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Republic of the Philippines
Bepartment of Education

_ DIGOS CITY DIVISION
Office of the Schools Division Superintendent

DIVISION MEMORANDUM
0SDS-2023- 228

To 5 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 : August 31, 2023

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) /Second
relevant to Level Eligibility
the job

Plantilla Item No.: OSEC-DECSB-ADOF2-750299-2020

SG: 11

Monthly Salary: £ 27,000.00

No. of Vacancy/ies: 1

Place of Assignment: ELEMENTARY EDUCATION

JOB SUMMARY: This position is responsible for the implementation of an effective
and efficient administrative support functions particularly on personnel
administration and property custodianship in the school.
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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. CheckKlist 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 out 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
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documentary requirements or those that may be required by the HRMPSB (item k)
shall not warrant exclusion 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
shall be on September 10, 2023.

The proposed timeline of the selection process is as follows:

Date Activities Personnel Involved Mode
August 29, 2023 - | Submission of application | Applicants Face-to-
September 9, documents Records Section Face
2023
September 11, Forwarding the | SDS Personnel Face-to-
2023 - September | transmittal of all | AOIV-HRMO II Face
13, 2023 application documents to | HRMPSB

HRMO for pre-assessment | Secretariat

of the documents
September 14, Conduct of initial | AO IV - HRMO II Face-to-
2023 - September | evaluation based on the | HRMPSB Face
27,2023 CSC minimum | Secretariat

Quualification  Standards | HR Personnel

(QS)
September 28, Issuance of letter for | HRMPSB Secretariat | Online
2023 disqualified applicants & Face-

to-Face

September 29, Issuance of memorandum | AO IV - HRMO II Online
2023 — October 8, | on the conduct of written | SDS
2023 examination, open

assessment, and interview

of applicants
October 9, 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.

MELA.N% ACIO, Ph.D, CESO VI

OIC - Schobls Division Superin‘t;%bnt_‘,

Yenfd Schooels Division of Digns City
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Annex C
CHECKLIST OF REQUIREMENTS

Name of Applicant: N Application Code: S
Position Applied For: o
Office of the Position Apphed F‘or o
Contact Number: o -
Religion: __
Ethnicity:
Person with Dtsablhty Yes () No( )
Solo Parent: Yes( ) No( )
Verification
. . si;a;::s?;n (To be filled-out by the HRMO/ HR Office/ sub-committee]
Basic Documentary Requirement (To be filled-out by the Status of
licant; ol
(h‘:”;s ubmitiad) Submission Remarks

{Check if camplied)

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

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

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

Photocopy of Certificate of Eligibility/Report of 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
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Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) year performance prior to the deadline
of submission, if applicable

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

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

1 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 _ . , year

Person Administering Oath

In consonance with Republic Act No 8792 or the "Electronic Cornmerce Act of 2000", (e)lectronic documents shall have the lcgal effect, validity or enlomuhlhty as any nmu
document or legal writing and a) (w)here the law requires a di to be in writing, that requirement is met by an clectronic d. if the said el
maintains its integrity and reliability and can be authenticated so as to be usable for subsequent reference.
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covered by board laws.

. Consistent with Legal Education Board (LEB) Resolution No. 406, 8.
2019, Bachelor of Laws (LLB.) or Juris Doctor (J.D.) units and/or
degr recognized or the LEB
#sigﬁk\gﬂih
academic disciplines for purposes of giving points, except for
}“-f_ﬂ}!&&i;g!?:i
governing , subject to further clarificatory guidelines
be tasucd by the LES. sy
Relevant training hours earned from digital/virtual/online learning
may be considered, subject to the conditions prescribed in CSC
Memorandum Clreular (MC) No. 3, 8. 2021 (Genera! Guidelines on
IDagital/ Online Learning in the Public Sector).

Relevant experience gained from part-time work of at least four (4]
hours per day may be considered; provided. that the appropriate
Certificate of Employment a submitted with details on the actual

or years of relevant experience submitted shall be transmuted 0 the

of Employment. Those documentary requirements written in

£ Applicable provisions under Rule VIl Part | to IV of the CSC ORAOHRA
shail apply in the appreciation of relevant Education, Training, and

" }I’i‘.ilg-n} that
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Applicants with work experience, who are applying 1o entry level positions
ﬁ}ésgﬂﬂng[ lllll submit
latest performance rating/s covering one (1) year performance in the
current or previous job or position. The computation stipulated in item 4(a)
shall apply.

S, refer to
imeritorious contributions of an applicant, such as ideas, inventions, or discoverics
which were duly recognized by an authorized body. These must have & divect link to
the KRAs of the applicant's cument or previous position. Outstanding
accomplishments must have led to positive resuits in their workplace through
cfficlency in operation, increased production, improved working standards, and/or
savings in government spending,

Table 5 below of and
the corresponding muximum points for each component.

Table 5.
Amards and Recouition | 4 poiats
lﬂmmvllnja | 4 polate
Subject Matter Expert / Membership in 3 points
l—tnl_.fbll(l_llc.l?
R / Leaming Pcilitation 2 points
NEAP Accredited Learniny Faclitator | 2 pointa

“The points allocation in Table 5 shall serve as the maximum or ceiling points that
may be carned for cach component. The paints eamed from each component are
cumulative to determine the total points for Outstanding Accomplishments; but not
to exceed the weight allocation for Outstanding Accomplishments as stipulated in
Table 1 (Point System for Bvaluative Assessment for Non-Teaching Positions).
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Where:
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ﬂwﬁllﬁi:
110 points jor General Services: 20 ;oints jor Other Grouss o/ Positiona/ Salary Grades)
Mustrative examples:
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a | Internal applicants
The performance rating required for internal applicants shall be the rating
derived from the Results-Based Performance Management System (RPMS)
Individual Performance Commitment and Review (IPCR) Form obtained
from the applicant's current or previous job or position that is relevant to
the position to be filled.
However, as & mandatory requirement, the applicant shall also be required
to submit a performance rating of at least Very Satisfactory (VS) in the last
Evﬂ.ﬂﬂl‘"’!i'.ﬂlﬁl}gf
promotion 0 second entry positions where the required
performance rating is at lcast Satisfactory (S).
An official or employce who is on official leave of absence, for reasons such
‘as maternity leave, local or foreign scholarship, training grant, or other
CSC-authorized official leaves, may be considered for promotion. In such
cascs, a performance rating in the last rating period prior 10 the leave of
absence shall be required.
The performance rating prior to the reclassification of the position shall be

as Tating in the position for purposes

For external applicants whose performance Is measurnd using a five (5)-
level adjectival performance rating scale, the midpoint value of the RPMS

Only those outstanding accomplishments mcquired or eamned after the last

five (5 points for Genernl Services positions and 10 points for other groups of

a.1. Ctation or Commendation. This shall apply only to applicants for

a2 Academic or Inter-School Awards. This shall apply only to applicants

The following MOVs and rutirics ahall be used in determining points for
Awards and Recognition.
Means of verification:
A Academic or inter-school award; or
B. Ten Outstanding Students of the Philippines (TOSP) Award; or
C. Certification or any document that the applicant belongs to the
Top 10 in the Board or Civil Service Eligibility Examination.
Rubrics:
Womber of Awards L
At loast throe (3) academic or inter-achool + pointn
wwnrds or TOSP Award o Top 10 in
Board/CS Eligbility Benmination |
Al lowst two (2) academic or inter-achool 3 points
At least ooe (1) academic o inter-school | dpoints
award
a.3. Outstanding Employee Award. This shall spply to applicants with
previous work experience, or those applying to positions with experience
requirement.
Page 1ol 18

‘Tuble 4. Midpoint Value of the RPMS Rating
RPMB Ratin, Bcale Midpoint Value
fr—] s
‘fmﬂ —
L 35004 4
s ———— 2
1.500-2.499 ol
. 788
"

wA-20
| Pt = 898808 590

For external applicants whose performance is measurcd using other
numerical or adjectival rating systems with scales that are not aligned with
the five (5)-point rating scale of the RPMS, the HRMPSB shall develop &
system that transmutes the performance Tating to the corresponding points
comparabie t the exiating rubrics of the RPMS.

External applicant/s to vacant poaitions with experience requirement shall
‘submit performance rating/s fram current or previous work that is relevant

to the position to be filled. Non-submission of performance rating/s for any

be considered In the absence of the applionbie performance rating.

b, Posttions with no experience requirement. Applicants to positions that
do not require previous experience must submit the board examination or
Carver Service Elgibility ratings. For General Services positions that do not
have Eligibility requirement, the General Weighted Average (OW/ the
highest academic/ grade level camed shall be required. The HRMPSB must
develop a system that tmnsmutes the GWA to a percentage scale.
Computation of points for performance shall be as follows:

Pointan = /100

|

Where:
x = Board Bxam/CS.
! ;;?l!.!l

A Any issuance, memormndum or document showing the Criteria

For multiple awards received from the same award giving body and/or
the highest-level award shall be considered {e.g NSPC winning coach at the
,grig%.iégg

An applicant to a General Services position who has presented Letier/s of
iven points based on either Category a.1 (Citation or Commendation) or

B. Accomplishment Report verified by the Head of Office

D. Centification of adoption of the innovation or research by



of s
Nagsonal Level o Higyer Dy an applicant to their workplace as a result of their learnings from higher education
MOVs Bubeittad [ ——— ‘lhlllﬂ = units o degree/s eamed, such as but not limited to applied concepts, processes,
ABcCap ot Toufpyis i edkadh O e s und skills that are relevant to the position to be filled. Points shall be gven to an
----- 4 points -y f‘.?ltr{!iiel e iﬁziig.ilﬁjlilf
orABAC Josinte wﬂmﬂﬂlﬁ s education units :l_nﬂul.aldlln!ﬂglu;-a[s
o ..“ . 1 n!lli'.ll..l.l-l-.‘l -_u-l significant positive results ‘applicant’s current or previous work.
Positions with experience reguirement. Application of education is the
For callaborative research studics/innovation, the total points shall be €. NEAP Accredited Learning Puctlitator, This shall apply to applicants “ contributions made by the applicant to their workplace a8 & result of their
divided by the number of authors/rescarchers Indicated in the who have been given accreditation as Learning Pacilitator by the National learnings from their education degrees or units camed, such as but not
copyright page. Educator Academy of the Philippines (NEAP). limited to applied concepts, processes, and skills that are relevant to the
position to be flled.
. Subject Matter Expert / Membsrship in National TWGs or Committess. Means of verification: b
‘This shall apply to applicants who have been chosen and requested 1 use Higher premium shall be given to an application of education or
ther tochnica) knowledg, akil, end experience to devclop s cutput, or A Certificate of Recognition as Learning Facilltator issued by intervention made by the appiicant that is relevant and applicable to the
work towards an outcome in the national levei, This may but not NEAP Reglonal Office ‘position to be filled.
limited to the development and/or validation of framework, models B. Certificate of Recognition as Learning Facilitator issued by
policies, and lcarning materials. Subject matier expertise or membership in NEAP Central Office Relevant intervention is described as the intervention that s directly
NTWGs or Commitices must, however, be reicvant to the position being applicable to the functional unit where the position applied for is lodged.
applied for in order to be given points. Rubrica: An intervention Is described to be applicable If It can be used in the
operations of the functional unit based on its office mandates (n the official
Mcans of verification: — | Pelntammar oo reetmten DepEd Office Functions or Office Orders for the creation of the functional
Accredited National Assessor 2 ponts. unit.
A Issuance or Memorandum showing the membership in NTWG Accredited National Trainer 1.5 points
or Committee; Accredited Regional Trainer "1 point If the intervention made by the applicant does not meet the criteria o be
Certificate of Participation or Attcndance; and e pes lrll.lals_.."lll.l__lsls:&!-ll!
by the pEd. Mustrative example: corresponding points using the rubrics for Not Relesant
Rubrics:
Apptcans Apple s applying Administrative Assistans 1l (Disbursing Qfficer Means of verification:
MOVs Submitted [ — ‘l!fi'".—‘lll)‘.t}i\"
ALL MOVa 3 poinis AN S0IE: 85 S0’ Sab I AL BSOAf Sapathg At O A Action Plan approved by the Head of Office
T B. Accomplishment Report verified by the Head of Office
= Ontetunding Accsmpishments R C. Centification of the utliization/adoption signed by the Head of
d. Resource Speakership / Learning Pacilitation This shall apply Py
w0 |
applicants who have been requested and invited 1o share their knowledge Amands and Recognition. I T Rubrics:
and expertise on specific subject matter/s. This may Include applicants Ottty Bephyme fured 3013 8 800 Vg | 3 puie Tttt MOV |
who served as & Resource Speaker, Resource Pervon, Trainer, and/or G L oherriooted wove F I iy
Lewring Pacliiator in seminars, training programs, _ conferences, s ADAS 1 - L ——
A T . S b Oustanding Bmployes Auard 2016 gl I | 4poius | vited owrash e .
Means of verification (Al listed MOV shall be submitied): S MO et Sosm———
e e A v, oulid: b. Positions with ne axperience reguirement. Applicants to positions that do
A lssuance/Memorandum/Invitation /Training Matréx; o e e areh oy Lo B el i gektor o] 7ot Tequire previous work experience mat subdait the OWA in the highest
 pertolio; ne. academic/grade level camed as evidenced by Transcript of Records/
SEAE dock/s Vi 4t/ ¢ Ronliot guidi et of Rossgriion as Loarning Fectihaser b | 1 pent Ot Certificate Dipioma/Special Order from the Commission on Higher
Rubrics 2017 Anunl Budget Conferwnce #n SDO Vigan Education (CHED) or other certifications. The HRMPSB must develop a system
_Quy ommplate MOV submitted that the GW/ scale. pointa for
L — [ - Application of Education shall be as foliows:
Apilicants free wxtermsl s
Or mnmmtional Level 8 wakershi, - or H, her = dpelots and o (1) pon for her Remensroe Speckeraiip i Houmwer, sere. potnt
Local Office Lavel 8 euknrahi; t it - required MOV,
Applicants frem ceatrel affies -
nlllln—nlli..ll.l!l'v_..f == Jive (5] potnts in Outstanding Accompliehments.
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8. Poteatial Potential refers to the capacity and ability of an applicant to Mustrative example:
POUN TS tctn o Bt * X/100 * WApgptiotion f mbscntint ansume the duties and of the position to be filled, and those higher
! 3 A positions that are more In nature. It may be measured through any or all Admindvtrative.
Where: the following: “Cxher grongen of pramions/ Salary Oraddeny
X = GWA transmuted t percentage scake o " Poluts,
enll'b!lﬂh%LnlI-E ‘Written Examinations WE =~
Sl o Work Sample Tests 8 WST) | 10 poins { Potnin, = 48100 10 2.8 =
‘Behavioural Events Interview HEI oints. a
Hlustrative example: In case the above measures are not applicable to applicants to General Services ¢ Behasloural Bvents Interview (B&J) refers to the conduct of dircct inquiry
— —_— positions, the HRMPSB may design other evaluative assessment strategies that are with the applicant, focusing on their display of desired behaviour/s when
Vacant positon. - - appropriate and speciic for them in order to assess their potential, provided that it !gsnﬂunk.gﬁiiﬁsﬁqggﬂa
Aheatretios Seoiitont & sbrsing Offtess follows the sct in Table 1. 3 ‘based on the principle behaviour predicts future
A celling points (S5 polnts) workplack. B e based cn the past -
- a275 a Written Examination refers to the standardized examivation which validato whether the key behaviours that are lioked to the vequired
WA= measurcs the knowledge, language proficency, ability to present ideas, STAR approach draws
. Judgment and leadership ability of the applicant. The test and evaluation focus on actual Situations in which the applicant acte; the Task/s that the
Febuinypytation i baviney = SLI200 ° 30 - 8.098 Fubrics appropriate to the posttion o be filled must be developed by subject applicant fuced: the Actions that the applicant took; and the Resulta of those
matter experts as requested by the HRMPSB. Subject matter experts refer to actions. The HEI may be used 10 assess the following areas:
individuals internal or external to the office where the exiata, o to
Y. Apytianiion. 5t Losmilag sl Divilspmant GLAD). Avpliantias of 1AL & & the Deparizacnt, who have working Koowiodes of he speciic competencies I Aptitude. The BET shall be used to assess the applicant's potential or
Proven suicoess of the learnings gained fum the hitman resouce development (HRD) required by the position to be filed. Uheir capacity and ability to assume the duties of the position to be
interventions done/attended by the applicant which must have led to significant filled and those higher positions that are more technical in nature.
Posltive resciie fa thalr cryent or provious work i B Characterietios or troks It ahal be used W gauge other relevent
Higher premium shall be given to an application of L&D or intervention made by Pointos = 2/100 * Whem aspects such as the applicant’s paychological and soctal well-being.
the applicant that is relevant and applicable to the poaition to be filled. The definition :r:!lr:lﬂ.”lllﬂ-u"?ﬁ-.ik!%a&c
of relevant intervention as stipulated in ltem 6a) of this Order aball apply. Nvlnw e - p— Fllslllc.llli !ll!s.
Means of verification: + e
s T The points allocated for HEI component (5 points) shall be the maximum or
A. Centificate of Training or Certification on any applicable LAD be The earned from
intervention acquired that is aligned with the Individusl ceiling points that may '.l-!..-“ﬁr!hi. points .
Development Plan (IDP); for external applicants, a certification Mustrative cxaple: HRMPSH shall determine the appropriate areas relovant to the position to be
from HR stating that the LAD intervention is aligned with the - filied and ussign points 1o cach area not exceeding the maximum or celling
S e e et AT o revious kit e | s e 5
B. Action Plan/Re-entry Action Plan (REAP)/Job Embedded 1Other rowps of posttions/ Salary Orades)
Learning (JEL)/ Impact Project applying the leamings from the -l
LAD intervention done/attended, duly approved by the Head of Ll
Office;
X %{iﬂlﬁnii | Polntas = 83/100 “as
that the L
local level;
. Accomplishment Report together with a General Certification b Skills or Work Sample Test refers 10 the test that may be administered
that the LAD imtervention was used/adopted by a different to evaluate the application of skilla relevant 1o the requirement of the
office at the local/higher level. position to be filled. The test and evaluation rubrics must be designed by
subject matter experts as requested by the HRMPSB depending on the type
Rubrics: of skills test required by the position to be filled.
e et T DRSS A oSy
ALL MOV 10 jownts Lo Spalats
0ok AB.& 7 oints I Foints Where
OohAGB 5 ol rotat x = Score/ rating in the S/ WST in percentage scale
WA = Weight Allocation for S/ WST
(10 pointa for Othar Growy's of Positions/ Salary Grades)



