Republic of the Philippines
Bepartment of Education

DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DIVISION ME&ORANDUM
0OSDS-2025-

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 FOR SCHOOL
PRINCIPAL POSITION
Date : March 06, 2025

This Office re-announces the acceptance of applications for School Principal
position in the Schools Division Office of Digos City. The qualification standards are

as follows:
VACANCY QUALIFICATION STANDARDS
POSITION EDUCATION | TRAINING | EXPERIENCE | ELIGIBILITY | COMPETENCY
TITLE
SCHOOL Bachelor's 40 Head LET/PBET/ National
PRINCIPAL 1| degreein | hoursof | Teacher R.A.1080 Qualifying
(ELEMENTARY | Elementary | relevant | (HT) for 1 (Teacher) | Examination
GRADES) Education | training year; or for School
(BEED); or Teacher-in- Heads
Bachelor's Charge (NQESH)
degree with (TIC) for 2 Passer
18 years; or
professional Master
education Teacher
units (MT) for 2
years; or
Teacher for
5 years

SG: 19
Monthly Salary: P 56,390.00

Plantilla Item No.: OSEC-DECSB-SP1-750204-2010

@ Address: Roxas cor. Lopez Jaena Street, Zone I, Digos City (8002)
h %37 ) Telephone Nos.: (082) 553-8375; (082) 553-8396




No. of Vacancy/ies: 1

Place of Assignment: ELEMENTARY EDUCATION

JOB SUMMARY: Sets, the mission, vision, goals and objectives of the school,
creates armn environment that is conducive to teaching-learning process, mornitors
and assesses the school curriculum and accountable for higher learning outcomes.

their

Qualified applicants to the ABOVEMENTIONED POSITION shall address
application letter to MELANIE P. ESTACIO, Ph.D, CESO VI, SCHOOLS

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 SETS (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.
b.

® a0

Mat ot

Letter of intent addressed to the Head of Office;

Duly accomplished PDS (CS Form No. 212, Revised 2017) with Work
Experience Sheet;

Photocopy of valid and updated PRC License/ID;

Photocopy of Certificate of Eligibility/Rating;

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;

Photocopy of Certificate/s of Training;

Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record;

. Photocopy of latest appointment;

Photocopy of the Performance Rating in the last rating period(s) covering one
(1) year performance in the current/latest position prior to the deadline of
submission);

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 (Data Privacy Act of 2012),
using the attached form (Annex C or you may download the file on this link:
https://bit.ly/ChecklistOmnibusVer2), notarized by the authorized
official; and

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 Performance Rating in Item 20(i) is not relevant to the
position to be filled, if applicable; and

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.ly/DepEdDCApply.

’&sh} Address: Roxas cor. Lopez Jaena Street, Zone ll, 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 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
corresponding points.

The deadline for the submission of the applications for interested applicants
to the Division Office — Records Section is on March 16, 2025. You may submit to
the guard during weekends and holidays who shall likewise officially acknowledge
receipt of the document.

The proposed timeline of the selection process is as follows:

Date Activities Personnel Involved Mode
March 06, 2025- | Submission of Applicants Face-to-
March 16, 2025 application documents | Records Section Face
March 17, 2025 Forwarding the SDS Personnel Face-to-
transmittal of all AO IV -HRMO 11 Face
application documents | HRMPSB
to HRMO for pre- Secretariat
assessment of the
documents
March 18, 2025- | Conduct of initial AO IV - HRMO II Face-to-
March 31, 2025 evaluation based on HRMPSB Face
the CSC minimum Secretariat
Qualification HR Personnel
Standards (QS)
April 01, 2025 Issuance of letter for HRMPSB Secretariat | Online
disqualified applicants & Face-
to-Face

@ Address: Roxas cor. Lopez Jaena Street, Zone ll, Digos City (8002)
P 537, Telephone Nos.: (082) 553-8375; (082) 553-8396
(7




April 01, 2025- April | Issuance of AO IV -HRMO I Online
5, 2025 memorandum on the SDS
conduct of written
examination, open
assessment, and
interview of applicants

April 07, 2025-April | Conduct of written HRMPSB Face-to-
08, 2025 examination, open HRMPSB Secretariat Face
assessment, and
interview of applicants

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.

MELANIE pP. WO, PhD, CESQVI
Schools D¥vision Superintenden

-»nd Schools Division of Digos Cit:
RELCORDS SECTION
WA W SR D

OSDS/ADMIN /HR/ bpp
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a. Based on the minimum QS of the position to be filied, the HRMPSB shall
mummmmmmummm
Increments Table as shown in Table 2.a, 2.b, and 2.c.

equivalent 1o
's degree in {c.g Bach 's degree plus IBM
wmsmsdumﬂwﬁxhwwdmma}w Level 6 based on Table 2.a).

Actir

units taken to cam the
-4 _— mmmmse..mm—wmmmww
units towards the completion of a Master's degree.

b. After determining the baseline level, the HRMPSB shall compute for the
mﬁmezpﬂmxmwmmbuedmm:suhmm
shall refer 10 the difference betweren
mmbmmmmwmmkvdurm
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be given corresponding points on a cumulstive basis; provided, that | Points, = x/5 * WA i
ummmandlwweawmdmwmmmw | |
for; provided further, that the subj | Where:
ii. Consi: with the p of the CSC ORAOHRA, units and /or ;:mmmumm
m»{mdlﬁ&hehn CHED-recognized institution | WA = Weight Aliocation for Performance
may be considered master's units and/or degree for purposes of | (25 points)
giving points, mmmm:mmudm i . e
covered by board laws.
Mustrative exampie:
fi. Consi with Legal ion Board (LEB) Resolution No. 406, s. P — S—
2019, dem«mmummmm s S |
degree earned from law schools recognized or supervised by the LEB e
and its p shall be considered as Ll
buieei 14 peo ; tor nﬂduémdw:uhnmumhhw | Pointap g = 4355 * 28 = 21.78 o
positions that involve practice of profession covered by the rules It 1 applicant
governing the bar, subject to further clarificatory guidelines as may =
be issued by the The for shall be the rating
iv. Relevant training hours earned from digital/ virtual/online learning mmmt:zmMmmmuﬂmmwmﬁ
may be considered, subject to prescribed in wc from the . that is ®
(MC} No. 3, s. 2021 (General the wmmmw, orp
Dightal/ Online Learning in the Sector). posktion to
asa the shall also bc
v. km:;rmgmﬂmpmmw;:&mwm mma%ﬂdummm%&mur
hours approp rating period prior to shall
Certificate of Employment is submitted with details on the actual cxcept for promotion from first to second level entry positions where the
:m:mmﬁumdmm ﬂiﬂﬂ:‘f: required performance rating is at least Sstisfactory (S).
cquivalent months or years of experience based on the CSC-required An official or employee who is on official leave of absence, for reasons such
eight (8)-hour per day workday. as maternity leave, local or foreign scholarship, mhungmt.orm
CSC-authorized official leaves, may be considered for promoton. In such
ﬂmmgﬁmﬁﬂmaﬁuﬂmmmm mammmmmmwwnnmd
mbe e absence shall be required.
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as performance rating in the reclassifiod position for purposes
complete English transiation. dprmim.ifamh&
A.pﬂﬂ mmmmvmnnnervumacomm External applicants.
shall apply in the ap
wqummmmdmmmm app p is using a five (5)-

4. mwmmwmdmmm IM

responsibilities are carried out by the d by applicant’s perforrance nﬂqm 'Cuuﬂun: of n:j st be
are or ‘s The just
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Rlustrative example:

;-uun-..u-nn
Ferformance Rating Scale in Sw pervwus job:

| Beloww Expeciasion; Newds improvemen; Giod, Sveng: Rele Model

‘, Performance rating of e applicars Swong

2= RS mudpi e (Very Scasfociery aqvatens o Prformanom Rig = 3,995

PO nrpenny * 3.995(5 * 25 » 19.978

For whose perfc e is d using other

rating with scales that are not aligned with
wnw(sp-pumnmgmdmms.ﬂnmmma
system that ransmutes the performance rating to the corresponding points
comparable to the existing rubrics of the RPMS.

mm:mmlsmmmpuumﬂmwwm
submit performance rating/s from m.-orkthlhrdewmmd:

position to be fifled. N r rating/s for any reason
Bets a zero score for Perfo No proxy shall be

i in the of the rating.
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umm«m
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efficiency in
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the corresponding maximum points for cach component.

Page 80l 16

11MuMlM1ﬁhmmmmwm
as trainer/coach in any or

Means of verification:

rwwmmmm.mmmwyw/w

award category that are in series or
the highest-levet award shail be considered (e.g. NSPC winning coach at the
division, regional, level). Similarly, only the highest award shall be
given points in cases where applicants sul multiple awards from
different award giving bodies.
b. Research and Innovation
Means of verification:
A mmwwunmum«mw
Research Committee per DO No. 16, s. 2017
B. Ammmmmmwmuudom
C. Certification of utilization of the innovation or research, within
mmlommwwmumuom
D. Certification of
mmimmwbymuwdoam
E. b! (whose study/
i is likewise by
a.mhndaadbody)ufl}z pt/s developed in the
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mmmmrnmsm“udwmmm.mcmm-mr
may be carned for each component. 'l‘hepdm:enmdﬂmuchmpnmm
mmmwwmuﬁ g but not

i as k in Table 1 (Point System for Evaluative
for School Administration
Only those di i or earned after the last
mmwmmmumpﬂnu
N awards from a ugh scarch and

mwmmmm audua(sc

(NEDA), D demy of the Philippines (DABY,

Dep&d.m shall be given po(nu!nf‘ ng fie.
10 points).

The details of each ding A lish including the

mammmmbhmmmum

8. Awards and Recognition. This may refer to outstanding employee awards
and/or awards as trainer/coach.
a. 1. Outstanding Empioyee Award
Means of verification:
A Any ks or ng the Criteria
for the Search; and
B. Certificate of Recognition/Merit.

For collaboraty studies/i ions, the totg] points shail
be divided by the of / d in the
copyright pege

¢. Subject Matter Expart / Membership in National TWGs or Committecs.
mmmumammmmmwmuu

dge, skilis, and to develop an output, or
an in the level. This may include but not
hm.leed o the devel and/or of fr
mmmmmﬂmmwwmﬂpm
NTWGs or C  be rel to the being
Whhmmkmm
Means of verification:
A /N A ing the ip in NTWG or
Commitices;

B. Certificate of Participation or Attendance; and
< ow/mmwmmmmbupm

inciude applicants
Person, Trainer, cnd[or
mmmmmﬂm|mmm N
Means of verification [All listed MOVs shall be submitted):
A K /N i /Training Matrix;
B. C:n.lﬁr.-ud j Merit/Cs . /
and;
C. Siide deck/s used and/or Session guide/s.




A G of as Learning Pacilitator issued
Office i

NEAP Regional
B. Cerificate of
s Recognition &s Learning Facilitator issucd by

1
| Winning Coach (1% Prine Photojeurnalism) in 2015 | 2 points Creditad
J RSPC fenmplate MOV submisiod)
| Winning Coach (13t Prize Sagauty) 2 2616 1potnt | Credited
Divison Eduknsyon sa Pogpapakatao Celedration | ]
m:gg._ R |
o
o
s Breadeasting
et e

Applican: Chico gets threx (3) poeils for hes Awerds o Trainer/ Coach eamwed in 2015 and
2016, and one {1} point for his Resource Speakership in 2018. Hovever, sero (0) or no point
i gven. to under O i Award due o the recuered MOVs.
Chico geta a total of four (4) points in Outstanding Accomplishments.

6. Appl of Bdu of is the made

the } viedge. |

profi ability to present ideas,
judgment and icadership ability of the applicant. The test and evaluation
rubrics 10 !

appropriate the school administration positions must be

matter experls w0 i or to the schoal where
mmmm,umwwgmmmm

EWham: |
X = Score/ rating in wrilten exomingtion in percenioge scole !
| T1= Total number of test items or highest passible score {
WA = Weight Allocation for WE ‘

For the purpose of hiring and appointment to entry-level school principal
positions), the applicant’s score in the Principals Test / National
Qualifying Examination for School Heads (NQESH) or a similar
d by DepEd shall be the
‘basis for scoring the component on Written Examination (10 points).

actuot txctade Bobool Priocaped | Specinl Schou Princtml | S& 1) in Brmcntay, Jaswr
e B N B B e oy
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Higher premium shall be given to an lication of cducation or i made
by the applicant that is rel and appli o the to be filled.

Rels inter is di as tion that is directly applicable

themmmmlumwbaelhe for is lodged. An ot

Euuhlamuonmby!hclwhmdoanmmmwcﬂmwbc%m
mmmmmmmmb:mwumuﬁng

A Action Plan approved by the Head of Office
B. Accomplishment Report verified by the Head of Office
C. Centification of the wilization/adoption signed by the Head of

Rubrics:
[ MOVs bubmittes |
TALMovVs T
Only A&B
7 W
v of Learning and Devek (LAD). Application of L&D is a
; mﬂmmmmmmw&mmm’
done /. the i which must have led o significant

inter y by
Ppasitive results in their current or previous work.

Higher premium shall be given to an application of LAD or intervention made by
that is and o 1o be filled. The definition
of a8 st in ltem 6 of this Order shall apply.

that the L&D intervention was used, ‘adopted by the office at the
i/
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The applicant’s inability 1o take the principal's test shall not be considered
grounds for disqualification. No test result shall only mean no score under
the Written Examination component.

filustrative example:
l’ﬂl:- plﬁ' -
School Principal I - §G 19
| x= |65 (Principal’s Test numerical score)
=200
WA =10
 Polatums = (163/200)* 10 = 835 . ]
For promotion and appointment to higher school principal positions, the
HRMPSB or subject matter experts as may be requested by the HRMPSB
Mmammmmmﬂ-mumm
component on Written Examination {5 points).
Muﬁum»ph:
| Scheol Principal Il - 86 20

e
;m-s
| Polntan = 85/100  § = 425

b Behavioural Events Interview (BEI) refers to the conduct of direct inquiry
with the applicant, focusing on their display of desired behaviour/s when
subjected to specific or in their p and/or
current 3 that past

i Aptitude. The BEI shall be used to assess the applicant’s potential ar

Fit, Location Fit, and Organizational Fit.
iv.  Other areas that may be identified by the

The points allocated for BEI component (S paints for entry level and 10 points
Sfor higher positions) shali be the maximum or ceiling points that may be earned
. The points
The shall
the areas 10 the to be filled and assign points to
each area not exceeding the maximum or ceiling points for BEL
Page 16 of 16




Name of Applicant: Application Code:
Position Applied For:
Office of the Position Applied For:
Contact Number:
Religion:
Ethnicity:

Annex C
CHECKLIST OF REQUIREMENTS

Person with Disability: Yes ( ) No( )
Solo Parent: Yes ( ) No( )

Status of Verification
Submission (To be filled-our by the HRMO/HR Office/sub-committee)

Basic Documentary Requirement (To be filled-out by the Status of

applicant; - Rem
Check if submitted) (SUb?'SSi‘:::) emarks

Letter of intent addressed to the Head of Office or highest
human resource officer

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

Photocopy of valid and updated PRC License/ID

Photocopy of Certificate of Eligibility/Report of Rating

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

b

Photocopy of Certificate/s of Training

Photocopy of Certificate of Employment, Contract of Service, or
duly signed Service Record

Photocopy of latest appointment

~|F

Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) year performance prior to the deadline
of submission

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

Other documents as may be required for comparative
assessment, such as but not limited to:

Means of Verification (MOVs) showing OQutstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance of appointment

Photocopy of Performance Rating obtained from the relevant
work experience, if performance rating in Item (i) is not relevant
to the position to be filled

Screenshot of the automated e-mail response from the filled-up

DepEd Digos City Job Application Form

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY
I hereby 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 true copies thereof.

DATA PRIVACY CONSENT

I hereby grant the Department of Education the right to collect and process my personal information as stated ébove, ff)r 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 implemented by the Civil Service Commission.

Name and Signature of Applicant

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

Person Administering Oath

In consonance with Republic Act No. 8792 or the “Electronic Commerce Act of 2000, (e)lectronic documents shall have the legal effect, validity or enforceability as any other
document or legal writing and a) (w)here the law requires a document to be in writing, that requirement is met by an electronic document if the said electronic document
maintains its integrity and relfability and can be authenticated so as to be usable for subsequent reference.




