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DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DIVISION
OSDS-202

To

4¥LELRANDUM

Assistant Schools Division Superintendent
Division Chiefs and Unit Heads
Education FTograln 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 FOR RELATED-
TEACHING POSITION

Date March 4, 2024

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

VACANCY QUAIITICATION STANDARDS

roslTloNTITLE EDUCATION TENNING ExpERENCE ELIGIBILITY

EDUCATION Bachelor's 2 years 4 hours PERT/Teacher/RA
FROG- degree in experience in relevant 1080/Career
sproELlsT Education or education, training Service
n its research, (Professional);

Equivalent development, Appropriate
implementation Eligibility for

or other Second Level
relevantexperience Position

Phntilla Item No.: OSEC-DECSB-EPS2-750106-2014
SG:  16
Monthly Salary: P 39,672.00
No. of vacancy/ies:  1
Place  of  A$8lgnment:   SCHOOL  GOVERNANCE  AND  OPERATIONS  DIVISION
(SCHOOL MOBILIZATION AND NETWORKING)

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





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

Qualified  applicants  to  the  ABOVEMENTIONED  POSITION  shall  address
their application letter to MELANE P. ESTACIO, Ph.D, CBS0 VI, OIC - SCH00IS
DIVISION SUPEENTENDENT, and submit it with the pertinent documents to the
DIVISION OF`F`ICB - RECORDS SECTION.

F\irther, the appncation 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 FOLDER TAG printed with full SURNAME, GIVEN NAME and MIDDLE NAME of
the applicants with FOP\IT (CALIBRI 20 BOLD) for 201 File purposes, to wit:

a.   Letter of intent addressed to the Head of Office;
b.   Duly   accomplished   PDS   (CS   F`omi   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 ITOR)  and Diploma, including completion of graduate
and post-graduate units/degrees, if available;

f.    Photocopy of certificate/s of Training, if appficable;
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 perfomance in the current/latest position prior to the deadline of
submission, if applicable ;

j.    Checldist 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 (Dctta mt;czq/ Act o/20Ja,
using the attached form (Arinex C or goo mag c!ot//nfocrd the /ice on this Z{.nk;
httz.s../rtyzt. Z][roheckzistomnzbtts ,  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 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 Perfomiance Rating in Item  20(i)  is not relevant to the
position to be filled, if applicable; and

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 electroulc google form upon
submission     of     application     documents.     Please     access     this     link:
httt)a://bit.Iv/DeDed-DiEos-Apt)lication2.

F*,`+.+ Address: Roxas cor. Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Mos.: (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 oflicial memorandum shall not be included in
the   pool   of   official   applicants.   However,   non-subniission   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 appficant'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.org).  At the  same  time,  qualified  applicants will be informed
through e-mall and/or text message.

Origival  copy  of  documents  must  be  presented  during  the  conduct  of
evaluation  of  documents,  thus,  ordy  those  submitted  documents  will  be  given
corresponding points.

The deadline for the submission of the applications for interested applicants
to the Division Office - Records Section is on March  14, 2024. You may submit to
the guard during weekends and holidays who shall likewise officially acknowledge
receipt of the document.

The proposecz timeline of the selection process is as follows:

Date Activities i[ . t<i . I , i , I I I film EFT. \'/in -
March 4, 2024 - Submission of application Applicants Face-to-
March  14, 2024 documents Records Personnel F`ace
March  15, 2024 Forwarding the SDS Personnel Face-to-

transhittal of all AO IV - HRMO 11 Face
application documents to HRMPSB
HRMO for pre-assessmentofthedocuments Secretariat

March 18, 2024 - Conduct of initial AO IV - HRMO 11 Face-to-
April 2, 2024 evaluation based on the HRMPSB Face

CSC minimum Secretariat
Qualification Standards(QS) HR personnel

April 3, 2024 Issuance of letter for HRMPSB Secretariat Onhie
qualified and disqualified &  Face-
applicants to-F`ace

April 3, 2024 - Issuance of memorandum AO IV - HRMO 11 Online
April 7, 2024 on the conduct of writtenexamination,openassessment,andinterviewofappricants SDS

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





April 8, 2024 - Conduct of written HRMPSB Face-to-
April io, 2024 examination , openassessment,andinterviewofapplicants HRMPSB Secretariat Face

This Oflice 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.

ACIO, Ph.D, CESO VI
Division Superinten
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A-C
cHECELlsr oF REQ

Name of Applicant:                                                                                         ^pprcation code:
Po8itien Apptied For: __.`_. .. _.___
Office of the Fbsition Applied For:
Contact Numtrer:
Rcn8ion:
Efroicity:
Personwith"sability:  Yes(   )   No(   )
SoloFarent:   Yes(    )    No(     )

Basic Documentary Requirement

Status orSubdsiona:abefunattyticsappthnc.c~if.ubndaqu VerificationP`obeftlledraL.trytheHI-kD/lmCffica/ a.Lb.oowifroee)

status OfSubmi88ionU~ifoqued)
Remaha

a. I.Otter of intent addressed to the Head Of Office or highest
huznan resource officer

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

C. Photocopy of valid and updated PFro hicens€/ID, if applicable
d. FThotocopy Of Certificate Of Eligibility/Report Of Rating. if

appncable
e. Photocopy of soholaetic/academic record such as but nco

limited to Transcript of Records (I0R) and mplrma, including
completion of grnduatc and poet-graduate units/dcgrces, ir
avafrole

f. Thotocopy of Certificate/a of Traininft ir applicable
8. Photcoopr of Certificate Of EmploymerLt, Contract Of Service, or

duiv aimed Sczvice Record. whichever i8/are af}Dlic&ble
h. Thotocomr of latc8t appointment, if applicable
i. Photcoopy of the Performance Ratings in the last rating

period(a) covering one (1| year performance pn'or to the dc&dline
of Submission, if aoolicabte

j. ChcckliBt of Ftcquircmcnts and Omnibus Swoni Statement on
the Ccrtificatjon on the Authenticity and Veracity (CAV) of the
docuznents submitted and Data mvacy Ccnecnt Fom

k. Other documcnt8 as rna:y be required for comparative
assessment, Such a8 but not limited to:
Means of Verirication (Move) showing Outstanding
Accomplishments, Application Of Education, and Application Of
I.earning and Development reckoned from the date of lest
iesuanc€ Of appointment
fThotcoopy of Perfomancc Rating obtained from the relevant
work cxpericncc, if pcrfdrmancc rating in Item (i) is nut relevant
to the position to bc filled

Attested:

Humari Resource Management Officero]mBUB 8voRr er^m]DIT

:     .           I                                .             .                   I           ,I:,,                                       .I.              :,.                           I

I hcrety certify that all inforndon above are tlue and correct, and Of my personal lmowledge and belief, and the documents
submitted herewith are original and/or ccrtiried tnie copies thcreor.

DATA rmvAcy colauT
I hereby grant the Department Of Education the right to couect and prcoess my personal information as 8tatcd above, for pufpcee8
r€lcvant to the recruitment, selection, and placelnent Of personnel of the Department and for purposes Of compliance with the
laws. rules, and regulations being implcmc(itcd by the Civil Service Commission.                     Name and Sigraturc of Applicant

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

he eon.onafice with Rcputhic Act lk>. e792 or dic 'fle]crfuDnfc aommcit* ^c± qr 20cO-, te

Ftoon ^dmini.tt.irin& Oath

PcctTmbe documents 3haD have the )cHl cffeet, validity or enforceabllit)r as any other
docaizBerit or lcgrl lrriting and .) tr)here the lenr roq`ries a doarmcot to bc in wiling, that [`equiDcaBcl]t ia Dct by in c)cctr®nic dacuzDefi` I thecan drtronie doni malt
maintina it. intEgrit)I .nd rclLblfty and can be authentic.cod ao ae to be urab* for aib.cqucfit r\efErtmcc.
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