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DIGOS CITY  DIVISION

Office of the Schools Division Superintendent

DIVISION MEMO
OSDS-2024-      ,/':

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  :           ANNOUNCEMENT OF VACANT POSITION FOR REIATED-
TEACHING POSITION

Date March  12, 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:

VACJINCY QUAlmlcATloN sTANDARI>s

roslTIONTITLE EDUCATION T-ING ExpERIENCE ELIGIBELlrv

EDUCATION Bachelor's 4 hours 2 years PBET/Teacher/RA
FROG- degree in relevant experience in 1080/Career
SPEX3ELIST Education or training education, Service
11 its research, (Professional);

Equivalent development, Appropriate
implementation Elidbility for

or other Second Level
relevantexperience Position

Plantilla Item No.: OSEC-DECSB-EPS2-750106-2014
SG:  16
Monthly Sinhry: P 39,672.00
No. of vacancy/lea:  1
Place  of  ltsslgnment:   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  external  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 appfication letter to MELANE P. ESTACIO, Ph.D, CES0 VI, OIC - SCH00IS
DIVISION SUPEENTENDENT, and sublnit it with the pertinent documents to the
I)IVISION OF`FICE - RECORI)S SECTION.

Further, the application letter and following pertinent doouments listed below
shall be produced in TWO SFrs (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   Fomi   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 Elidrbility/Rating, if applicable;
e.   Photocopy   of  scholastic/academic   record,   such   as   but   not   limited   to

Transcript of Records (TOR) 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 Performance Rating in the last rating period(s) covering one

(i) 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
Fhivacy Consent Form pursuant to RA No.10173 (Dcita Ztit/aq/ Act o/20J2),
using the attached fomi (Anne)a C or goo mag dolt;nfoad the file on this Z{.nh.
https../rtylt. ZzirohecJczistomntbt.9 ,  notarized  by  the  authorized  omcial;
and

k.   Other  documents  as  may  be  requiired  by  the  HRMPSB  for  comparative
assessment, including but not liniited 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 Perfomance 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

I.    Screenshot of the automated e-mall response from the filled-up DepEd Digos
City Job Application F`orm.

Applicants are required to fill out the electronic google form upon
submission     of     application     documents.     Please     access     this     link:
httDs://bit.Iv/Deped-Difos-APDlication2.

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 ln the eiraluation /review
of the documents.

Apphcants 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 ofricial 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.  4 to D.O.  No.  007,  s.  2023). A Division Memorandum
will be issued for the names of the apphicants 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  apphcants 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 - Records Section is on March 22, 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[ I t<| . I . 1 I I I I fit7Z7) E7ZTT. \'/rm  -

March 12, 2024 - Submission of application Applicants Face-to-
March 22, 2024 documents Records Personnel Face
March 25, 2024 Forwarding the SDS Personnel Face-to-

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

March 26, 2024 - Conduct of initial AO IV - HRMO 11 Face-to-
April  1 1, 2024 evaluation based on the HRMPSB Face

CSC minimum Secretariat
Qualification Standards(QS) HR personnel

April  12, 2024 Issuance of letter for HRMPSB Secretariat Orfue
qualified and disqualified &  Face-
applicants to-Face

April 12, 2024 - Issuance of memorandum AO IV - HRMO 11 Orine
April 16, 2024 on the conduct of whttenexamination,openassessment,andinterviewofapplicants SDS
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April  17, 2024 - Conduct of whtten HRMPSB Face-to-
April  18, 2024 examination , openassessment,andinterviewofapplicants HRMPSB Secretariat Face

This Ofrice 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
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Annex C
CREELRT or REQ

Name of Applicant:                                                                                             Application code :
Po8itien Applied For:
Once of the Fbsition Applied For:
Contact Numtrer:   _____._._._____.`.
Rehi8ion: _ -__  .  -   ---.   -     ---
Bthricity:
Flersonwithmsability:   Yes(    )    No(    )
Soloparcnt:   Yes(    )    No(     )

Basic Documentary Requirement

Status of Verification

Subnrissionrrobefunctdytheqppunn*C-,\ub~Ow P`o be filledrdrd bei the HR\de/ Im Qffiocl .&Lb.®amwiM3ce|

Status ofSubmi8Sjonfchckifo~)
Remaha

a. Letter of intent addressed to the Head Of Office or highest
huznan resoura3 officer

b. Duly accompEshed Personal Data Sheet (PDS)
(CS Form No. 212. Revised cO17) and Work Experience Sheet. if
appncable

C. Photocopy Of valid and updated PRC Liccnsc/ID, if applicable
d- FThotocopy of Certificate Of Eligibility/Report Of Rating, if

aDpifeable
e. Fhotocopy of scholagtic/academic record such as but not

limited to Transcript of Records rroR) and Diploma, including
completion Of graduate and poet-graduate units/dcgrecs, if
available

I. Thotocopy Of Certificate/8 of Training. ir applicable
8. motcoomr Of Ccrtificatc or Employment, Contract Of Service, or

duly 8irmed Service Recard, whichever i8/ are aDf>licablc
h. Photocopy or l&te8t appointment, if applicable
i. EThotocopy of the Perfomance Ratings in the last rating

period(s) covering one (1| year performance prior to the deadline
Of Submission, if applicable

j. Chccust or Requirements and Omnibus Sworn Statement ori
the Ccrtification on the Authenticity and Veracity (CAV) of the
documents Submitted and hata Privacy Consent Forzli

k. Other documents as rna:y be required for comparative
asse8rment, Such a8 but not froited to:
Means Of Verification (MOVs) showing Outstanding
Accompliahmcnts, Application of Education, and Application Of
lfaming and Development reckoned from the date of last
iasuance Of appointment
IThotooopy of Perfomancc Rating obtained from the relevant
work expericncc, if perrormancc rating in Item (i) is riot relevant
to the positiori to be filled

Attested:

Human Resource Management OfficerO]tlmuB awoRn sT^m]rmT

crmmc^nor op ^tmtBlmonT ^nD vm^crrT
I hereby certify that all information above are true and correct, and of my personal knowledge and belief, and the documents
Submitted herewith arc original and/or cerdfied tnie copies thercor.

D^r^ rRrv^CT comBrT
I hereby grant the Department Of Education the right to collect and process my personal information as stated atrove, for pulpcee8
relevant to the recniitment, sclcction, and placement of per8onne] of the Department and for purposes of compliance with the
laws, rules, and r`egulations being implcmcnted by the Civil Service Commission.                     Name and Signature of Appticant

Subscribed and s`rom to before me this           day of__   ~. , year

In omaonance lrm Republic Act No. 8792 or the "Eloctowic CdrnLiiicnce Ad qr 2000-, te

Person Admini&terin& Oath

Pcctronie doumcnts ahaJl have the lcEal cffcct, ulidity or cnforoeahility a. any otLtcr
dcaitnco( or lcgrl wing artd .) frptere the law rquircs a doutncnl u] be in witine, tbat requincat ia met b)I an clcctDonic doouncn( I the rfud electronic documa.I
in.intain8 it. integit)I arid rch.Mfty and cln be .uthef`6catod ao .. to bc u.able fo. oubeeq`icfit ref.f`enoe.
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