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Hepublic of the Philippines

Bepartment of Education

— _ _ _ DIGOS CITY DIVISION
Office of the Schools Division Superintendent

DIVISION MEMORANDUM
OSDS-2026-

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 NON-TEACHING
POSITIONS
Date March 11, 2026

This Office announces the acceptance of applications for various non-teaching
positions in the Schools Division Office of Digos City. The qualification standards are
as follows:

VACANCY QUALIFICATION STANDARDS
POSITION TITLE EDUCATION | TRAINING | EXPERIENCE ELIGIBILITY
ADMINISTRATIVE Bachelor's None None Career Service
OFFICER II degree required required (Professional) / Secon
(ADMINISTRATIVE & relevant to d Level Eligibility
OFFICER I) the job

Plantilla Item No.: OSEC-DECSB-ADOF2-750003-2024 -
8G: 11

Monthly Salary: P 31,705.00

No. of Vacancy/ies: 1

Place of Assignment: ELEMENTARY EDUCATION

JOB SUMMARY.

e The position is responsible for providing assistance in the planned activities of
the Procurement Unit relative to coordinating, monitoring and assist in the
preparation of bidding documents, Request for Quotations (RFQs), Request for
Informations (RFIs) and other tender documents; preparation of Contracts,
MOA, and POs and other agreement documents at the regional level,
specifically in the provision of technical assistance to end-user units in the

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




preparation of their Project Procurement Management Plans (PPMPs),
management and monitoring all phases of procurement projects. The position
is also responsible for providing assistance in the creation and maintenance
of pricelist of goods and services regularly procured by the agency, including
the creation of supplier, contractors and consultant, and observer database.

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:

G
d.
e. Photocopy of scholastic/academic record, such as but not limited to

- W

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

Duly accomplished PDS (CS Form No. 212, Revised 2025) with Work
Experience Sheet;

Photocopy of valid and updated PRC License/ID;

Photocopy of Certificate of Eligibility /Rating;

Transcript of Records (TOR) and Diploma, including completion of graduate
and post-graduate units/degrees, (if with Master’s Degree/Units). (Note: e-
Cav must be submitted for Bachelor’s Degree Graduate/Master’s Degree
Graduate or Master’s Degree unit earner);

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;

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/omnibus2025 DO7), 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

Submit the soft copy of your list of trainings using this format
https:/ /bit.ly/TrainingsFormat and send to this email
“hr.digoscity@deped.gov.ph”

: Address: Roxas cor. Lopez Jaena Street, Zone i, Digos City (8002)
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m. Screenshot of the submitted online application from the filled-up DepEd Digos
City Job Application Form.

Applicants are required to fill out the electronic microsoft form upon
submission of application documents. Please see Facebook page post to access

the application link.

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. 5 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 21, 2026. 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:

Activities Personnel Involved
March 11, 2026- Submission of Applicants Face-to-
March 21, 2026 application documents Records Section Face
March 23, 2026 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 24, 2026-April | Conduct of initial AQO IV - HRMO 1II Face-to-
08, 2026 evaluation based on the | HRMPSB Face
CSC minimum Secretariat
Qualification Standards | HR personnel
(QS)
April 09, 2026 Issuance of letter for HRMPSB Secretariat | Online
qualified and disqualified & Face-
applicants to-Face

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




assessment, and
interview of applicants

April 09, 2026-April Issuance of AO IV -HRMO II Online
15, 2026 memorandum on the SDS

conduct of written

examination, open

assessment, and

interview of applicants
April 16, 2026-April Conduct of written HRMPSB Face-to-
17, 2026 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.

MEL.ANﬁ P. ACIO, PhD, CESO VI
Schools Division Superintendent I

120Ed Schools Division of Dinpse €

OSDS/ADMIN /HR/ bpp

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




& Bdecsties units wuljor degre ievant w0 the postton 10 be flisd,

wuch, for Genersl Beevicr s fositions, bigher preosiun s given to Polential (55 putne)

e wwes fscus o8 Previous Perfarmance (30 polnts). Pelentisl [20° points),

Pagn 1ot
Tadda 3. Rubrice for Camputation of Pelsts fou Eduoation, Traiulng, snd
Bryerirmcs
T e T e T
S e S itw s
e — o e— s TE
Tt & e [ 3 r— Lo
(B ] =i
| — jramed e
P Lsimmrnn [
g M T T e
1o e o

e i w— — o
o 5 posnes - o o
K. 30 s | e

..I..vm.i T e L2
1 e — o
o— e [ty
R R
— e o0
D 08 D et NG I - jNE—— HT
t-..l...u-.ll I!ll. [ oty .Ivl-.l
9, o I
33
Y gl | rvemia | |
el eclou |
FE——.

L 'f "
Eetamnm /s peres s e P
Tomieiryp 2 puiiiin &1
Inpea: 15 pbm !..Il! . S e

.y sooreae st
armm—— bt e
Bbaerastie cxwmple.
i potriiymag e —
Cricaton Standards per o5
& fanation. ,...Il.lluutli cofiepe
fr— 4 howars of refwnsnt craming
Eguesierce 1 et of mbtags. esporonce
Raniing Gomiers: October 03, 3023
Pagedof

Ii.-i...l! smd Experieace (ETEL The polnis for ETE, Tuhla B0 tmrmnte Taibde - Diadning B R —
carreaponding w the appticants qualifiostions excoeding (be 08, shall be computed
\ustng the tncrements Table (Table 2.0, 2.b, 2.c) and tbe Rubeion for Computation Ill-l-l.l = e T ...
Polnis for ETE (Tabie 3} Only those qumlifications that are reicvant to the posliion to Froe ™ L To
b ol e oo - ot 8 ki i — o o ¥ s
Toble Bx. Tasrsements Tebds - Bdnontion L PR . i Lo
— . . i T T
Memmnaat | Range . - S — i Ve
H Lol . T ) o
i e s b B T e o P
; iy i . S T N Ll
. Wi Mgl W8 Tk ot (4 i isgengan - | e |
Rt it o e e S i S o
Skt s b [ ———— " T emar
v~y == S s L e Sy
i e ”“”N.ﬂ..r! sz T ey e
I T gl A v L - S e
_-_rlt...ivhallln. ] e i St e
I et e i b “a— o
ok ...!J..l..-mulll-n. .Il.n..ﬂm..-...!.llnl.-qull‘l “rhf e S Vipnam bl
_.l!ﬁ A e T Fp o
i | G e i T G R
bec ...HMW!. s [P o o
e A | v W TR s i g e
s o B i — "
B T e e T i e e jrencel — | T
=y Ty it i T w— Yo
o . A 3 g 4 i e i e Mt e el o L A ne
M g & s I i A [Rr eyl
s o e o remiiie i i o v s e et o9 o ———
e et B o oS e o s sl W e " e
o T e e e A s i T e
i it ; S
s et e s s R
(et i et bt i Sl i .
o T b e Gmsmiapm
- et e Gt
Fewnanan & e Pl e e Y s r— 4 —
et i i — W ewpeiieen
3ot i et ot ok Bl 13 e e o et e
ereent oy - ———— i e
N e i ] o U it P it ==
3 - Swtnmn - o — -——- - — Og— -—
W 8 i s e i o4 it 7 Wt s e
; " Pt l Er—
- W s e b —
"I’" " 4 A
St k s i
B o sl oy
T
Page 2ot 18 "
4 Based on (he sidtliom Q8 of the position 1 be Blied, e HRMPSH aball Faparwesy ywaifaenn of Apphent 4
detormine the baseline leved for computing the polals i ETE. using the
Inereroents Table as ahown in Tubic 2.4, 26, and 2e. (e e
Wl Tl | et Mt foor—rr— Ha.lll.ll.lllflll
vt o Tt i s
AR O ity e L ————
- e TR TSI TSI LT
I = e T e i ) by — R e
—— e & ey | St o . as
f e
e e ek
b Afler determining the baseline level, the HRMPEH shall coupuie for the P
of the al bascd on the submiticd e ——
documentary roquireaumts. Incremant shall refer 0 the Gilierence between - - -
the applicant's actual tevel wud af
prrtny e & After comguing we eumbrr of Increments fom the mecawam fuscine]
A (S roqhinws. the ooy pols carmnd by fir applicu: e ETE
Only qualificatinns that are selewnt to the position w be fMlled and which ahuil br deirsmumed yvng Tatde ) Rubwics for Compastatum of Punta for
enceed the minimum (beseline S requirements of the posiiion sball be iacasm, Viakaivg, e Sgpuboenl.
o ity i exemper
Wiingln iy ary ol oo b g ey et
ey ey e e A e mpaiston o
Chmgaatution of incrementa powed 17 st Eifaxition pestficatie o Applan e for B e e By Arphot
Mt i | Wi o s b et b e e Ty
e I e o Lo b e e e et e e
datmirs | e e gy 2B e et e ity ke g | i —
Tt |t e SR | SR | e | tmatar [
RN R Rt | B e | | —
o D — i o — o=
T st | s |
Compitation of Increrments Dasedt o i Iriessig queifimin of Apsont A o e
e P — s iy =
el I =siigy: 0
iy e e b o e B S T
o SIS I PTAS EERih
e et o i e _—
ey s e
RETTIVIN | s et e s e o s e
T ey frawing Trnining,
e T ey i e R e sy
ROV STIS RIS
Py . £ for Sdltemny gresral pakieine: wball e oherrwed it fatey SETERPONAIDG
B EEummrIaTmEEnan puasnte & sviecaet BACCarien. Tradnisg. aset Experience quusfiatinn.
- !
U R N — 1 Edtacoems auy sad/or dogrecs in uitple o o majors may
e 8 e e o TTpEeiig PSS O & el Sews; grovided, that
T T e e oty el by oued mee rrievast 10 (he geation applicd

Fnllillllsnﬂnﬂ!].!fi
ililil-ﬁih..



iy potets, except for positicans itk invitve practice of profresion
crmesed by howrd Ures.
B Comsiscot with Legal Exducation Doard (L) Resolution ¥0. 406, s

und ity predecessor reguluiory agencies shall bo considersd un

b usued by the

waty be considered, subject to the conditions prescribed in CSC

For pur the months

‘based an the CHC-required
St g s per day workiday

¥ Rrlevant Experisnce gained from abrowl or outside the Phiipnines

may be comsiteres provided that the ngplicant submits u Certificate

of Empleymcst. Those documentary requitements erinsg in

Isnguages cmmer than English or Fllipno shall be accommpanied by &
complres Eaginh translation.

£ Apphcabie provisiens under Rult VI Pt 1 to IV of the CSC ORAOHRA

ahall apply = the sppueciation of relevant Bducation, Training, and

Raperience qeadientiens and giving of potne (o ETE credentiala.

4 refers to oo taunken, dastics, aod

%!i!l%f?-ﬁilgs
other means

otsained i the rleven o gresinus job or pesicon that ia relovant to the position 1

A Pesitions with sxperience requirement. Applicsots o positions that
»
1} your pevioonencs & the cucrent and previous job o positon that i

Page 7
Bt nstion ccimpien:
et s ip—
oy Mebasntong Qe G - €5
ot e o e Sy Coen)
. e
* - vy | Petnree. e
Par homer grutusics coverod by Presidential Deeree (PD) 907 tifled,
Ominting Clakt Service Ehgibity 1 Colege Honor Gradhutes, the toilowing
rubctc sha apply.
== vE
o Loade 18 e
Applicants with work sxporicioc., who are appiying ® cutry lovel positione
Ilflﬁl%jﬁﬂunﬂgﬁoﬁlczé
latest perforrsance ratng/s covering ooe {1) year pedfrmance in the
current or prrvious Job or poaition. The copputation stipulated i Rem 4{al
abail apply
3 refer to
ereritcrisus contriliaraons of we agphicant, mich as ideas, Inventium, o discoveries
which wese duly recogsikerd by #n authorized body. These must have a durect link to
e KRAs of the applcanth curTt or previous  pesiton. Cutstanding
mccomglintunrnds muw beve led © posilive results in thel workpiace (hrough
cilciency I0 epetution, incroascd production, Liproved working standards, snd /o
saviogs in gaTIment aperding
Tirbie: 3 bk the of and
the conEapanding Saalmm points T each component.
Tulile 5.
_ Cmmrenemt - POt e
St e b . ui.I‘
Mashorm) Trehrsns Werkeg Orotips (TW0m
o Comumt e
.'. - t e oy { Laraing Paclitution | 2 poiora
REAR Areedasd Lo Pacthilale —— A ren.
Thae pitints afbacution i Tuble 5 shal) serve as the maximum or cetling points tiat
‘may be carmed for varh oomponent. The polos eamed from each component are
sotal polnts for it not
16 excend the weight allncatinn for Outstanting Accomplishunents as stiplated i
Tatde | (Poist Sysirm for Bvalastive Avsesuneni for Non Teaching Pesliions).

o o s By v
= woum
-
s S 3TT * 18 7 BT BT g = A BT B - Y #DE
asormed applicants
e it shal br the g
s [ S JUWH
finiciad Ferformunce Commtmen st Preew (IPCR) Frrm chesined
fizzan it apglicANYY CUPTEE o prosione e ar prastlies Hhen i ot
e pumitiicn to be filled.
s - a IANALOY T, She uppiboee sl dtet e rogi s
a0 mibash @ pUriDENSOCS Tl of ad ks Yy Bastiecsory (VS in the best
oty ol prior 1 (e duic of setheRar & SCesting, RO S
ilxaa.u....o.lll el Ty gradtis i St srQRETE.
P vl
o murecny lmve, looal o frigs sitelaip, ey g, @ oxde
CSC-mutbrrtecd ulficial loes, sy e cnmised by jumoie b sl
cammen, @ prdrnance T0UiAE D fhe S 0t peTind e 1 the o of
st w2l be required.
The g prier e o i aited Be
]

Frr el pplicants wies priesser s scaer Desg 4 fer
anmg Gl 4 equivairsd e the il recig ol be et @ e
sypituety perivrmancy ey il The Corifhege of Mg mew b
supusticd with the Perforisemes Exalicsnmn Toel.
e
i csniiamding accom) bencmis mogdl € cxmed Wbe B e
_..s.wuﬂ.lllfln..:..l‘tlll!
Mational bewd intidual awards sogaim o & Tismsgh soarh prescrs and
fiven by epaatutie #ving bodien, o, el
Derdopreent jusbasy (NEDA), Drvcingaen: Aomdomy of the Piltppinmn (A7),
Depld, o, sifull be gwn masimus prists o CGuseeding Acouspisthors f.r
five (5] ooy fior Genernl Services prdtons amd 30 jamss i olber @waps. of
poaition /sscy et
The dends of e
Vs reqgeied siel rubrics for gving petars, ne s il
. Thin maw pein
eomenuic e biler-schonl eeects, o aEstinding ~agiape seaods
i Chefies or Comtnendacion This shnkl spply sely i appiticers G
Blcam el verifioation: {emie: of Cllsnims o (ancruisbon fom aeevis
rapine

Rattwacy.
B Howmbrer ol Cil atimmn Lt
Tinrwe B o e Jetern ol o stoem. A ey
w2 Bt of citntion 3 pace
Coue 7, nemr of cltatien 7 i
il Acudbeeic or btertichest sesards. Tt vl ety wolly w2 spplicanns
wwigh s oo ks than oo (1) yeae wark expeiitoot beg., feeh giedueaes
The fuilaavig MOV a0d 1ieics st e mared 3 OMCSTOMNE prests Br
ercss wned Recognition.
M of verificution:
a e PR, foert
€ Certificotion ar smy derae dhad fle syplcen belmgs o @
Top 1040 the v gy
L
o e
e e TR Awasd o7 Top L0
| e, €5 By Nl1) Eapapsnntinn
A S s (0N et o s sl s
e
At B e (1) academio ot i schont greame
P 3
i Cmwioading Employer Asrocd This 2l sgiply & eppllcnate wirl
e warh experience, @ i sgaéving v prasions. with cEpcimor

Frge Kol 28

Pt * LS4 B0

mumerica] or adjéctival rating systems with soales that are niot sligned with
e v {5)-poiat Tuting #calo of the RPMS, the HRMPSE ahall develop n
the 1o
cwespmsatie ko the cailing rubsrion of The
Eaeeal applicant/s to vacunt ponitians with sxperients requircment shal
‘subenit perfotmance rating/s fom Gurmnt or previous work that fs relecan
o be lied. Ne rating/s for any

b Pesitioas with n0 experience reyuirement. Appiicams (o postiions tat

Capeer Service ty rellngs. For Oeneml Services positions that do not

ty 8 [OWA] in the

ighest acadenmic grals love! comed shall be requised. The HRMPSE must

deveip & wye (hal trammvies the OWA to a peroenmge soalc.
Comguention of poits for perfrpiance shll be ax follows:

For esuliiple awards recefved from the same wwird giving body andfor

— ioned il Bankacy o he hghet s s be
5 award

II*‘-}“;!IEE—%!!&-E

Ailerent award geing bodics.

A0 appicant 1o & General Services position who has presented Litter/s of

Chtnarn/ wid for Employee Award, shall

fhrm einta. baved on elther Categndy a.1 [Cltation of Commensation) o

Category 8.3 (Dutstnaing Enployee Awnrd), whichever ia higher

B

A Proposal duly g.«?ikuﬂn or the deaigamed
17

st osoy-seikandies vu AT

B Accomplishmsent Report verified by the Head of Office

[ of utiemtian of the rescarch, within
the achool folfice duly signed Hesd of Office

. Certification of adoption of the innovation o resrarch by
another school faffice duly sigied by the Head of Ofice
Lkewise apgroved by suthorieed body) of the cuncept/s
aevcioped ip the research.




- i
[ P i )
_,.Fw.‘ru i - 3 and wiclia 1hat wit sdesil i the poaliim = be Sinll Fints shall be g ix g
ABCh —— | e Premie S L Byt i
.wPa»u“n ﬁ Bppiiems fra ot edncation wnity oo The mat: S ek
by T Lad et Highe e wignificant positiow veskiis applicant’s cass s peavious warle
Ontr A _ . -ll.n.l:.!l-i (=g
. Posithrus wif® cuperience requiymmmet. dgpetntion of cditsmme s T
Fu -'ldlnl.li ®  MEAP Acerwdited Learning Pucilitnter. This shall zpply © spplicants cde by the spplicans
diided hy the musier of afers)resmeciers - e ‘who hawe Seem geea acoisditation es Lasming §ecilitator by e National loarninggs S dedr educotion degpres T cmite curmed, yucks e bk e
T e ‘Bducxior Acadiersy of the Philigpines (NEAP) Pt S gl cmcepin, prsnbions, ol AN et Aam e i A
A0l Riais S e A _— ey of vesmcation:
apply 10 apgzanrs whe s smed nogarsal w o Migher gorroam shall be gven &8 s sggfication of odmien e
et Serhnicnl owlindge, il s sequissie (o Srelp an oo, A Certificde of Recognition as Leaming Facilitator fssued Ly Imtervession made i the apphioant et s miree snd spphoiis e B
ety Srwnde an tutea: i 1 TR reel. This moey ke et e MEAP mrgionsl Office podfon b e Sl
limid 10 the developoens sodber wliion of basscwod, oasdels, B Cartifiesic of Recognition & Lesrning Vecltsmr issisd by
kS, AN AT MATEI. SOOI BHLET CIPCON OF Weamberati XEAP Centrul Office Rwlevardt Sntmreostion s desorbad @ e ECYENton thar i Sty
WM ar Commitires. mest, Tissevor, be siewnt o i Fsltion by spplicaliir s e Secrional unit e it guation applied Rox i intund.
ik for in onder ey Ye g peiass. Rctwics: Fiigtiina%ltll
Opruthon of e S tianal unk. basst 0 . 9107 mandets | e il
B0y of verifica tios: .ot Polutagms (et imuen. w&!ilg or Office Crtiery figr e crontion of the St
Resreddes Matiasl Avm s 2 points
A lasuance o whosang e TG eeered ed Wational Trmcrer 1,8 points
or Commae; [ — — | poiat 1f the by the appiemm mext the
B. Qut - e e
€. CutpuE/ Adeotiem: 2 the cegtmmticn, gt o axcephe i
- AR ATk et o e o i
b P —a 30 ‘¥ by et Outsivaiting -
ﬁ ".‘In e . Py L:E!?ap.ll-*l Oftice
i g Tl Pr== e C Cerwfiation of the utll adhmudrption sgned by e Mol of
e "ll-‘x'-lulﬂl'll .!._.”.n oy w - | Rwbete
gt Who hae e eyt o sl b0 s D ki Sy o Rt S Rutwies:
i sspertine on spacith: miiyes meticn;n. This ey machude apyficass Gy G s 0130 500 Voo | Aot | et WY )
=t wrved a8 @ Kosworr Sgoiker, Wesource feesw, Tesper, andjor Cltp gl Ve s tmnd) plrmpderla] NV St nfllldlll“.l
Umoming PRcliiator fm acoiS. W regmme,  combrrsces. o ADART o L s : cungd
Gumwcian, Gmgress, fers, g sown ks ILAC) somons, sic. el S — e
[ Lot L] s Ot Onls B, i 4 1 it
Woars of wertficaiem 4SiE Iienest MOy alafl b welbex nasl): ey WS s 1
o ¢ Romegttin oo Lowrgrg e b | 1ot | it o ¥, Sesbiions il mm pmelones reguiiemmmmt, Spphcects  posttiees B de
A e Tindaing "Sari sz, 331 it B Camghvarics i 00 Vigen B e not requine peece. sock cxpericno: oo vl the GWA in e Mgt
B Conificats . T St 11 G P e MOV bt o rapevact A soodcwc e e curued an crmes Tranecript af Soconiug
laMﬂ!EE»!alllul'll!.!? o o et e ottt b | o Crntd Chionse o _ ?!I l__.-.-.ul..l..
SRR i nlulu...&f Prlisme -
) P e Appiicatiom of Edacwuin s
210
ﬁuﬂﬂ; i i lh“ltl!ll.‘ln.:!lt:!l .r.u_.ls..rl._-
v e e - I3
e e s
o e Laeed 5 men - IV RS S
e Page 14 e
5 Potestiel Posntisl s 10 the capacity and ability of an applicant w Mynsrasive anepe
f s . e — s the domies st rspoasibliitios of the poaition i be flled, and those higher '
pesithome et ase move tockmical in narare. il may be measured thiough any or all o
e of the Kiliwing [ w———
CBeR yrmamined 1 e s ‘
'Wia = Wirght Allocarion for Apglemtan of Fdwmsun Comtsnnrat Pl ashE W
o for Ot Grigs of Pl By Lrmehont Wty Ensemientions WE: Joes Py = R 10~ L.
Sholle or Week Semte Tosts 8/ WET) reiat
S s s o Eniepeiom L Lkt
e sirisw azsmple Lo empe the abowe messmres are not applicable (o applicants & General Scrvices . Behaviowss Exess Beterview (BED srikzs v e conduct of o gy
poshiana, tha THRMTNR sy Arven vihir evskiaiivs stammamast stsiogios hid art with the agpilcent. fesning on ihel dpiny o s behavieus e
o ﬁtlllﬂ.l'lul in order to assess thelr potential, provided that it %lll'!ﬁliilllﬂﬂil;i
== oy TR et el potmts (55 pointa) et n Table 1. ekpince. TS
S o ey Bty 1-.(....:!_:!.!.3 St Tash astion-Revultey agmmsh o
— & Writhen Bessdnetion rcicry @ the standandised examination which validate witter e key bebavisurs tier e linked t the mgueetd
- the 3 . ability 6 L idoas, Tha
. I!i!!E;l.ﬂuhgiE ._.F_ua.hucn.ﬂ-..lus focus on which ted; the Tasitis S e
Pttt tited * SR TUD " 48 - M2 ‘Tuibries spgropeiate & the position to be filled rust be developod by snbject applivant fiseit. i S¢E0ns that the oonlicesr 1k and the RewuOs, «f Shane
mtier esteria at tequesied by the HRMPBH. Subject mattey axparts refir 1o actions. TVar S0 may br uncd (o avacus Sy Slioming scoms:
of o ST Inclividials ksteril or external 1o the offior where the vacancy cists, ot 1o
e !"a ii'!lﬂ!ﬂ.ﬂi!‘ the apecific comperencies 1 Apsivole. The BE] shall be usee oo, Illn.nl_:s_u- -.la.nl..n
|ntersramemn g/ aiended by W spl ooy Illal!‘.lll-ll....-l o rrrgusced by (he pesion 16 be Mled. w““lﬁl-vsc.sl"".iil !-Iu!l
e otntapn = 57100 * Wi _ L e i tor apgicunts pogtatgha ll_....l!l
tigher prnnoum shiall be gisen LhD by - * and
= . i-!!ﬂll!l!i%it
El‘l.irl“lu-lll[t"“uﬁﬂtlill.?;lll o 0 fere -]
N x= 3 «ll||).....l. idkeralind by i HRAPB.
Eenria of vert ot W4 = Weaghs Adowation for WE
. ot fow Oubver Gruupe o Pashions/ Salury Gendes) = i .
A Cortiflonte of Traming o Conllntion s moy appiicstie ansut] femm
iotcrversies smpieed s 3 algres with . Iiieus ety Lo g o rrscaipied ol =
Developuorst FUFE: v cotened apptimen, & cevilication o st ot RMPSH kel deressing (he: Appropr e desis svADL (o Lo P 1 i
from HR siatiog fae] @ LAD stxreorsiss @ Slgped with ke Flled and amsliges peitzte 10 each Riea st carendisg the mxinu e eitng.
nuq.-l.li-llnl.ngilci-lll o vty potnia for B
-
.Enﬂ !Im-s! Actien Vier. SEAP)/ ot Fuobeoted [ — e sy
Loarning VALY bmpsc: Pragert sgpirtog the imsrings s i i
.ni:u -
€ Acoompli stme=r: Srpew:. Sagetier with @ Qencant Certihoation Potetapy = B0 8 = 4.38
. Acoompliskmezse Repor: tageihe: with 3 Geornd Certilzation b Ekille ar Werk Sompls Test refn to the tost that may be administered
1hat the LAGH itrrecaton ey Usal/siogtol 3 @ Gfoeu = evalomtr the wpplication of akills relevant i the requirement of the
office it i allighes lovel llﬁl!._lt!!n%%.lir-alﬁn
el m e CRpAEY the HEMPSD drpe Type
Rubrio of widdits wsi rrsgeived by the position to be filed,
T T et Polatamy = 5/100 * WAnmen
LR L £ e
X8 ARA ¥ ipieen. H 1 e
il & 8 (= gy 8/ WIT i

[ o i -  rmmvan g 28 20



Annex C
CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:

Position Applied For:
Office of the Position Applied For:
Contact Number:

Religion:
Ethnicity:
Person with Disability: Yes ( ) No ( ] Seolo
Parent: Yes ( ) No( )

Verification

Status of (T be Fllesl-out by the HRMOZHR
Submission it
Basic Documentary Requirement (To be flledd-out | Status of
by the apphivant s b R
= ) ubmission emarks
theck ifsubmitted) (Chuck if con

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

b Duly accomplished Personal Data Sheet (PDS)
“ | (CS Form No.212, Revised 2025) and Work Experience Sheet, il applicable

¢. | Pholocopy of valid and updaled PRC License/iID, il applicable

d. | Photocopy of Certificate of Eligibility/Report of Rating, if applicable

Photocopy of scholastic/academic record such as but not limited to Transcript of
e. | Records (TOR) and Diploma, including completion of graduate and post-graduate
units/degrees, (if with Master's Degree/Units). (Note: e-Cav must be submitted
for Bachelor's Degree Graduate/Master's Degree Graduate or Master's Degree
Unit Earner)

f. | Photocopy of Certificate /s of Training, if applicable

Photocopy of Certificate of Employment, Contract of Service, or duly signed
B | Service Record, whichever is/are applicable
h. | h. Photocopy of latest appointment, if applicable

| Photocopy of the Performance Ratings in the last rating perlod(s) covering one (1)

‘| year performance prior to the assessment, If applicable

Checklist of Requirements and Omnibus Sworn Statement on the Certification on
J. | the Authenticity and Veracity (CAV) of the documents submitted and Data Privacy
Consent Form (Annex C)

k. | Other documents as may be required for comparative assessment:

Means of Veritication (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

I | Submit the saft copy of your list of trainings using this format
i ini and send to this email
“hr.digoscity@deped.gov.ph”

Screenshot of the automated e-mail response from the filled-up DepEd Digos City Job
Application Form

m.

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

| 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 Setvice Commission.

Name and Signature of Applicant

Subscribed and sworn to before me this day of year

1 Person Administering Oath

In consonance with Republic Act No. 8792 gr the "Electronic Commerce Act of 20007, (e)electronic 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,




