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Republic of the Philippines
Department of Education

L DIGOS CITY DIVISION
Office of the Schools Division Superintendent

DIVISION MEMORANDUM
0SDS-2023-_|[V

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 . May 24, 2023

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

VACANCY QUALIFICATION STANDARDS
POSITION EDUCATION | EXPERIENCE | TRAINING ELIGIBILITY
TITLE
PROJECT Bachelor's | None required None Career Service
gﬁ;lnét:)::mlv'r degree required | (Professional)/Second
relevant to Level Eligibility
the job

Plantilla Item No.: OSEC-DECSB-PD0O1-750027-2016

SG: 11

Monthly Salary: ? 27,000.00

No. of Vacancy/ies: 1

Place of Assignment: SENIOR HIGH SCHOOL IN DIGOS CITY/DIVISION OFFICE
JOB SUMMARY: The position is responsible for performing technical tasks in the
implementation and monitoring of the youth formation programs at the division
level. The position is also responsible for assessing, crafting, and delivering youth
formation programs that is contextualized depending on the needs of the schools.
The position is also responsible for providing technical assistance to schools and
to provide policy recommendations at the division level.
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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 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, if applicable;

Photocopy of valid and updated PRC License/ID, if applicable;

Photocopy of Certificate of Eligibility/Rating, if applicable;

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, 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;

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, if applicable;

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.
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Applicants are required to fill up the electronic google form upon
submission of application documents. Please access this link:
https:/ /bit.ly/Deped-Digos-Application2.

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)

shall not warrant exclusion from the pool of official applicants.
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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
shall be on June 3, 2023.

The schedule of the selection process is as follows:

Date Activities Personnel Involved Mode
May 24, 2023 - | Submission of application | Applicants Face-to-
June 3, 2023 documents Records Section Face
June 5, 2023 - | Forwarding the | SDS Personnel Face-to-
June 7, 2023 transmittal of all | AOIV-HRMO II Face
application documents to | HRMPSB
HRMO for pre-assessment | Secretariat
of the documents
June 8, 2023 - | Conduct of initial | AO IV — HRMO Il Face-to-
June 22, 2023 evaluation based on the | HRMPSB Face
CSC minimum | Secretariat
Qualification  Standards | HR Personnel
(QS)
June 23, 2023 Issuance of letter for | HRMPSB Secretariat Online
disqualified applicants & Face-
to-Face
June 26, 2023 - | Issuance of memorandum | AO IV - HRMO II Online
July 5, 2023 on the conduct of written | SDS
examination, open
assessment, and interview
of applicants
July 6, 2023 Conduct of written | HRMPSB Face-to-
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.
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Widest dissemination of this Memorandum is earnestly desired.

ME TACIO, Ph.D, CESO VI.
OIC - Schpbls Division Superintendentsa?]\ 1

ols Uivision ot Bigos Cits
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Annex C
CHECKLIST OF REQUIREMENTS

Name of Applicant: o — Application Code:
Position Applied For: __ TR ]
Office of the Position Applied For: _ o R
Contact Number: . - N
Religion:
Ethnicity: .
Person with Disability: Yes( ) No( )
Solo Parent: Yes( } No( )
Verification
S‘sltti:‘::;;n (To be filled-out by the HRMO/ HR Office/ sub-commiltee)
Basic Documentary Requirement (To be fitled-out by the Status of
appiicant; Submission Remarks
Check if submitted) ekl sompried;
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
limited to Transcript of Records (TOR) and Diploma, including
completion of graduate and post-graduate units/degrees, il
available
f. |Photocopy of Certificate /s of Training, if applicable
g. |Photocopy of Certificate of Employment, Contract of Service, or
duly signed Service Record, whichever is/are applicable
h. |Photocopy of latest appointment, if applicable
i. |Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) year performance prior to the deadline
of submission, if applicable
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

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

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.

Name and Signature of Applicant

Subscribed and sworn to before me this day of ey YEAT

Person Administering Oath

In consonance with Republic Act No. 8792 or the “Electronic Commerce Act of 2000", iejiectrunic documents shall have the legal effect, validity or enforceabllity as any other
document or legal writing and a) (wjhere the law requires a document to be in writung, 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.




Enclosure No. § to DepEd Order No. 007, 5. 2023) Rubrics for Computation of Points per Criterion

CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO 3. Ed Training, and Experi (ETE). The points for ETE,
NON-TEACHING POSITIONS mguw:m to the 'm; 's qualifications exceeding the QS, shall be computed
us rements le (Table 2.a, 2.b, 2.c) and the Rubrics for Computation of
1. 'nw for Non- shall be based on the following Points for ETE (Table 3). Only those qualifications that are to the p to
oriteria: be filled shall be given points.
a Education units and/or degree relevant to the position to be filled, Table 2.a. I Table -
exceeding the minimum qualification requirements as defined in the CSC- _
approved QS; lncrement Range
b hours 1o the to be filled, exceeding the minimum Level T T . —t
qualification requirements as defined in the CSC-approved QS, acquired A (- O N | ([ S -
after the last promotion but within the last five (5) years; i I o v e W =
c. Experience relevant to the position to be filled, exceeding the minimum I 3 1 Eleremtary Gesmt» e g Sched Lt it K .31
a Mﬁﬂﬂmmmmwndmmmecscmmm.mm 3 T Conrplciad Juriar High Scheal (X 0 1 l&%n—u—!‘m—n-m
:: 12 Tﬁ&m in lhe current or previous };i;or position L ; Irﬂ%—m ‘{ B Less than 7 years of Collcse
e ding A d after the last p f
f. 1 of Educati ed after the last pmmoﬂun. " l ik Dagpie: |
8 ppl of L e aad lop {L&D) acq afier the last 7 w—n-mn-:-&n-ﬂ-uca
promotion; and =% G e e towards Tl completion o &
h. Potential measured using other evaluative assessments. s T s S
2. The point system for is in Table 1. Points [ B | U el ettt eempliion o1

wmmmtmmﬂmﬂmmoﬂmmwm.m =

‘carned towards the comgpletion of o

such, for General Services positions, higher pi is given to F ial (55 points) i = e s sas S
mmimmm)m:mmwm&mmcmm!m-zﬂ T T 2Tl camed towards the comletion of «

give more focus on previous Performance (20 points). Potential (20 points), and

" 27 Units carmed of
Experience (15 points). = ! i e
s 30 Unity smrnd towerde 1 compbet ion of 2
Table 1. Point for Non ¥ 16 T X Units camned towasds e completion of &
= = Mosterh o ______
l i of o 7‘7 i ll&-'ﬂ Ve et mrpieimn of o | - ~ -
[ ve— 015 0 1023 T‘ [ 79 Units carnsd towards te compbetion of & Lews than 42 Units ennod towarts 1he comgpienion.
e MaseD o 5 Mastery
Becvices | (Woo-Geseral and ICalaf) [ 42 Uuite carvied tumsarde the compleng f 8 Lema than Complete Aadema Raquirements cosplessd
(.| =2 o AN I iy T o e o e O
« Ed . 5 S S 10 0 Courplets .l-umu— i3 completed TLens than an swarded
m . s 5 ’*’m = s 2 N Mamirry Degre — | _n-xlﬁ-:fﬂ'ﬁ;ﬁ_ﬁ_ﬁd-. 5
3 ning a Dorrratr
.c_—' 20 20 15 15 Sl e = ':’lﬁnw\-s-u the completion of & 7 Lems than & Units carned towards the campiction
M*_m ale of » Dorterate.
d. Performance 10 20 20 20 n © Units earmed towands e coppbetion of o | Lewn than § Units ssrmed towsnds the completion of |
e " Dactarate -
e. QOutstanding 10 10 10 ] 9 Unile earte (owartds the completion of & Tems than 13 Units carned Vomeards Uve completion |
e R — 4 | & Dutte
— nts - . = uuunufn:ii-u:-pnuuﬁ Lewa than |=um-::nd—uhme—n—
f. Application of Education - 10 10 10 e — - T T T = !
- of & Doctorate
:‘Wﬁ“"“.‘.““ } .10 L] 10 B RO e i o o s | Lo i 1 U o e e Gt
BEI, Work Sample Test) 55 ‘I 20 20 20 - T 21 Uit eormed wmacds the compdeiion wla | _n-aun-‘u-—muu-nu-
3 oeate Domtarate
Total 100 l 100 100 100 BE_ * 24 Units rarned (owards the completion of | Less than Complete Amdessio Roquirem
| | Destarnte | completed towards the completion of & Doctorase
£ Compieer Acabemic Requarements completn Lea. (i a0 wwmrdend
e towsrds & Docuretc =i S e
| an Doctorate '
Page1of18 Page 2 0f 18
Table 2.b. Increments Table - Training Table 2.c. lncrements Table - Experience Table 3. Rubrics for Computation of Points for Education, Training, and
e Experience
‘_-‘ Range
- {| Tevad From | To " Salary Range and | I  [—
" Leea than Blems | " B —1 Rooe | Losa than & masiie Weight Allocation N | R 1 B -l
a ® o ews than (6 henarn | 2 bmonthe | Lews. i | your 7—'7: Potnts ‘ from Q8 "'- from Q8 ."_7
T iaheas | Cstea e | s s 1 o | 1 Qe 305 mom | s | Wormore |
e T LT - Gemesal Services Positions Ec = . 8o
| . M houns L—h-ﬂh--ﬁ .In- Leww tham 3 years | Edu. -5 4 | 4 4 | 4 | | 6
I s T2 hours Laws than 40 bours. 7 £ 1—::—:1—2- ms'.;m 3 . 1 3 1 3 &7 1
. W houwrs | Lows than 4 beurs & ess them Symars | L ’1 T ’4'2 = T T < | =
¥ T ko Luma taann 56 s = T
TR Sehows | Leas than o4 hours
. L Lena than 72 hours
T Takeans L, thuats 80 bamers
1 ®hous | Less than 88 hours
4] T mmbouws | Lews then 96 beurs
" Sohows  Less than 304 houm
() 04 lwars. Toma thn 113 Ao
[ T liZbouws | Less thas 120 bours
" 126 tawsre Loma thhan |28 bows
7 T 128 bours Lena than 136 bous
] | rashouns Lons than 144 bty
W T Aheun | Lews ikan 180 e
20 T iSaness | Lens e 160 hours
EL) Ti60 hours  Lees than 168 hours d 4
B deheun  Lessihen G Ton = Less Ouan 11 yemen - B 1 | ket | - | patutn |
n Tihows  lmethan vben | B ] [ i T | | 10 e mare 1 | | 100r mare |
& marttn 10 Sincrements 5 13
T eheun et | | el Lew fhan 12 yeers 86 24 B RN Fr—" o |
T L1~ ¥ 1 L v 12 yomrs Educatin. 10 points Sia— | Sncw— incrTments {
| Training: § Sincrements 6 |3mcrements 3 L 9
Tae | 200 heuns Tcoe than 208 bowrs | | » T L than 13y Experience. 15 points =k = |
i 4 |2 mcrmmens 2 hnd 6
£ 208 hosrs Leoa tham 2i6 by | T Lo shen Xy | increments g mcm--u:1 !
[ s 23
£ 216 hours. Less tham 224 bwrs | ] Lesshan 14 yems | B | N 2 1 mcremant 1 3
& Diwes  LeeitmBihems | B Lew than idymes |
i S $ & monthe
£ 282 hours Lews thas 240 e © I Lews than 15 years TMustrative example:
1 1 an H - e |
:,4. - o Vacant position: o ng Officer ) - 5G 8
Lawel and Salary Range: SG 1-9 (Non-General Services)

P

per CSC os
Bducation : Completion of 2 years in college
Truining : 4 hours of relevant training

Fynerience 1 vear of misoant synerienne



a. Buedmuumkmqﬁ!ofm:pmiﬁmtnb:ﬂbd the HRMPSB shall
the baseline level for the points for ETE using the
Increments Table as shown in Table 2.a, 2.b, and 2.c.

b. Mzrdﬂmmngm:budmem meHRMPSBsh-nwmmufumc

of the it 's actual based on the submitted
i In shall refer to the difference between
meuwlh:um's-cmnlqmnﬂmﬂnnlcvdmdm:mmmo‘thc

Qs i of the posi 1o be filled.

Onlyqunuﬂcaﬂnnnlhmumralm‘nlmlhepmnﬁmmbemmm'hich
exceed the Qs of the shall be
given corresponding points in the computation of increments.
Mustrative example:

majwwunmmmqu

Satem—a | ot crencats Mebic 3.4 Mdcattord
Socreir s degrw | g Tatde 3. s

1

Mzt g . bl

18 N g o e e

e Sy Ty of jovoey

Fainkar Vit S0] | bl b 08 b B Tibls 2.5, (s saerengnating el o gyt 4%
Pramog g s (08 houre 14 Lol 7

s |

P oy

o I T p————

| Applicast’s Training Jevel - O lewed = Incrermani
| 7= 1 =6 ineremenes
B Al &' et e e A by 4 3014
T e of BRUTED smemmed s Rarhing Sy (Ve 3071
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giving points, except for positions that involve practice of profession
covered by board laws.

iii. Consistent with Legal Education Board (LEB) Resolution No. 406, s.
2019, Bachelor of Laws (LLB.) or Juris Doctor (J.D.) units and/or
degree carned from law schools recognized or supervised by the LEB
and its p Y shall be as
q to professional units/degrees in other 3!

i for of giving points, except for

positions that involve practice of by the rules

governing the bar, subject to further clarificatory guidelines as may
be isstied by the LEB.

iv. Mmmmmnghmnmmndﬁnmdunlfmm-]lmlimhmlm
may be considered, subject to the conditions prescribed in
Memorandum Circular (MC) No. 3, s, 2021 {fkvuu!omdnknum
Digital/ Online Learning in the Public Sector}.

v, wmmmmmummdntmmmw
hours per day may be considered; provided, that the appropriate
Certificate d&nplcym:nl is submitted with details on the actual
number of hours rendered. Fbrpm'pomufﬁviuapdnu mcmont.hs

hall be

or years of
equivalent mmwmorwm:mmecscmw
cight (8)-hour per day workday.

wi wwmmmwwmmmmm
may be P l.h-ttbc nm
of Those q in
hwmmmummmumuwu
{ A WMUWMWMIEN“MCSLORM)HRA

shall apply in the of and
Expaimqmﬂhﬂmnmmm'pdnhmmmmﬂnh.

4. Performance. Performance refers o the assessment of how tasks, duties, and

rating .
ommmwcunenlorprwhu.]oborpodﬂonmthmmwthcpmmmm
‘be filled shall be used for purposes of giving points for performance.

a. Positions with experience requirement. Applicants to positions that

require experience must submit latest p rating/s ing ane
tl):mpuhmmuummn:mmpbmpoddmumu

to be filled. Comp of points for performance
Mwum

Computation of Increments based on actual Experience qualification of Applicant A:

e b Sl sl b
20198

—-_— TN + E— L
| Admncraie e

y— e of [ret oy of mevver

| v | "
|yt | Haie of . et 33, 314 0 3 o e 3 i, (g e
! —— | B

7040 ey | b st bt @

' ST s L B, 31 im it R

Appiicars s Troining level - O beual = bncremens
83 = 5 imcremants

8%

§E
e
g
7

Mustrative example.
Uﬂlpﬂwqp&nbhmbna]wﬂwsﬂlnfmmwumhm&a
and based on the number of eamed by A, the of
points for ETE is as follows:
e " a4 T 1
L_ Tadie & FTR Bubrien. =
i iy | e | M [ Pee | Beeiems |
| Bucholor's degres |34 nours g |8 moramis 4 ey {,_— 18 pratman
Py — pay—— Awmatant i, i {
e | Ay 3. 3000 Band o Tubis ¥ | Bused on Tabke 3 Bonad an Tobe ¥
| Momap e | AL | 5w 3or mare | 5 oorvmr =
I s vl | 3 2021 - sty - .
@ Madter's degre ’ gt | i | s |
R 24 howrs irwining Lokt L i
Ademttran | et | a |
red Sedsre Aggenare 4 Ay A it U |
St 4 P \—nu —— 05 o |
] l—m’ e of retant —pr—
1 “Amren A
pree— Ao & vt & ot
o the ‘-dl\l o
| SV . N ——_____EmEmy B r__ —
d ting the QS requi for Ed ion, Training,
and Experience shall be given zero [0} points.
e. The i shall be ob d in giving g

ing general
points to rdcvanl Education, Training, and Experience qunﬂﬁmnnm

i. Education units and/or degrees in multiple or different majors may
be given corresponding points on a cumulative basis; provided, that
the unlunndlordnpceumcd are relevant to the poduouapplwd

for; provided further, that the subj are not dupli
i. G with the p of the CSC OHAOHRA.ImhllndIa
degrees of Doctor of from a CHED

may be considered master's units and/or degrec for purposes of
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Where:

X = Performance Rating

| 5 = Highest Possthle PR in DepEd RPMS
WA = Weight Allocation for Performance
{10 points for General Services; 20 points for Other Groups of Positions/ Salary Grades] |

{fllustrative examples:

e = e — =F 3
Administrative Alde V1 - 56 6 Administrative Assistant I
(General Sensces) (Distesratng Officer 1) - 3G 8

(Other groups of pesttions/ Salary Grodes|

x=4.156 x=4.356
WA = 10 1»--»
ih&——-w-u-;m Potntape s = 4.356/5 * 20 = 17.434
a. I. Internal applicants
The performance ral for pp shall be the rating
derived from the Results-Based Performance Management System (RPMS)
I Per e and Review {IPCR) Form
from the 's current or p Jjob ar jon that is o
the position to be filled.
However, as a d i shall also be required

wsubmhapufurmmdmdnmvmkmtvmmmm
rating period prior to the date of assessment or screening, except for
promotion from first to second level entry positions where the required
performance rating is at least Satisfactory (S).

Momdormﬂmwmiummmdnm for reasons such

CSC-authorized official leaves, may be considered In such
cases, a performance rating in the last rating period prior to the leave of
absence shall be required.

The performance rating prior to the reclassification of the position shall be
considered as performance rating in the reclassified position for purposes
of promotion, If applicable.

a.2. External applicants

For W is d using a five (5)-
level rmance rating scale, the midpoint value of the RPMS

(Table 4) cguivalent to the adjectival rating shall be used as the
a) ). The Cenificate of Rating must be

pplicant’s rating
supported with the Performance Evaluation Tool.



Table 4. Midpoint Value of the RPMS Rating

| Midpoint Value

475

3995
2995

0.7498
Officer I) - 5G 8
Adyeceval Performance Rating Scale tn the presious
Styong, Role Mods?
L Roting = 3 985

ihhh..—.-m“'”'ll.”

For exiernal applicants whose performance Is measured using other

or adjectival rating wlth-mluth.tmnmalgned'nh
Mﬂwtﬁ]pﬂntmﬂmmkdl&msmm develop a
system that Tating to the ding points

mpumhhmtmmungmlrhnﬂ.hcms

By 1

/s to vacant p with experience requirement shall
submit performance rating/s hmammlwpmiom-ukumth relevant

to the position to be filled. N rating/s for any
Teason gets a zero score for Perfo No proxy shall
be idered in the of the appli rating.

b. Positions with no experience Li to iti that
do not require previous experience must submit the board examination or
Career Service Eligibility ratings. For General Services positions that do not

have Eligibility requirement, the General Weighted Average (GWA) in the
highest academic/grade level carned shall be required. The HRMPSB must
develop a system that transmutcs mcGWAwapuucm@m.
Cnmpuu:ionofpolm:lhrpufnrmlmshlll ulnll.cns.

| PointSpeformance = %/100 * WATeformance)

I‘ Where:
x = Board Exam/CS Eligibility rating/ GWA transmuted to percentage scale
WA = Weight Allocation for Performance
(!Omkmwmmﬁ-%mqwmcma
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Only those ired or carmned after the last
shall be eligible to be given points.
level i awards from a ugh search pr and
mnymmhhmmgﬂngmm.muwc National E
(NEDA), I of the Philippines (DAP),

Dq)&‘l.etc syl points in Outstandi h fLe.
five (5) points for General Services positions and 10pnmlsﬁ:rnth:ryou;aor
position/salary grade).

The detalls of each of Ou ding A the
llOVsmqulmdmdmbnutntmvdnu.mufaﬂwu

8. Awards and Recognition. This may refer to citations or commendations,
academic or inter-school awards, or outstanding employee awards.

a.]. Citation or Commendation. This shall apply only to applicants for
General Services positions.

Means of verification: Letter of Citation or Commendation from previous
employer

Rubrics:

Number of Citations
“Three (3) or more letters of atation
“Two (2] letters of citation_
One (1) letter of citation

a.2. Academic or Inter-School Awards. This shall apply only to applicants
dmmwlmsmnnmn(llmrmupeﬂ:mleg..mhmmu]
The following MOVs and rubrics shall be used in determining points for
Awards and Recognition.

Means of verification:

A Academic or inter-school award; or

B. 'itn Outstanding Students of the Phl.lippm:s (TOSP) Award; or

C. or any that the ‘belongs to the
‘I.‘og 10 in the Board or Civil Service Eligibility Examination.

i T TV Sp——
4 points
l-ud:umAw’duToplﬂln
Board/CS Eligibility Examination
""At least two (2) academic or inter-school 3 points
awards
A1 Teast cne (1) acidemic o inter-school T Tpomts |
| mward

n.3 Outstonding Emolovee Award This shall apolv to apolicants with

SRR

Nlustrative examples:
e = e P
Admintatrutive Atde Il - SG 3  Administrative Assistant [T
‘mm Disbursing Officer [ - 5C §
| | (Other groups of postrions/ Salary Grades|
x = 82.75 [GWA) | = = 82.75 [CS Exgibslity rating)
‘m-m | wa =20

‘ POAntag e pnnce = §2.75/100 * 10 = B.2375

For honor du d by Presi ial Decree (PD) 907 titled,

Granting Civil Service Eligibility to College Honor Graduates, the following
rubric shall apply.

Appl with work to entry level positions

i with no based on QS, must submit

htatpeﬂmmmdnglnmﬂngum(l)yurpﬂfmminthc

current or previous job or in ltem 4(a)

lhllillﬂlly
S. ding A plis o di refer to
of an such as ideas, inventions, or discoveries

which were duly recognized by an authorized body. Mmuslhlveadhu:tlmklo
the KRAs of the applicant's current or

mmpluhmennml huwwmdmmnammmm
eMcency in op i working and for
uvinulngwmtmtmlpevﬂlng
Table 5 below em of O i i and
th:mrrnpmdh\gmximumpoinmhrendampum
Table 5. C of di lish
e e — ——
| Awards and Recognition _ = N (R S |
Research and Innovation e A points :
Subject Matter Expert /| Membership in 3 points
National ical Working Groupe (TWGs)
| Rasource Bpeaktrabip / Leaming — 3 2 poiats |
|_NEAP Accredited Learning Fadlitator | 2 points J

The points allocation in Table 5 shall scrve as the maximum or ceiling points that
may be earned for each component. The points eamed from each component are

cmnukudvelndnmﬁneurewmmmrnrr‘ i but not
to exceed the weight all as d in
Table 1 (Point System for for Non- F
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A. Any dum or ing the Criteria
B. Cestificate of Recognition/Merit.

Rubrics:
l&&l@g-ﬂ-—lm - - Gt ......
WMMEEJ dpoints
o .2 points |
=== _+r_ _i ) ry . - 3

For multiple awards received from the same award giving body and/or
award category that are conducted in series or progressive manner, only
the highest-level award shall be considered (c.g. N&’Cﬁnﬁumﬂnhume
division, regional, national level). Similarly, only the highest award shall be
given points in cases where applicants submit multiple awards from
different award giving bodies,

An applicant to Generllsmmlnonwhohnpm-mmdmm/snl
Citation, C and/or O Employee Award, shall be
g:v:npomuhaudondlhcrcnmy-.l(dnumwcnmmndlﬂon)u
Category a.3 (O i ployee Award), which is higher.

b. Research and Innovation

Means of verification:

A Proposal duly approved by the Head of Office or the designated
Research Committee per DO No. 16, s. 2017

B. Accomplishment Report verified by the Head of Office

C. Certification of utilization of the innovation or rescarch, within
the school /office duly lisned by the Head ol’Oﬂx

D. Certification of by

E.

nnmhcrschndfmmllyuymbymﬂmdﬂom
Proof of other

(whooc
likewise a ppwwadbymduh:dbudylolu»cnmnda
developed in the research.

| POURCap e = 82.75/100 * 20 = 16.55




| 4 points ‘,
] 2 points_ _’

work an in the national level. This may include not
limited to the and for ion of I
policles, and ‘matter or hip in
NTWQGs or C must, . be to the being
applied for in order to be given points.
Means of verification:
A or the ip in NTWG

or Committee;
B. Cﬂtﬂﬂkﬁ&rﬁdﬂhﬂnwhﬂtﬂdﬂmuﬂ
C. Output/Adoption by the /DepEd.

Rubrics:
[_MOVs bubamitied [~ Polnimmon
(ALMOVe [ 3points
OnlyA&B 2 pouns
d Facilitation. This shall apply to

applmuwhohawbeenmqmednmmmedmmmﬂr
and expertise on specific subject maner/s. This may Include applicants
who served as a s Person, Trainer, and/or

g forums, I _._lwonmll;luqmew.
Means of verification (All listed MOVs shall be submitted):
AL f /Training Matrix;

B. Certificate / Merit/C dation/A
(o] Slidedccklluwd-mjarsadmmls

6. of of education is the contribution made

by an applicant to their workplace as a result of their Icamings from higher education
units or degree/s eamned, such as but not limited to applied concepts, processes,
Amaldunlhntmrﬂcvmtmtbepﬁlﬁmmheﬂﬂﬂd Points shall be given to an

who has full pplieduuummggamm said higher
education units or degree/s camned. The application of education must have led to
significant positive results in the applicant’s current or previous work.

a. Positions with experience Application of ed jon is the
muﬁbuﬂoumudebymmmlhm-orkﬂucuamultdm
learnings from their education degrees or units eamed, such as but not
limited to applied concepts, processes, and skills that are relevant to the

position to be filled.
Higher premium shall be given to an application of education or
intervention made by the I that is and to the
position to be filled.

inter ibed as the intervention that is directly

app“cabielolheﬂmcdonulmﬂlwh:elhcpnmﬁnnnmﬂjndhrhhdgd.

An intervention is described to be applicable if it can be used in the
operations of the functional unit based on its office mandates in the official
DepEd Office Functions or Office Orders for the creation of the functional
unit.

If the intervention made by the applicant does not meet the criteria to be
Relevant, then said intervention shall be considered and be given
corresponding points using the rubrics for Not Relevant.

Means of verification:
A. Action Plan approved by the Head of Office

B. Accomplishment Report verified by the Head of Office
C. Centification of the utilization/adoption signed by the Head of
Office

Rubrics:

CALLMOVE

Only A& B
OnbrA =

b. Positions with no experience req that do
mmmmmmmuﬁmhnnmeuvulnmehw

academic/grade level earned as by Tr of Records/
Centificate of GWA/Diploma/Special Order from the Commission on Higher
Education (CHED) or other certifications. 'I'heHR)lPBBmustdﬂdupnmn
HEE HEESHUIES HE OWA 18 8 s of points for
Apﬂiuﬂmdndumnmuhnbeublhn

Educator Academy of the Philippines (NEAP).
Means of verification:
A. Certificate of Recognition as Learning Facilitator issued by
NEAP Office
B. Certificate of Recognition as Learning Facilitator issued by
NEAP Central Office

Rubrics:
| " Level _h_ > = —
Accredited National Assessor 2 points —i
Accredited National Triner 1.5 points
A dited Trainer __1 point
Hlustrative example:
Applicant Apple is applying for an Ads n g Officar I}
position in SDO Vigen City. She has been p as Iin
August 2015 n the same SDO. For the purpase of computing her Outstanding
Accomplishments, she submitted the following MOVs:
T Outetending Accempishments | Potnts | HRMPSB
| based on Remarks
_ e . Rubric e B
Awards and Recognition:
Ouistanding Employee Award 2013 in SDO Vigan | 2poinis | Not credited: MOV
| City fomplete MOV submitted) | has been used in
| the last pramotion
| as ADAS |
im_navuphpnmmmnmi 4 pointa Credited
| ning Factiteation: == | = n |
| af | as Learming in 1 point Not credited due
Imluwwwmmm | o non-submission
Oty (declared o1 the portfolio; no MOV submitted) | of required MOVa
Certificate of ion as Learning in 1 point Credited
2017 Annual Budget Conference in SDO Vigan
Oty foomplete MOV submitted] = =k L
wmpmmmhhMWManxa
andan-{ljmﬁrm Speakership tn 2017. However, zero {0} or no poin! is
given to Apple undar Mm::mmq requeired MOVs,
and wnder Awards and Auward last 2013 since
w-mdmmﬂa-unhmmw“’ﬂnwnj
fice (5) poirds in Outstanding Accomplishmenta.
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Where:
x-OWAmhdhm
WA = Weght for. of Educti

; (10 points for Other Groups of Positions/ Salary Grades)

Hilustrative exampie:
Vacant position:
o {Di Officer 1) - 86 &
[Other groups of positions/ Salary Grades}

| x= 82.75
| WA=10

| PolntBtotion of Rbeesiey = 82.75/100 * 10 = 8.275

7 of L ing and Devel (L&D). Appli of L&D is a
pmmmmdmelmmmmehuwrmmwﬂmmta{m)
done/ ded by the L which must have led to significant

ponldve results in their current or previous work.

nghuptuntmnlhlnbedwn wumpmoruuummummw
the to be filled. The definition
of rels f as stip mlwmﬁlulafmordcr:hnuwply

Means of verification:

A. Certificate of Training or Certification on any applicable L&D
intervention acquired that is aligned with the [ndividual

from HR stating that the L&D intervention is aligned with the
core tasks of the applicant in their current or previous position
shall be required;

B. Action Plan/Re-entry Action Plan (REAF)/Job Embedded
Learning (JEL)/ Impact Project applying the learnings from the
L&D intervention done/attended, duly approved by the Head of
Office;

C. Report with a General Certification
that the L&D intervention was used /adopted by the office at the
local level;

D. Accomplishment Report together with a General Certification
that the L&D intervention was uscd/adopted by a different
office at the local/higher level.




8. Potential. Potential mlmlomcumdtyandnhnitydnnappﬁcamm
assume the duties and P ilities of to be filled, and those higher
that are more technical in nature. nmybemmsndmm@uqur-n

of the following:

Component | Poimtarwusa |
Wmmnmmm(wa | 5 points
| Skills or Work Sample Tests (S/WST) { 10 points
| Behavioural Events Interview Spoints
In case the above are not to to General Services
positions, the HRMPSB may design other eval gies that are

appropriate and specific for them in order to assess their potential, provided that it
follows the ceiling points (55 points) set in Table 1.

amwmmwmﬂmmmnwm
, ability to present ideas,
jud,pn:m-ndhndmmplﬂlltynfﬂtlpﬂimt The test and evaluation
rubrics appropriate to the position to be filled must be developed hy subject
matter experts as requested by the HRMPSB. Subject matter experts refer to

or to the office where the vacancy exists, or to
the Department, who have working knowledge of the specific competencies
required by the position to be filled.

I Pointses = x/100 * WAws
(
Where:
x = Score/ rating in written examination in percentage scale
WA = Weight Allocation for WE
(5 poinis for Other Groups of Positions/ Salary Grades)

llustrative example:
Vacant posttion:
o
| {Othar groups of positions/ Salary Grades)

x=B5
WA=5

!’nn-...-man-s-us

Officer ) - 5G &

b. Skills or Work Sample Test refers 1o the test that may be administered

of skills test required by the position to be filled.

T Pointsm = /100 * WAgwsn

Where:
x = Score/ rating tn the S/ WST in percentage scale
WA-WmMM!m—SJW

T Pagetrof1s

[_ = N e ===
ng Officer I} - 8G B
1mmdmmm
x= 85 WA=S5

| Potntsws = 85/100* 10 = 8.5 |

c. Behavioural Events Interview [BEI) refers to the conduct of direct inquiry

with the applicant, focusing on their display of desired behaviour/s when
subjected to specific situations or conditions in their previous and/or current
workplace. Bﬂlslusdmttemhdplemmlbdlaﬁmwdmﬁﬂm
perﬁnn\m It uses the STAR (Situation-Task-Acti
the key s that are linked to l;he mquiled
have been by the The STAR app draws
focus on actual Situations in which the applicant acted; the Task/s that the
applicant feced; the Actions that the applicant took; and the Resuits of those
actions. The BEI may be used to assess the following arcas:

i.  Aptitude. The BEI shall be used to assess the applicant's potential or
their capacity and ability to assume the duties of the position to be
filled and those higher positions that are more technical in nature.

li.  Characteristics or traits. It shall be used 10 gauge other relevant
aspects such as the applicant’s psychological and social well-being.

ii.  PFitness. It shall serve as an avenuc to evaluate an applicant’s Job
Fit, Location Fit, and Organizational Fit.

iv, Other areas that may be identified by the HRMPSB.

The points sliocated for BEI component (5 points) shall be the maximum or
ceiling points that may be camned by an applicent. The points earmned from
mhmmmmmmdmmwmumrsmmmm
HRMPSB shall determine the to the to be
mbdnndanignpninmwmhumnmamedln;lhcmnﬂmumormﬁng
points for BEI.
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