Republic of the Philippines
Department of Education

. DIGOS CITY DIVISION
Office of the Schools Division Superintendent

DIVISION MEMORANDUM
OSDS-2024-

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
POSITION
Date April 18, 2024

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 | 4 hours 1 year of Career Service
OFFICER IV Degree of relevant (Professional) /Second
(ADMINISTRATIVE | relevant to | relevant | experience Level Eligibility
OFFICER II) the job training

Plantilla Item No.: OSEC-DECSB-ADOF4-750025-2004

SG: 15

Monthly Salary: ? 36,619.00

No. of Vacancy/ies: 1

Place of Assignment: DIGOS CITY NATIONAL HIGH SCHOOL

JOB SUMMARY: To supervise the team that will provide the school with timely,
responsive and economical administrative services in personnel and records
management, cash disbursement, procurement , security and custody of property
and the maintenance of facilities, in order to ensure efficient operation of the school
towards enabling schools and learning centers provide accessible and quality and
basic education.
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Qualified applicants to the ABOVEMENTIONED POSITION shall address
their application letter to MELANIE P. ESTACIO, Ph.D, CESO VI, OIC - 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/ChecklistOmnibus), 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
the pool of official applicants. However, non-submission of the additional
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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 Digos City National High School is on April 28, 2024. 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 May 6, 2024.

The proposed timeline of the selection process is as follows:

Date Activities Personnel Involved Mode
April 18, 2024 - Submission of application | Applicants Face-to-
April 28, 2024 documents School PSB Face
School Head
April 29, 2024 - Submission of application | School PSB Face-to-
May 6, 2024 documents together with | School Head Face
School PSB’s Summary of | Records Section
Assessment
May 7, 2024 Forwarding the SDS Personnel Face-to-
transmittal of all AO IV -HRMO II Face
application documents to | HRMPSB
HRMO for pre-assessment | Secretariat
of the documents
May 8, 2024 - Conduct of initial AO IV -—HRMO II Face-to-
May 21, 2024 evaluation based on the HRMPSB Face
CSC minimum Secretariat
Qualification Standards HR personnel
(QS)
May 22, 2024 Issuance of letter for HRMPSB Secretariat | Online
qualified and disqualified & Face-
applicants to-Face
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May 22, 2024 - Issuance of memorandum | AO IV — HRMO 1II Online
May 26, 2024 on the conduct of written | SDS
examination, open
assessment, and
interview of applicants

May 27, 2024 - Conduct of written HRMPSB Face-to-
May 28, 2024 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.

For and in the absence of the
Schools Division Superintendent

MARIA GENEVIEVE 27FRANC
Assistant Schools Division
Officer-In-Charge

E, CESO VI
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CHECEKLIST OF REQUIREMENTS

Annex C

Name of Applicant: L T Application Code: _ .
Position Applied For: __ = ____ .
Office of the Position Applied For: ___ - _ —
Contact Number: S
Religion: __ . . . ...
Ethnicity: e
Person with Disability: Yes{ } No{ )
Solo Parent: Yes{ } No{ )
Verification
Status of (To be filled-out by the HRMO/HR Office/ sub-committee)
Submission
Basic Documentary Requirement {To be filled ot by the Status of
applicant; Submission Remarks
Check if submitted}

{Check if complied)

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, if
applicable

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

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

e. |Photocopy of scholastic/academic record such as but not
imited to Transcript of Records (TOR) and Diploma, including
completion of graduate and post-graduate units/degrees, if
available

Photocopy of Certificate/s of Training, if applicable

Photocopy of Certificate of Employment, Contract of Service, or
duly signed Service Record, whichever is/are applicable

Photocopy of latest appointment, if applicable

=T R

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

i- {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
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

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

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 .. ye@r

Name and Signature of Applicant

Person Administering Oath

in consonance with Republic Act No. 8792 or the “Electronic Cornmerce Act of 2000", (e)lectronic documents shall have the Jegal effect, validity or enforceability as any other
document or legai writing and a} (wihere the law requires a docunent to be in writing, that requirereent is met by an clectronic decument if the said electronic document

maintains its integrity and reliability and can be authents d so as to be usable for subsequent reference.
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limited to (he development and/or velkdation of fremework, oodeln, B. Certificate of Rerognition s Learning Pactlitator lasved by
policien, and larning materials. Subject Matter expertise o7 membership i NRAP Central Office Ralevant tntarvention is descrbed as the Interveation that b directly
NTWGs Sggsngiagsigg applicabic o the functional unt where the poaitien applicd r is jodged.
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Meana of vertfication: _ oo - . operations of the Aunctional unit based on its office mandates in the oficlal
ot Mot Anioamar | e o Elucaagigoas.aﬁa!&nﬂcnseg
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Rubrics 2017 Anemval Sudge: orgoromoe b SO0 Vgm 1 Education [CHRD) or ather certifications. The HRMTSR mut develop a aystem
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Polvttprsome trwepri e Pt | :
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8. Potwntial Potential refers to the capacity and ability of an applcant to Ristrative somple:
Potatn X/100 * w4 iy npstime the duties and reaponaibilities of the position t be fltied, and those higher
positions that are more technical i nature. h may be measuned through any or 4l Priond aramad s s
Where: of thr following: ! {Othwr gracpee of powttions / Sekary Grodes)
X = GWA tranased to peroentaps scale e e ) - . . . e = P
. WA - gt Allecathin fur Agplication of Kducation . Cosponent I Ea8S WAsS
\ 0 poin1e for Ot Groupe of Positians/ Solary Grades) Wrigton Examinations WE} % pounts 00+
. . Sicills or Work el Tewts B/ WS iOpomie . Totmtas
| Bobuvieairal Pents Intereiew (BES § pounts
Ruxtrative example: In case the above measires Are Dot sppiicable 1o applicants ta Gencral Scrvices c. BeRawioural Bvents Interview (S refcis © the oondint of direct Inguiry
. . e positions, the HRMPHE may design other evahistive swsessment suategies that are with the spplicsnt, fcusing on the display of destred behaviour/s when
_.a&:?.i.. wpprOpria w:si?? them in amer t asvess their potential, provided that {t mibjected to speuific situations or conditions in theis previcus and/for cwrent
3? pri -ec foliows the cciting points |58 poits) net in Table | workplace. BET 11 based on the principie that past behavidur predicis fnure
orpr of e Naide perfaraance. 1t ‘ases the ATAR (Situation-Task-Action-Re sults) approsch 1o
b sars o Written refers o the which validate whether the key bebaviours that are linked (o the required
WA= 10 EnR-E.ﬂeié tanguage proficiency, ability to present idean. competencies have been exhibited by the appiicant. The STAR spproach draws
278100 10 = 8378 Judgment and lcadership abillty of he applicant. The test and cvaruatior focus on actus) Situations n which the applicant acted; the Tusk/s tsat th
S ks dhitiads Fubrice appropmiate to the positioi 1o be Alied must be developerd by subject applicant faced; the Actions that the epplioant took; and the Rewults of those
maiter experts 83 requested by the HRMPSE. Subject ma 167 oxparts reRer actions. ‘The BE] may be used to asbess the following arcas’
individunl infernal or external to the offios where the vacancy exiets, or
7. Application of Learaing axd Development (LAD). Appliation of LAD is & the Department, who hiave working imamhedge of the specific competencies | Apeituds. The BEL ahall be used 10 1scss the apptoant potential or
proven succeas of the oaruinge gaioed S the human tesouroe development (HD) <
[ required by the posttion to be flied their cupacity and abdity 10 aseume the duties of the position t be
ferventions done/attended by {be applicant which must have led 10 signiBeant fllied and those hlgher pofitions that are mare techrical in nanure.
itive results in their current or previous work. - POt
pos 1 Characeristios or traita. Rt shall be usod to gauge other relevant
Higher 25_5 shall be gven to an application of LAD or lntervertion made by Polntaes = x/100 * Wherm aspects such as the applicant’s peychological and socisl well-being,
the applicant that ia rebwunt and applicabie 1 the position (o be filed. The: deBrition L Ameas 1t shall serve as an avemue (o0 cvalnate on appicants Job

Where: Fit, Local acion P, and Organizational FIL

of releurnt insrrvenvion 4 atipulated in fiem i) uf this Order shelt upply. x = Soore/ rating #n uritlen agvmination in
- ‘purgintage scaly i .
WA + Welgh Allocation for WE i i, Other ureas that may be identifled by the HRMPSD,

bcans of verification: i (5 potats for Other Qroups of Poattions, &alasy Oradas
& Cenicate of or capon o6 any apphicadle LAD ._i:\i \& SRt Y The pointa allocased for BEL component (5 polnts) shill be the metimun o
Rl o raining :.lonﬁ.- firks :.ﬂ..ﬂ dual celiing points that may be camed by an spplicat. The points carned from
inverves :.!lns:in.s ot o E-.a__u n Individ each area are cumulative (0 determine the total potnts for BE catpanent. The
?ﬁs:ﬂﬂ_ua that ﬂ ..Po.ﬁu-:Eﬂ:aSuuiﬁn with the Mhcscrative example: HRMPSB shall detcrmine the appropriste arcas rclevant ta the position 1 be
gi&.ﬂ% their current or previous position Ty e s Sy aua..hwmm,ﬁiﬁ;sm.«stlgaﬁu&iﬁgcaﬁé
ahalt be roquired: : a paints .
B. Action Plan/Re-entry Action Plan (REAY)/Job Embedded | (00wr groups of posifiona/ Salary Orades!
Learning (f&L)/ Impact Projoct applying the lamings from the [
LAD intereention done/ attended, duly appmvod by the Head of [
Offices
€. Aceompiishment Report togriher with a Generol Certification Potnts « 85/100 + 8 = 428
that the LAD intesvention was used/adopted by the affice at ihe B
Jocal lovel;
D. Ancomptislment Repurt tugether with a General Certfication b. Siills or Werk Bample Tast refers to the test that may be admnistered
that the LAD intervention was used/sdopted by a different to evaluate the apphication of sidlls relevant to the requireaxnt of the
ofce at the incsf/higher level position o be fAlled. The test and cvaluation rubrics must be dewigned by
subject mattze cxperts a3 requested by the HRMPSB depending on the type
Rubrics: of xkills teat roquired by the position % be flied.
W - :
oo Suvmitred P " i‘l}‘u W - w . 7100+
AL X0V i 0 potnts W
oA BAE L Yistmre i i Where:
ouranm Yrana Vi : ! x = Score/ rating in the 3/ WST tn. percentage seale
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