Republic of the Philippines
Bepartment of Education

L DIGOS CITY DIVISION
Office of the Schools Division Superintendent

DIVISION MEMORANDUM
0SDS-2025-__ 05D

To f 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 RELATED-
TEACHING POSITION
Date . March 11, 2025

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

VACANCY QUALIFICATION STANDARDS
POSITION EDUCATION TRAINING | EXPERIENCE ELIGIBILITY
TITLE
GUIDANCE Master's degree None None RA 1080 (Guidance
COUNSELOR in Guidance Required Required Counselor)
IIX and Counseling
Plantilla Item No.: OSEC-DECSB-GUIDC3-750217-2021
SG: 13

Monthly Salary: P 34,421.00

No. of Vacancy/ies: 1

Place of Assignment: DIGOS CITY NATIONAL HIGH SCHOOL
JOB SUMMARY:

e Provides and implements guidance and counseling services for the learners of
the schools within a division, which includes counseling, psychological testing,
learning and study orientation, research, and career guidance and advocacy;
and

e Reports to the Assistant Principal for Operations and Learner Support and/or
Principal/School Head, as well as the School Governance and Operations
Division (SGOD) at the SDO.

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




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
DIGOS CITY NATIONAL HIGH SCHOOL.

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. Letter of intent addressed to the Head of Office;
b. Duly accomplished PDS (CS Form No. 212, Revised 2017) with Work
Experience Sheet;

c. Photocopy of valid and updated PRC License/ID;

d. Photocopy of Certificate of Eligibility /Rating;

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,;

f. Photocopy of Certificate/s of Training;

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

h. Photocopy of latest appointment;

i. 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;

j- 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

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

1. 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.

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
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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. 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-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 Digos City National High School is on March 21, 2025. You may submit to the
guard during weekends and holidays who shall likewise officially acknowledge receipt
of the document.

The deadline for the submission of the School Head to the Schools Division
Office — Records Section is on March 28, 2025.

The proposed timeline of the selection process is as follows:

Date Activities Personnel Involved Mode

March 11, 2025- Submission of Applicants Face-to-

March 21, 2025 application documents | School PSB Face

School Head

March 28, 2025 Submission of School PSB Face-to-
application documents | School Head Face
together with School Records Section
PSB’s Summary of
Assessment

March 31, 2025 Forwarding the SDS Personnel Face-to-
transmittal of all AOIV-HRMOII Face
application documents | HRMPSB
to HRMO for pre- Secretariat
assessment of the
documents

April 01, 2025-April Conduct of initial AOIV-HRMO II Face-to-

15, 2025 evaluation based on HRMPSB Face
the CSC minimum Secretariat
Qualification HR personnel
Standards (QS)

April 16, 2025 Issuance of letter for HRMPSB Secretariat | Online
qualified and & Face-
disqualified applicants to-Face

April 16, 2025-April Issuance of AO IV -HRMO I Online

24, 2025 memorandum on the SDS
conduct of written
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examination, open

assessment, and

| | interview of applicants -
Apnl 25, 2025- Apnl Conduct of written HRMPSB

28, 2025 examination, open | HRMPSB Secretariat

assessment, and

Face- to—
Face

|
l
\
1 | 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.

-
& Digitally signed by Melanie P. Estacio
Date: 2025.03.11 15:07:30 +0800°

MELANIE P. ESTACIO, Ph.D, CESO VI
Schools Division Superintendent

YepEd Schools \"Mmon oF quos H

OSDS/ADMIN /HE/ dbe
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(Bnclogure No. 4 to Depkd Order Na. 007, «. 2029 TS e
CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO Tabls 3.b. Increments Table - Tralaltg ~ Tie 3.0 Insraments Fuble - Bupacicace
1. The foc shall be based on the foliowing
exiteria:
8. Bducstion units and/or degroc relevant to the position o be fHlied,
Ilc.lm 5 e
b. Telning hours relevant t the position to be filled, excceding the minimum
qualification requirements as defined in the CSC-approved QS, acquired
after the last promotion biit within the last five (5) yours;
n Exporisnce relevant to tise poattion to be flied, expoding the mintmum
qualification requircments as defined in the CSC-approved QS;
4 Parformancs based on submitied performance rating covering one (1) year
ii monthe performance in the current or previcus job or position
relevant to the position to be filled;
e Outstandiug Accomplishments acquired afier the last promotion;
I, Application of Rducation acquired after the last procotion;
Learning and (L&D) apquired after the last
promotion; and
h. Potemtial meastured using other evaluative assessments.
The palnt system for evaluative assessment Js detafled in Tuble 1. The point
system shall vary based on the leve] and salary range of the position. Points assigned
to each criterion shall vary from one salary Tange t another, giving premium to
specific criteria that are more relevant to the poaition to be filled. N
w
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pointa o relevant Education, Tralak ‘Bxperionos qualifications:
For purposes of detervmining the baseline level for Education, sny
professional or specialisation units, if there be any, aa may be required In 1. Bducation units and for degrees in multiple or different majors may
the C8C-approved QS in addivion to non-Education degrec shal be be given cormesponding points on & cumulative basis; provided, that
considered equivalent ta & Bachelor's degree In Education (¢ g Bachalor's the wnits And/or degrees eamed &re relevant to the position appiicd
degree plus 18 professicoal units in Education with appropriste major = :ﬁigilbn!gilaii
TLevel 6 based on Table 2.4). Additionel prodessicnal and specialization
units taken © cem the equivalent Education degree (Le., BEEM, BEEQ) . Consisiznt with the provisions of the CSC ORAOHRA, units and/or
shall not 10 ynits towards. of a Master’s degree. degrees of Doctor of Madicine from & CHED-rocognised institution
!’Egiﬂi\qg'ia
b. After detenmining the bpscline level, the HRMPSB shall compute for the l&lgg?%i;%li
of the actal ‘bused on the submitted covered by board lews.
the difference betweet.
the spplicant's sctual qualification level and the corresponding level of the.
minmum (bascling QS requirement of the position to be. filled.




il Consistent with Legal Education Board (LEB) Resoiution Na. 406, 8.

2019, Bachelor of Lawa (LLB, Juris Doctor ) units and/e
degree carned from law schools recognised or supervised by the LEB
and ita predeocssor regulatory egencies shall be considered as
eqr © doctorate T other non-law
academic disciplines for purposes of giving points, cxocpt for
positions that involve practice of proftsaion covered by the rules
governing the bar, subject 1o further clarificaory guidelines as may
e issued by the LEB.

v, Relevant training hours earned from digital /virtual/enline learning
may be considened, subject to the conditiops prescribed in CSC
Memarandum Cheular (MC) No. 3, ». 2021 (Osneral Guidslines on
Digital/ Online Lecirning in the Public Sectar).

Relevant experionce gained from part-time work of at least four (%)

or years of relevant experience submitted shal be tranamuied 1o the

cquivalent monthy or years of experience based on the CSC-required
cight (8)-hour per day workday.

vi. Relevant Experience gained from abroad of outside the Philippines
may be considered provided that the appiicant submits a Certificate
of Employment. Those documentary requirements written in
langunges other than English or Filipino shal] be sccompanied by a
complese English translation.

. Appiicsble provisions wnder Rule VIII Part | to IV of the CSC ORAOHRA
shall apply in the appreciation of relevant Education, Training, and
Experience qualifications and giving of paints to ETE credentials.

4. Performance. Performancy refers to the assessment of bow tasks, duties and

responaibilities are carried out of accomplished by the spplicant as evidenced by

or nther mewns “Mhe performance rating

obtaiped in the current or previois job or position that is relevant to the position to
e filled shall be used for purposes of giving polnts for performance.

5 Posttions with experisnce requirement. Applicants to positions that
roquire cxperience mus| submit latest performance, rating/s covering one
:.ulvﬂ"uﬂ_aﬁgiii!i?aiiiir
relevant to the position to be filied. Computation of points for performance
shall be &a follows:

POUNL S wepirmancs = %8 * WAgecormarcn

which were duly recognizad by an suthorised body. These must have a direct Unk 1o
the KRAs of the spplicant’s cument or [revious position. Outstanding
accomplishments must have led 1o positive results in their workplace through
efficiency in operation, Increased production, improved working standards, and/or
savings In government spending

Tabie 5 below the of O
the curresponding maxitum polnts for each component.

may be earned for each component. The points earned from each componeat are
1mulative to dsteemine the total points for Outstanding Acoomplishments; but 2ot
10 exceed the weight allooation fs Outstanding Accomplishments as stipulatcd in
Table 1 (Point System for Evaluative Assesamnest for Related-Tesching Positions).

O&gééﬁlgﬁil’qaﬂi

National level individual swards acquired from & thorough search process and
nﬂggggi_glg_ggé
U&iﬂngaﬂg.ggﬂﬂn%g,
DepEd, eic., shall be given maximum points tn Outstanding Accompliahments (Le.
five {5) points for S0 16-23 and §G 27, and 10 points for 53 11-15 and 8C 24).

The detalls of each of including the
s )

"
ewards, or outstanding smployee awards.

a1, Academic or Inter-Schoo! Awands. This shall apply only to appiicants
with no or less thar one (1] yesr work experience (g, freah graduatesi.

The performance rating required for internal epplicants shall be the rating
derived from the Results-Based Performance Management System (RPMS)

Individual Performance Commitment and Review (IPCR} Form obtained
from the applicant's cusrent or previous position that is relevant to the
positian to be filied.

However, as u the. also be required
to submit & performanos rating of at least Very Sutbsfactory (V) in the last
rating period prior to the date of asscssment of screeming, except for
promotion from first (o second level entry positions where the required

rating is af Jeast

An official or smployee who is on official leave of absence, for reasona auch
s maternity leave, locsl or foreign scholarship, training grant, or other
CSC-authorised official leaves, may be considered for promotion. In such
cases, & performance mating in the last rating period prior to the leave of
abscnce shall be required.

The performance rating prior 1o the reclasaification of the position shiall be

For extcrnal applicants whose performance is messurcd using a five (5)-
level, adjectival performance rating scale, the midpaint value of the RPMS

Paged
“The foliowing MOVa and rubsics shall be used in determining points for
Awnrds and Recognition.
eana of verification:
A Academic ot inter-school awnrd; or
B. Oertificgtion or any document showing top-notching & Board
Examination; or
C. Certificatr of any document showing TOSP Award.
Rubrics:
‘At loast throe (3) academic ot imter-achool 1 points
wwards o TOSP Award or Top 10 in
_ Board, C8 Wligibility.
At lonst twe (2) academic or inter-achool { point
mwards.
.2 Outstanding Employee Award This shall apply to applicants with
previous work experience, or those applying o positions with experience
roquircment.
Means of verification:
A. Any issuance, memorandum or document showing the Criteria

For multiple awards roceived from the same award giving body end/or

given polnta In cases where appiicants’ submit multiple swards from

WA = 0

ottt e T 3 PRI 1808
Por external epplicants whose performance is mensured uaing other
rumerical are not aligned with
the five (5}-point rating scale of the RPMS, the HRMPSB shall develop &
system that transmistes thy performance rating to the corresponding points
comparsble to the exiating rubrics of the RPMS.
External applicant/s to vacant positions with experiensce requirement shall
submit performance mting/s from current or previous work that is relevant
BEEBFE‘.EIE«!—‘?{E«
i!-!gzggaiiﬂ-!
e considered in the abseroe of the applicable performance rating.

b Paesttions with no 0 positiona that
oo Ill.l-lilll..{“!i at
Career Service Eligiblity matings. Computation of pointa for performance

= Board Exam/CS Blighlity rating
WA = Weight Allacation for Performance
(20 pointa for SG 11-15, SG 16-33 and 50 37 25 peints for 50 24)

EE%S&’%EEG@«E
Forelgn School Honor Graduste Eligibility (FSHOE) as stipulated under

8. Accomplishment Report verified by the Hewd of Office
D. Certification of adoption of the innovetion or research by

whether publighed or unpublished, (s Wiewise approved by




5 of s e
proven success of the learnings gained from the human resource development (HRD)

A Certificate of Training or Certification nn any spplicable LD

be

B Action Plan/Re-entry Acdon Plan (REAP)/Job Bwmbodded
sarning (JEL)/ mpact Projent applying] the learnings fram the
u‘ugixigsﬂiﬁﬁzﬁ

D. Accomplishment Repor: together with & General Certification.
that the LAD intervention war used/adopted by & different
office &t the local/highes level.

Sensa o T ey o B e T b 300 Clrmcm ity
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HRAPSS
Housever, siwcn Orange ta applying for Seniar KRS (SC-15), the mayeun poris of fiss (5]
y % Ly fod g
e gl
6. Application of Bdweation. Application of education i (e contribution mads
Eﬁiigﬂ!na-ir&i!iiaﬁli
degrve/s and units camed, a8 not limited 1o applied conocpts, processes,
E&EQSIEEUF!EEH!SG
applicant who has wuccessfully applied the leamings gained from sald higher
education units or degres /s sared. The appiication of eduration must have led to
significant positive results in the applicant’s current or previous wark.

o Positions with experipnos reguirement. Application of sducation is the
contributions made by the applicant to their workplace as a result of their
Iearnings from their education degreoa of units camed, sach as but not
limited to applisd concepts, processes, and skills {hat are relevant to the
position to be filled.

Higher premium shall be given to an application of education or
intervention made by the applicant that is relevant and applicable 10 the
‘position to be filled.

Relevant tnterventios is described s the intervention that is directly
applicable to the functional unit where the position applied for s lodged.
An intervention fs described t be gpplicable f it can be used in the
operations of the functional unit based on {ts office mandates in the official
DepEd Office Punctions or Office Orders for the creation of the functional
unit.

Page 14 Page
individuals interna! or extenal to the office where the exists, or to the 5?%.-?3;%..3!53&'&!
Department, who have working Eﬁ which the applicant acted; the Task/s that the applicant faced; the Actions
required by the poaition w be filled. that the applicant took; and the Results of those actions. The BEI may be used

‘assess the following areas:
Sty = 200+ Wiy Agstitude. The BE] shall be used 0 asscss the spplicants potential
Where: | thelr capacity and atrility to assume the duties of the position to be
x=. ion scale E!&Giol&.l%glhui‘isg
WA = Weight Allocasion for WE i H n-lnlll“lﬂsvlwn-v-l .ulun!‘i"i!ln
il  Pitness. It shall serve as an avenue to evaluate an applicant’s Job Fit,
Miusirative exampls: Location Pit, and Organizational Pit.
Othar areas that may be idensified by the HRMPSE.
brrovi noeysad The allocated for BET component (5 points) shall serve be the maxbmum
Betucetion Program Spactatiet [l - 80 RE}EREUEHH%?E.&E
=85 each area are cumulntive to determine the total points for BEl componsat. The
WA= HRMPSE shall determine the appropriate arcas relevant to the position w be
| Pt «88/100+ 8 = 4,35 Hﬁﬂggsaaagﬁﬂlﬂiﬂg

Bkills or Work Sumple Test refers (o the test that may be adwministered to

cvaluate the application of sidlis relevant to the requingment of the position to

be filled. The test and evaluation rubwics muat be designed by subject matter

experts as requested by the HRMPSB depending on the type of skills test

required by the position tc be filled.

r
| Pointaum = X/100 * Whwmey
the 8/ WST. senle
| WA = Weght Allooation for &/ ST |
{10 points for 50 11-15, SG 16-23, 5G 27: 5 points for 8C 24)
Niustrative example:
-
Vo powiton:
Benceton Program Specialise I - 80
0
Poinsauwen = 887100 ¢ 10 = 8.8

Behavioural Svents Intorview (BEY) refers t0 the conduct of direct tnquiry

with the applicant, focusing on thelr display of desired behaviour/s when

subjected o specific situstions or conditions in tkeir previous and/ or current

warkplece. BEI is besed cn the principle that past behaviour predicts farure

performance. X uses the STAR approach to validate whether the key
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