Republic of the Philippines

Bepartment of Education

DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DIVISION MEMORANDUM

OSDS-2025- l ’Is

Assistant Schools Division Superintendent

Public Elementary and Secondary School Heads
Division Teaching and Non-Teaching Personnel

To
Division Chiefs and Unit Heads
Education Program Supervisors
Public Schools District Supervisors
All Others Concerned

Subiect :
POSITION

Date April 10, 2025

ANNOUNCEMENT OF VACANT POSITION FOR SCHOOL PRINCIPAL

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 1 year as | LET/PBET/R.A.1080 National
PRINCIPAL II degree in hours of | Principal (TEACHER) Qualifying
(ELEMENTARY | Elementary | relevant Examination
GRADES) Education; | training for School
or Heads
Bachelor's (NQESH)
degree with Passer
18
professional
education
units plus 6
units of
Management

SG: 20

Monthly Salary: P 62,967.00

Plantilla Item No.: OSEC-DECSB-SP2-750003-2021

Address: Roxas cor. Lopez Jaena Street, Zone |, Digos City (8002)
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:

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/R.A. 1080/LET/PBET/NQESH;

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 complete 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.

o a0

- S

Applicants are required to fill out the electronic google form upon
submission of application documents. Please access this link:
https:/ /bit.ly/DepEdDCApply.

’w_q‘ Address: Roxas cor. Lopez Jaena Street, Zone I, Digos City (8002)
1@ a7, 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 April 20, 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
April 10, 2025-April | Submission of Applicants Face-to-
20, 2025 application documents | Records Section Face
April 21, 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
April 22, 2025-May | Conduct of initial AO IV - HRMO II Face-to-
06, 2025 evaluation based on HRMPSB Face
the CSC minimum Secretariat
Qualification HR Personnel
Standards (QS)
May 07, 2025 Issuance of letter for HRMPSB Secretariat | Online
qualified and & Face-
disqualified applicants to-Face

‘&?&___“ Address: Roxas cor. Lopez Jaena Street, Zone |, Digos City (8002)
i1 27p Telephone Nos.: (082) 553-8375; (082) 553-8396




assessment, and
interview of applicants

May 07, 2025- May | Issuance of AO IV-HRMO II Online
11, 2025 memorandum on the SDS

conduct of written

examination, open

assessment, and

interview of applicants
May 13, 2025-May | Conduct of written HRMPSB Face-to-
14, 2025 examination, open HRMPSB Secretariat | Face

This Office allows anyone within or outside DepEd to apply for a position,
irrespective of age, sex, sexual orientation, gender identity and expression, civil
status, disability, religion, ethnicity, and political beliefs.

Widest dissemination of this Memorandum is earnestly desired.

OSDS/ADMIN /HR/bpp

m% %ESTACIO, PhD, CESO VI

Schools Division Superintendent{,, %

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



CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:

Annex C

Position Applied For:
Office of the Position Applied For:
Contact Number:
Religion:
Ethnicity:
Person with Disability: Yes ( )
Solo Parent: Yes ( ) No( )

No( )

Status of
Submission
(To be filled-out by the
applicant;
Check if submitted)

Basic Documentary Requirement

Verification
(To be filled-out by the HRMO/HR Office/sub-committee)

Status of

Submission
(Check if complied)

Remarks

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

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

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

d. | Photocopy of Certificate of Eligibility/Report of 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

Photocopy of Certificate/s of Training

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

T ®|m

Photocopy of latest appointment

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

k. | Other documents as may be required for comparative
nent, 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

L. |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

1 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.

Subscribed and sworn to before me this day of. year

Name and Signature of Applicant

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 reliability and can be authenticated so as to be usable for subsequent reference.
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i. Education units and/or degrees in multipie or different majors may
‘be given corresponding points on & cumulatiye basis; provided, that PO B e srrmancey = X/E * WhPartormces
E units and/or degrees earned are relevant t the position applied.
o, provided further, that the subjects completed are ot duplicated. Whare:
1 Conaistent with {he provisions of the CSC ORAOHRA, units and A e T i Dopitd RPASS
I'&;&E-.I-gglngh ,ﬂs.;iﬂhi
may be considered master's units and/or degree for purposes of 125 points)
@iving potnta, except for positions that involve practice of profesaion 7 -
i W“[luﬁ&r'_g!i'tlﬂ['.il r 4
olllnl-lrlﬂp&.-nlllla-w_r!?rﬂ [ e astoats " 0 10
e0d ity prodecevace giﬁﬂ--fu cﬂ_s;.:lﬁt i._r.l n
gglﬂﬂ“ﬁll]hl!iﬂl the - , =
ruics
Hlulif_“.u.n.zﬂa-..on...\s-i&l& an may & Internal applicants.
e byt 88 petiaance rting reied o vl applony shall b th rating f 7
iv. Relevant training hours earned from digital/virtual /omline learning dertved from the Resuits-Based System [RPMS) |nnas
may be comtidered, subject to the conditions prescribed fn CSC Individual and Reviow (IPCR) Form obtained 7
Memorandum Circular (MC) No. 3, . 2021 (General Ouidslines on from the applicant’s current or previous job or position that is relevant to TII..II 2900 e
Digital/ Onling Lanming in e Public Sector) the position to be filled.
For exernal applicants whose performance s messured using other
Relovant. experience gained from part-time wark of at least four (4) T T s ‘numericel or adjectival rating sysimns with scales that are nos aligned with
" to submit a performance ruting of st least Very Satisfactory (VS) in the last
hours per day be considered; provided, that the sppropriate the five of the the HRMPSB
Conificars of Brplayment ta subxmitied with detalls o the actaal rating period priar to the date of asscssment of screcning shall be required, Fipsian g sole of i RPUCH, phe RIS skl donicp
rumber of hotrs rendered. Por purposes of giving painta, e sonths except for promotion from first (o second level entry positions where the system ki the per e o vitieg ¥ orresponding potnts
or year of selevant experience subitted shall be transtauted to the Feiquined pockragos ting B ot loit Satietucony 1. gzt fam ol da
equivalent monthe or years of experionce based an the CSC-required An official or employee who le on official leave of absence, for reasons such External applicant, -lgnn!lwn%ﬂﬂgnz
eight (8)-hour per day workday. a8 maternity lesve, local or foreign scholarship, training grant, or other submit performance rating/s peevious work that ia relevant to the
CSC-authorized official leaves, may be considered for promotion. In such jposition to be filled. Non-submiseion of performance rating/s for any resson
vi. Jlggﬁnqlﬂnﬂﬂng !A%EB?[EEEBEEH !i.!:lﬂ!!hﬂang!g;!!
may be considernd provided apphicapt & Certificate absence shall be required. conaidered abeence Sppliostle perhomance rating,
of Employment. Those documentary uwuunn- written
languages other than English or Filipino FEEJ The performsnce rating prior o the reclassification of the position shall be
’ ¢ lII-qu-.-mii:P s PETY Ihwﬂli%l!-&‘ul -ﬂu-.ﬂl..!!ﬁl.lllll.r*-
Applicsble provisions wader Rule VIl Part 1 to IV of the C8C ORAOHRA which were duly recognized ty an mithorized body. These muat have a direct link to
shall apply in the appreciation of relevant Education, Training and gﬂ!‘h.e?ﬂgsgég
Exporience qualifications and giving of points to ETE credensiala. For cxternal applicants whose perforance s messured using & five (5)- in operation, increased production, improved working sundards, and far
of bow tasles, dustics, and level adjectival periormance rating scale, the midpolns value of the RPMS iiwel‘lgﬂf}
responsinlities arc carried out 9t accomplished by the applicant as cvidenced by Teitag (Iatfe. &) oyctwiens ) the Wglicri) ity hall bo wmed &4 (e
performance rating document or other means of verification. The performance rating %%%2?%15‘%? Tuble 5 below and
abtained in the curreat or previcus job or position that s revant t the poaition to ppcrtd Sodiespce s ation the points for cach
E fifled shall be used for purposes of giving poinia for performance.
Do Page 8 Page

National level individual awerds from and
o iilanuﬂii!ﬁﬂi
Development Authority (NEDA), Devolopment Aoademy of the Philippines [DAF),
uﬂi._oigq.iuﬂ!ﬂgul.il;%n;

The detalls of cach of O including the
MOVs required and rubrics for giving points, are as follows:

o Awerds ‘This may refer employee awards
/1







