ﬁepuh[it}i the Philippines
Bepartment of Education

_ DIGOS CITY DIVISION
Office of the Schoois Division Superintendent

DIVISION MEMORANDUM
OSDS-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 : ANNOUNCEMENT OF VACANT POSITION FOR SCHOOL PRINCIPAL
POSITION
Date ; March 06, 2025

This Office 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 I | degreein | hours of 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

Plantilla Item No.: OSEC-DECSB-SP1-750052-2014
SG: 19

‘&:_} Address: Roxas cor. Lopez Jaena Street, Zone !i, Digos City (8002)

i37.p 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 an environment that is conducive to teaching-learning process, monitors
and assesses the school curriculum and accountable for higher learning outcomes.

Qualified applicants to the ABOVEMENTIONED POSITION shall address

their 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:

®po0

oo ;@™

a. Letter of intent addressed to the Head of Office;
b.

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.

‘@ Address: Roxas cor. Lopez Jaena Street, Zone II, Digos City (8002)
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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 II 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 |l, Digos City (8002)
§ :p Telephone Nos.: (082) 553-8375; (082) 553-8396




assessment, and
interview of applicants

April 01, 2025- April | Issuance of AO IV-HRMO I Online
5, 2025 memorandum on the SDS

conduct of written

examinatior, open

assessment, and

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

OSDS/ADMIN /HR/bpp

<

ion Superintendent

ayaf
MELANIE pP. 'ACIO, PhD, CESO
Schools Di

=B Schools Division of Digos City
RECORDS SECTION
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ATE: TIME:
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(Bnclosure No. 3 to DepEd Order Ko. 007, 4 2023 =

CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO
BCHOOL ADMINISTRATION POSITIONS

The assessment for School Administration positions shall be based on the

mu'nn;mm

a uan-mumuand/ordewm:vmmmemmwbem

ng the as defined in the CSC-approved QS;

b. ning hours rel to the position to be filled, the
requirements as defined in the CSCWQS.nwldmdlnzrﬂlelm
mmmblnwmﬂn:hehslﬂvem

c. ) to the mheﬂnd the
mﬂmt:udcﬁnedin:hemc-awos,

d. Performasce based on submitted rating covering one (1) year
or 12 months performance in the current or previous or
relevant to the position to be filled;

3 acquired after the last promotion;

f. of aficr the last 3

g Appl of L q after the last

h. Potential measured using other evaluative assesaments.

2. The point system for is d in Table 1.
Table 1. Point System for School Posit
] Criteria Breakdown of
i Foluts |
o Education 10
b. Training o 10
: . o
25
| . Outstanding Accomplishments 1o
| £ Appiication of Education 10
e son of L and Devel 10
h. Potential (Written Exam, BEI) 15
| Total 100
Page 1of 16
Table 2.b. Increments Table - Training Table 2.c. Increments Table - Rxperiance
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Rubrics for Computation of Points per Criterion

3. Edu Training, and Exp (ETE). The points for ETE,
cor 's qualifications exceeding the QS, shall be computed
mmmhmmmz;zh,zdmﬂmmlﬂw
Points for ETE (Table 3). omymmunmumwmwmummm
be filled shall be given points.

Tabie 2.a. Table -
Increment Range
Level ¢
1 i h Can fead and Wrer -
CF T oy et Fnsior tigh Bcheat Lewel Bucatn (X to 12)
—_— " " __ g Schosl Leved 00 currt s
3 i et Juner High Sctocl (K 01 Seusor High Sched Level Bdosetion (X o 13
— . - = . 4
« ;anrn.ud-—ﬂv:::-#rm | Lama theas 3 yrwwrs of Codope
s | Completad 3 yoare 1 Coflegs a8 G « Bacheior’s Degree bt more: thas 2 years
L3
% 1 et Dogrer T L O 6 Unts caried e i compirion
I 4 i o & Masters,
¥ T 4 Uors ewoas toward the comprton of Leea s 9 Usits earned iowards. e counpirton
- 1 S Mase:r) Degree __ o8 Mamery |
O 1 9 s curm] tpartis the com pretnn o
Mastcry
r s Y N
305 Units carmed towards the compioen of
| 1 - Mty
n wm—-mmmd
. BMsscraDeger
" n M“—‘hm‘
] 1 z-lu.—nu_-wu—nw
L~_27 i 'Mm—"‘ﬂwf“w&{-m‘-‘ht‘_‘_m"“ﬁ'.
® 30 Units swrvend towands Ui coanghetion of Lew than 1 Uni*s carnad tewands e coopletion of o
@ Masters Degrec

" Lewm than 36 Unite carmed towads. fhe cocapletion of 5 |

" Lo than #2 Uinits camcd St S i Compition of &

- _uuu'—"“m' —*—A -
1 n-su.—pa—-t-hmh-
Lo than e ewaread Mastrrs

"_—su-n--—.-———-.
3 u-n_sum.-.uu—bu-_h—-.

" Less than 9 Un .

Decterste 2

Lew thun 13 Units earned 1owents the compietion of
A = Dexserate

6% Thar, 13 Uruts earned towards the aamsierion of &
rE————
Less han 18 Urits enrned e the campieton o &
Lom dban 37 Drits earmed towacde ihe crmpietion of &
- Dectarss ______

Lima i, 79 Uran enrmed 1w the comptan of &

Las than Compicte Amdomic Bagaramemes
tonpleted Krwards U corupiction of  Ducrarste
Lres than an awnracd
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Tabile 3. Rubrics for Computation of Points for Ed ning, and Exp.
‘Weight Allscation —
+ qu | Folsts d—w
10 o1 more 16 10ormom
ocmpent i
10 pois 89 increments. L l-!m‘
Training: 10pointa 67 increments 6 &7 incemenn
Experience: 10 poines y
4-5 mcremsants 4 43
2-3 increments 2 .24-—11 i
n - 2%
VMMMIWIM’M 8G 19
difi per CSC. Qs
EBducation ] Bachelor’s degree in Secondary Education; or Bachelor’s degree
wath 18 professional education units
Training : 40 hours of reievant trat
Experience Head Teacher for | year; or

The date of HRMPSE assessment/ Open Ranking System: September 30, 2022

a. &aedmdnnﬁmqsdlhmmhﬁmmeﬂmm
the points for ETE using the
mnmnsmwmu.zb.m:c

o r— CiCappresed | Corraponding Lawsl
Standards for based oe bncremants

and units
qmsd\unmdeauuc ammpmumomww
units towards the completion of a Master’s degree.

b. After determining the baseline level, the HRMPSB shall compute for the

m«mummxmmwammmmmwmm

shall refer 10 the difference between

mwammmmmwmdm
of the to be flled.




Onhthmmnmmwmmmbeﬂkdmﬂud‘ "_‘—'Id-lnam T Temaier 1 e B v B 10, 3003 s Miveh OB, 2000 |
exceed the ) QS of the shall be R o H
given corresponding points in the computation of increments. | o b 7. 3007 | Rt s |
| —— oy | !
For positions with Qs fe.8. HT for 1 year, i | =
unnzm ncm-zm'rmrwsm the HRMPSB shall entify | Dagimva - i
d. This shall be ! { Apstioant'y Experince laved - = e
mmmmmmnmlmﬁmmuurw : (T s
c. After computing the
Qs the points by the applicant for ETE
A: 5 3 2
shall be Mntd“\:hg 3_mumfw Computation of Points for
Hlustrative example:
i i A ' Using the apphoable rubrics for the School Administration as shotn in Table 3 and
i | P s o 74 a0 St e : based on the number of i eamed by App A, the 1on of ponts
| { PRI SR — for ETE is as follous:
e 3-8 20 teremete ]
i 1 e T i
Compuation of Incremenis based an actual Training qualification of Applicant A e — o : E——— l'""".""“-. = j!‘-"- !
v ~ = e T :wum- ,M—;l ‘ FEr——— 14—t FIE=——— 70 paecs ‘i
?'iaﬁ%:‘“‘*m-ﬂn—ﬁ;a%%-;‘m e L el Pt I ]
| 3 i v e i il |
;o -, 1 b rotSevend fur The. vonecong of I i -—-1--:: : ."..".‘z,', i ‘ :----- i m::u 1 |
| i | By g, Bt N, | ot 90 =t fr——
! X | e g nmmmanl 28 ! ' | e
1 Py - | St | | pyte—t st & | Applomni 4
| SR Mewh 12 20230 | £ & ety | Tt et | e S | et 3 o uina o
' [ | AR, M 18, 3 000w e | mbinem Qi | i Gl 4| WT e b
i | | | srtieaws | oumwin oty dF R frosspaany
=4 Priigel of i var 1.* :l.-n_;'lll
l.—...;m_;—.. ! o Comibuact of | Tewinow Rident | 8 Saematary | apam s g o
i i e 21 2007 Mrer | Dvamics. e | wama |
| Tt ot Lt 308, 84 GhoATAT Bt { | w10, | 2 219 st s frgren | 5 aerwmes
| R e e e PN S e— ! s B | ———aad
| 2550 30000 1 e 20- 6 » 14 tnerewenie 4 ] 1"-.-, ‘ el A l i ool
Bl i 2 bt | e - 1 ! | e e | wan | oo ——t | i~
Lot s Sp Vot | | | s el o0 | =T
. 4 | ‘Etemren i
AT 34— 1 1 Maeasi i | et 1
{ ety i 1 Pt
. s | e ‘ |
Computation of Increments based on actual of A i | o | ot e
o , S : o, T
PR N S— | | N | | e o
o B | b e prean = b PR M i oo e ! { i i v
bR [ | ! e |
1310 ey 21, 3018 L i | USRS SIS i e S N [
i LY %l’-.“”lﬂﬂ--’-!
1 o tmrte
d. ing the i Qs for

Mwmmymmnﬁdnm
€. The following general guidelines shall be observed in giving corresponding
points w ing, and eri qualific 3

Apptiac-t's Dxperes v - OS Wil = oy
21 -3 = 1 tncrements
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i. Education units and/jor degrees in muitipie or different majors may i S - o

be given corresponding points on a cumulative basis; provided, that 1 Pot = x/5 * WA

the units and/or degrees camed are relevant to the position applied ;

for; provided further, that are not. ;Whme.
i C of the CSC ORAOHRA, units andfor i'-nu-’mm-.mpmm

mdmd%h-mww | WA = Weight Allocation for Performance

be considered master’s units and/or degree for purposes of | (25 points)
mpmm except for positions that involve practice of profession ! - R
covered by board laws.
Jlustrative example:

ii. Consi :pl ion Board {LEB) Resolution No. 406, s. R

2019, Bachelor of Laws (LLB.] or Juris Doctor {J.D.] units and/or .'h'". ,“‘"""

degree earned from law schools recognized or supervised by the LEB oy e

and its shall be considered as Lot

q 0 pi units/degrees in other non-law POty = 4.356/5 * 28 =

m'u for o of giving Pﬂﬂ}'ow? for Y ——

mmw.mm&mhnﬁémm-:m a Sl PP

be issucd by the LES. The for i shall be the rating
fv. Relevant training hours carmed trom cigital/ vircualonlin iearming O o s e e e prat tataa

myhemsidaed,whjncl the conditions prescribed in CSC and g

Memorandum Circular (MC) No. 3, 8. 2021 (General Guidelines on from the applicant’s current or previous job or position that is relevant to

Digital/ Online Learning in the Public Sector). the position to be Slied.

. However, as a shall also be required

v. Relevant experience gained from part-time work of at least four (4) to submit a performance rating of at least Very Satisfactory {VS) in the last

hours per day may be con: that the Tating period prior to the date of or

Certificate of Employment is mm-um«ammw
mmammsumdmm the months

or years of d to the
Wmmmwmnrwwmwmm An official or emplayee who is on official leave of abscnce, for reasans such
eight {8)-hour per day workday. as maternity lcave, local or forcign scholarship, training grant, or other
CSC-authorized official leaves, may be considered for promotion. In such
i wwmmu&uﬂmmmm cases, a mnmmmmmmmwwmd
:_qybe -o::unun absence shall be
mmmmummuuwmuh
other than or shail a
Innpn:a Bndlﬂ hli;:im b:u:midby e n‘ I the pes

mwmmmmmmlmwdumom
shell apply in the app
unmnmdmdmummm

uc of the RPMS
Pe: refera to the of how tasks, duties, and rating (Table 4] equivalent to rating shall be used as the
ﬂuedoeu alm:her dmmmmh‘: ois e 5 e o st be
rating ment or m supported Performance Tool.
obtained in the current or p that is w o with the

heﬁnedmnbeuudtwmd'mmuhpﬂhmm
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Table 4. Midpoint Value of the RPMS Rating

|“ﬂ“‘(l-~”

e,
ummwma—au
| Performance rasing of the applicars: Sreng.

jze
| WA=35

whose is d using other
ith scales that are not aligned with

External applicant/s to vacant shall

Wsmmmmhwmdu

to be filled. Ni rating/s for any reason

Bets a zero score for No proxy shall be
in the of the rating.

s. ding A On refer o
of an i such as ideas, inventions, or discoveries
Mmdwmwmmwmwm-mhkm
the KRAs the applicant’s cwrent or previous position.
mmmummmnmm

imp: lndlor
mmwm

Tabie 5 below of O
meeampmdm;mmpdnubtud:mm

and

aing
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n&m»m.a/mmmummm by applicants
as trainer/coach in any or

Means of verification:

A Any the as
trainer /coach; Hll

B. Certificate of Recognition/Appreciation as Trainer/Coach of a
Winning Contestant /Event/Activity.

Fawmmmmmﬂmmhuywm
award category that are in series or » only
the highest-levet award shait be considered {c.g. NSPC winning coach &t the
division, level). only the highest award shall be
given points in cases where applicants submit multiple awards from
different award giving bodies.

b. Research and Innovation
Mecans of verification:

A mwmwwwnmamuhum
Committee per DO No. 16, s. 2017

B. pmhmen Report verified by the Head of Office

C. Certification of utilization of the or rescarch, within
M:dnd/oﬂmhbwwthﬂuddoh

D. Certification of by

E.

m.dnol/eﬂuwwwu:eumdoﬂw
1 Prndcldnﬂnnby {whose

n&'bemby
lun:oﬁa:dbnd:ﬂduu ._l.‘ -

Page 11 of 16

mpdnummmsnuHmnmmwmmum
may be carned for each wmmmmmwm

Only those diy ired or earned after the last
Mmummmuwmu

awards tired from a ugh scarch process and

mwwmmm mum. i

of the Philippines {mun,

Le.

(NEDA}, Dr
DepEd, etc., shall be given points in O
10 points).

The details of cach of On ding A ki including the
uw-mmmummm-ﬂm

a. Awards and Recognition. This may refer to outstanding employce awands
and/or awards as trainer/coach.
a . Qutstanding Empioyee Award
Means of verification:
A Anyi ar the Criteria
for the Scarch; and
B. Certificate of Recognition/Merit.

c. Subject Matter Expert [ Membership in Ne TWGs or

Mcans of verification:

A / dum showing the p in NTWG or

ning action cells (LAC) sessions, etc.

umdmwwm-mummﬂ

A / / Trai Mnlrix;
B. C’am’.ihled’ f Merit/C: /Ap s

{8 Siid: deck/s used and/or Session guide/s.




llustrative example:

Applicont Chico is appiying for a School Principal I (SG-19) within SDO Bagedo City. He ia
M-MMIU:MG&HMW”-M,H:
his he the follovang

For the puspose of nG

MOVa:

[ Outetunding dccomplahmenss | o | mRasES
g Based on Remarks i

[ e w iegitieas 1 i (SRS

| Outstanding Employee Auwards 2017 in Boguio | Zpoints | Fot credited due to

| National High Sohaol fna MOV submitiedy ‘ of
i regreired MOV

| Winning Coach (14 Prise Phomjrumaliom) s 2015 | Zpoints | Credted

| RSPC jcompleie MOV mubmisied)

| Winning Coach (1st Prize Sayausy in 2016 1 Crudited

| Divison Edukasyon sa Pogpapakatao ; po

. leomplete MOV sube L

Cernficate of Recognition as Resouror Speaker in i Credired

muna:nnuwm e

| feomplete MOVs submitted)

Applicant Chico gets three (3} pownis for his Awerds as Trainer/ Coach earned in 2015 and
2016, and ane (1} point for his Resource Speakership in 2018. However, 2ero (0} er no point
is given 2 e Avward of the requeired MOVs.
Chice gets a total of fouer (4) poirts in Outstanding Accompishments.

6. Appli of Bdu of is the made
by an applicant to their workplace as a result of their learnings from their i
dewauwudnurmd.muhmmﬂnhﬁmwpﬂumm.
wsmmummtmmpmmbemmmmb:mwn

i who has applied the leamings gained from said higher
education units or degree/s camed. The application of education must have led 10
significant positive results in the 's current or work.

Page 130f 16

memmﬁum‘mm

“wmwk vmdum%&”ﬂuﬂmm’
and

rubrics appropriate to the school administration positions must be
developed by subject matter experts as requested by the HRMPSB, Subject
matter refer to i the school where

w0 or to
the vacancy exists, or to the Department, thosc who have working
knowledge of the specific i q by the to be filled.

For the purpose of hiring and appointment to eatry-level school principal

a: i by DepEd shall be the
basis for scoring the component on Written Examination (10 points).

» ot ichate oo Principel | 59 1), Special Sctmel Princiyel | (56 1) i Sicwentary, Susior
T e s I R ey
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If the intervention Mebyxhe-wimtdoummlhemwbekhm
then said intervention shall be considered and be corresponding points using
the rubrics for Not Relevan:. e

Means of verificaion:

A Actian Plan approved by the Head of Office
B. Accomplishment Report verified by the Head of Office
C. ommﬁm“mhﬂnBIMnﬁwbrtbeMd

mmmumm»mamemw
that s and to

the 10 be filled. The definition
of i ion & sti in Item & of this Order shall apply.

Means of verification

A Certificate of Training or Certification on any applicable L&D
intervention scquired that is aligned with the Individual

L&D in / D by the Head of
Office;

C. Report toge with & Certification
lhlﬂ:ubhnmmﬂnnluledlmwlhedhznl}t
local level:
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The applicant's inability to take the principal's test shall not be considered
for disqualification.

grounds No test resuit shall only mean no score under
the Written Examination component.

Hiustrative example:

Vacant posizion: .
School Principal [ - 8G 19

x = |65 (Principal’s Teat aumerical score)
I =200

WA= 10 |
 Potntawn = (165/200)* 10 = 8.35

shall develop a written examination which shall be the basis for scoring the
component on Written Examination (3 points).

TMustrative example:

| Seheal Principal Il - 86 30
| e o e S0 e urton ey
| WA=S

{

| Potntsey = 85/100 * 5 = 4.25

b. Behaviowral Events Interview (BEI) refers 1o the conduct of direct inquiry
with the applicant, focusing on their display of desired behaviour/s when
b o or i in their pr and/or

Situations in which the applicant acted; the Task/s that the applicant
faced; the Actions that the applicant wok; and the Results of these sctions.
The BE] may be used to assess the following aress:

i.  Aptitude The BEI shall be used to assess the applicant's potential or
their capacity and ability 10 assume the duties of the position to be
filledt and those higher positions that are more technical in nature.
Characteristics wmnmhmwmmmwm
aspects such as the applicant’s psychological and well A
Fitness. It shall serve as an avenue to evaluate an applicant’s Job
Fit, Location Fit, and Organizational Fit.

Other areas that may be identified by the HRMPSB.

The points allocated for BEI component ﬁpdmfqukidmdmm
for higher positions] shall be the maximum or ceiling points that may be eamed
bymmﬁen&‘!hcpdm_ﬁum &ome::ummcmmmw

TE®

the areas w
each area not exceeding the maximum or ceiling points for BEL



Name of Applicant: Application Code:
Position Applied For:
Office of the Position Applied For:

Annex C
CHECKLIST OF REQUIREMENTS

Contact Number:

Religion:
Ethnicity:

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

A I . S
Ut
Submission routly /HR Office/su ittee)

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

opplcont; Submission Remarks
Check if submitted) (Check if complied)

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

Photocopy of Certificate/s of Training

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

Photocopy of latest appointment

=T -

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 Outstanding
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 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 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
malntains its integrity and reliability and can be authenticated so as to be usable for subsequent reference.




