLlsT oP REQulREnmHTs

Name of Applicant :                                                                                             Application code :
Position Applied For:
Once of the Position Applied For:
Contact Number:    .`...________ ___
Religion:
Ethnicity:
PersonwithDisability:   Yes(    )    No(    )
Soloparent:   Yes(    )    No(     )

Basic Documentary Requirement

Status of Verification

Submissionprobefiluneddytheapp'ican,;cwux*ifsubndArd) rro be fiLLedaaiL dy the HRMO/ HR Cmee/ salb<oonri]te)

Status ofSubmission(Ctheckifcorriptied)
Remarks

a. letter of intent addressed to the Head Of Office or highest
human resource offic€r

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 PRO License/ID, if appticable
d. FThotocopy of Certiricate of Eligibinty/Report of Rating, if

aDpucable
e. Photocopy of scholastic/academic record such as but not

limited to Transcript of Records rroR) and Diploma, including
completion of graduate ar)d post-graduate units/dcgrces, ir
available

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

dul\' siEncd Service Record. whichever is/ are applicable
h. Photocopy of latest appointment, if applicable
i. Photocopy of the Performance Ratings in the last rating

period(8) covering one (1) year pedormance prior to the deadline
Of submission, if applicable

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

k. Other documents a8 may be required for comparative
assessment, such as but not linited to:
Means Of Verification (Move) showing Outstanding
Accomplishments, Application of Education, and Applieation of
I.earning and Development reckoned from the date Of last
issuancc of a|7i]ointment
Photocopy of Performance RIting obtained frofn the relevant
work experience, if performance rating in Item (i| is not relevant
to the I.osition to be fiillcd

Attested:

Human Resource Management Officero]mlBUB SWoRn sTATB]DHT

cBRTIFlc^mo» oP AtmEDrm[crrv AnD vEEtAclTv
I heretry certify that all irLformation above are true and correct, and of my personal knowledge and belief, and the documents
submitted herewith are original and/or certiried true copies thereof.

D^r^ mrv^cT copBBHT
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 regulationg being implementcd by the Civil Service Commission.                      Name and Signature or Applicant

Subscribed and sworn to before me this _ day of __ __         , year

tn consonance with R€publjc Act No. 8792 or the "E4E]frordc Commcroe Ad a/2cOO-, (c

Person Admini8terinE Oath

cctronjc dceum€nts shall have the )qgal cffctt. vEJjdity or cnforcc&I)nity ag any other
dceumcn€ or legal urritifig and a) (v)here the law req`iires a dceutzLent to be in whine, that requiratLcnt i8 inc( by an c]ccfromc document ir the Said clt*t[onic document
maintains its intqpity end reliabhity and car. be authenticated so co to be u§abk ror oub.cquct)t retercncc.
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