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Republic of the Philippines

DIGOS CITY DIVISION

Bepartment of Education

Office of the Schools Division Superintendent

DIVISION MEMORANDUM

OSDS-2023- 2

To

Subject :

Date

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

ANNOUNCEMENT OF VACANT POSITION FOR SCHOOL PRINCIPAL

POSITION

October 13, 2023

This Office announces the acceptance of applications for School Principal
position in the Schools Division Office of Digos City. The qualification standards are

o2

as follows:
VACANCY QUALIFICATION STANDARDS
POSITION | EDUCATION | TRAINING EXPERIENCE ELIGIBILITY | COMPETENCY
TITLE
SCHOOL Bachelor's | 40 hours of | Head Teacher | LET/PBET/ National
PRINCIPAL | degree in relevant (HT) for 1 year; R.A.1080 Qualifying
I Elementary training or Teacher-in- (Teacher) | Examination
Education Charge (TIC) for School
(BEED); or for 2 years; or Heads
Bachelor's Master Teacher (NQESH)
degree with (MT) for 2 Passer
18 years; or
professional Teacher for 5
education years
units

SG: 19

Monthly Salary: P 51,357.00
No. of Vacancy/ies: 1
Place of Assignment: ELEMENTARY EDUCATION

Plantilla Item No.: OSEC-DECSB-SP1-750052-2014

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



JOB SUMMARY: Sets, the mission, vision, goals, and objectives of the school,
creates an environment conducive to teaching-learning process, implements,
monitors and assesses the school curriculum and is accountable for higher learning
outcomes.

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 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.

The Human Resource Management Personnel Selection Board of this office
shall deliberate the applicant’s documents pursuant to D.O. No. 007, series of 2023
(see attached Enclosure No. 3 to D.O. No. 007, s. 2023). A division memorandum will
be issued for the names of the applicants who will qualify for the interview. Such
memorandum will be posted in the DepEd Digos City website
(www.depeddigoscity.org). At the same time, qualified applicants will be informed
through e-mail and/or text message.

Original copy of documents must be presented during the conduct of
evaluation of documents, thus, only those submitted documents will be given
corresponding points.

The deadline for the submission of the applications for interested applicants
shall be on October 23, 2023.

The proposed timeline of the selection process is as follows:

Date Activities Personnel Involved Mode
October 13, 2023 | Submission of application | Applicants Face-to-
— October 23, documents Records Section Face
2023
October 24, 2023 | Forwarding the | SDS Personnel Face-to-
— October 26, transmittal of all | AOIV-HRMO II Face
2023 application documents to | HRMPSB

HRMO for pre-assessment | Secretariat

of the documents
October 27, 2023 Conduct of initial | AO IV — HRMO II Face-to-
— November 14, evaluation based on the | HRMPSB Face
2023 ESE minimum | Secretariat

Qualification  Standards | HR Personnel

(QS)
November 15, Issuance of letter for | HRMPSB Secretariat | Online
2023 disqualified applicants & Face-

to-Face

November 16, Issuance of memorandum | AO IV - HRMO II Online
2023 — November on the conduct of written | SDS
25,2023 examination, open

assessment, and interview

of applicants
November 27, Conduct of written | HRMPSB Face-to-
2023 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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Address: Roxas cor. Lopez Jaena Street, Zone Il, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396




Widest dissemination of this Memorandum is earnestly desired.

MELA%%%XCIO, Ph.D, CESO VI
OIC - Schiwols Division Superint:a/fﬁentr

1274 Schools Division of Diacs City
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‘ff: '4k Address: Roxas cor. Lopez Jaena Street, Zone Il, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396




Annex C
CHECKLIST OF REQUIREMENTS

Name of Applicant: . L Application Code: e )
Position Applied For: -
Office of the Position Applied For: o o
Contact Number: —ty
Religion: - e Inetal
Ethnicity: T
Person with Disability: Yes( ) No( )
Solo Parent: Yes( ) No{ )
Status of (Ta be filled-out by ﬂ:ilrfkgt(;?:: gﬂice/ sub-committee)
) . Submission
Basic Documentary Requirement (To be filled-out 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
€. |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
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 Qutstanding
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

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

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

, year

Person Administering Oath

In consonance with Republic Act No. 8792 or the “Electronic Commerce Act of 2000", icjlectronic documents shall have the Jegal 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 authent: d so as to be usable for subsequent reference.
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1. Education units and/or degrees tn multiple or different mujors may
be giver corresponding poisits on & cumulative basis; provided, that

Table 4. Midpoiut Value of the RFMS Rating
the unlis and/or degrees enrned are relevant to the position applied i

for, provided further, that the subjects completed are not duplicated | Where: = l-li-huai ST Mdpoiet Vaine |
- Performance Ratug 475
H. Conslstent with the proviaons of he CSC ORAOHRA. units 5 < Highowt Poaaible S8 fn Deplid RPNS e B
deggrees of Doctor of Medicine from a n\bg_l.!-ﬂh _w>-§§ﬂh‘??lll .1:[.4.« 49 ! koo o) i
may be considered master’s unlts and/or degree for purposes of (25 potnts) g ||‘|.! .|l|r|q,‘0v|‘\\4\.
giving puints, except for poaitions that Involve practice of profcsmion A100-3.499 -
covered iy board laws. e 19908
. Comsistent with Legal Education Board (LEB) Resolution No. 406, 5. -l S 07495
2019, Hachelor of Laws [LLB) or Juris Doctor 41.D.) units and/o: e ol
degree carned from lew schools renognized or supervised by the LEE | S iis-0 . M strative example:
“ﬂ«F professions. doctorate ._.En-“muuun other by -
0 It in other nov-Lav' Pebrtaopes + 43008 p——
Dot thes v proiie ot e ot it s i ,“il._l"...l.h.ltl Loy
1l i  Job
governing the bar, subject to further clarificatory guidelines as may Internal applicants. e D
be iswuead by the LEB. s
by e peformance ring equied o el appicants shal be the rating RSV ppm ey
Feleva tranig bours esmed from dighal vt/ ontine earnio derived from the Reaults-Based Peformance Management System (RPMS) = 1o
108y b0 considesed, sutject % the contitions wescribed # COC Individual Performance Commitment and Review (IPCK) Form obiained |
Memcmadum Cireviar (MC) No. 3, 5. 2021 fGeneral uidelines on from the applicant’s current or previous Job or position that s relevan [Ke—————a i
Digltal) Online Lagrning in the Public Sector). the posicion to be Alled. S N
However, s0a E-ltlln-.l-...l or external applicants whose performance (s measured using other
T D o Gy s e comekimt poentoch Tt the Spprrpeion st (Vi Gn st -Is._n..s.aii. i et wmct gped et
Cenlfcae of Euploymeny: I subriied with el on the acual i YL etk i oAt o
hooiins cxcet o pecoion Suen Bty ascond ke ey ok v where the sysiem
ii‘l oo required performance rating is at loast Satisfactory (8) compamble to the existing rubrics of the RPMS.
.._E!!ss. s or years 3 of xperence base on the CSC-reqired An offical o canplayee who s on ofclal leve of bsence, o reasons such Eateenal applicant /s to vacant positions with experience requiremaent shull
gl Woieﬁih-ﬂiﬂﬂ![ﬂ. u&ls.lsnlisaﬂﬂu? _x_-:s. RE&:BELH&%«!-?:E.\ q . Ak
suc n Lo . for
. Relevant Expericnce gained from abroad or outside the Philippines cases, a performance rating in the last rating period prior to the ieave of 2758 & soro score or Paciruaance setipricn, 1o prasy sl il b¢
may be conaidered provded tht the applicast submit & Crrlcats absence shall be required. considered in the absence of the applicable performance rating.
languages other than Engiish or Filipino shall be accompanied by 3 The rating prior to the of the position shall be
complete English truaslation. e ting ‘n the position for purposes
of promotion, if applicable. iz:n:é&-ui.ﬁl b g sl
£ Appicable provisiona nder fole VI Part | 1V of the COC ORAOHRA b, External appticants. it wovs dhily secogiaod by A akrihioried Hody. Thewe milist liben & dioect Ruk &0
shall apply in the appreciation of relevant Education. Trainiog, and : :xla!l&-.ﬂ!xu? i.-:u ..8:”._“. Q:ﬂ:a&l ﬁ!ﬂ.?ﬂkﬂ%ﬁfg
mus| to
Bapercher quacations A g of s ETE et For external applicants whose perfomance Is measurcd using a ve (5)- ooty el gl s bl e ety
o e R i level adjectival performance rating scale, the midpolnt value of the RPMS savings in government spending
pose gy s o o rering (Tuble 4 equbvalent B the advcitval ating el be umnd s the
ok eate ol l{.ﬂi? rating applicant's performance rating fr,. The Certificats Rating must Le “Tuble 5 below of and
abtained in the current or previous job cr position that Is relevant to the position to pperted wih the Peormance Evauion Tol. the corresponding maximum points for each component
be filled shall be used for purpuses of ghing points for perkormance.
Page Page 8 Page 16
DauL - %w e = research the points shall
S~ I . e (P T Y D~ torsd
- o}l-.?l-l‘ vt']lﬁﬂl-l_q‘l, [ Schoal /Municipaliy, B.l.ﬂ..wl.nl.l Caymenm , ”‘-‘ug‘”.vn number of suthors/researchers indicated in the
Sepels i Rengolive T pol !
eemar, e ik 5 “_ 7 t sas.n-?:i / Coach. Thi refers to wwnrda gained by applicants . Bubject Matter Expert / Membership in National TWGe or Committees.
National Technics | Working Groups (4G i =y scademic or ﬁéi?%ii!nﬁgig use
ouittees = 4 " technical knowidedge, skdlls, and cxperience to develop an outpul
l...-ﬂnilll!lr:..irla.iv!; . , Means of verification: work towards an Gutoome in the navionat level. This may inchude but not
NEAP Accrvdited Lsarning Paciitatos Wl . Ty i, o o WA 58 = Eﬁﬁsﬁg.ﬂh~§a§§
The points allocation In Table 3 shall s=rve as the maximium or celling points thal o of oo o NTWOs or Committees miusi, howcver, be relevant (o the position being
g?ﬁ!ﬁ:.ﬂﬂ.ﬂ_ﬁ.,#jgigggﬁ " Winning Contestant/Bvent/Acti applied for in order o be given points.
points bus not
excced the maximum pointa or weight allocation for Outstanding Rubeics: Means of verfication:
Accomplishments as atipulated in Table | (Point System for Evalustive Asscssment e showing
b e ) Champion o Highest Pacer in the National Level o Domsmiticos; i o
Only those outatanding accomplishioeats acquired or earved after the last | ¢ hamapion o Highest Flaces in the Regional Level poliy. Certificate of Participation or Attendance; and
promotion shall be considered eligible to be gven points. | Exmmpaan or Highest Paccr in the g tythe
National level individual uwards aoquired from a thorough soarch process anc. g jary Mdekes;
u!&gz»g}ia.ll sich na CSC, Metrobask, Netlonal Econarmi: For mult) v_:t.u.n_-x.-..ian-i.“n.lnz Z&.RE« P S —
ua_.s..n EREI&EI!.S—EE;R.EE the highest-level sward shali be considered (c.g. NSPC winning coach at the [OahvaOs [ Jeointe ]
given points in cases where M.N.ﬁué !IB-E!"
appiscan d. Resource Speakership / Learning Facilitation. This shall apply
Thc detall of cach !-.s“ ring . lncluding the different award giving bodics. applicants who have been requested and invited to share their knawledge
required rulirics points, follows. v ol and expestise on specific subject matter/s. This may nclude applicants
4. Awards and Recognition. This may refer to outstanding empioyee awurd: V! (mse e Bemmsssoen ¥t scrved 3 @ Resource Spesker, Resoure Peraon, Tminer, and/or
and/or awarcs as trainer/coach. Means of verificution: ﬂai.spél?ﬁ:glesﬂfgllnunn ’
1. Outstanding Employee Awcrd A Proposal duly approved by the Head of Office or the designatnd Means of verification (Al listed
e . B vaﬂn!n e D0 1 2017 o (A listed MOV shall be submitted):
Means of verification . Accouy Head of Office
A Any lssuance, memarandum or document siiowing the Criteria c %l:ﬂlﬂ-‘g 222 innovation or research, within
N Mﬁﬂﬂbﬂhﬂ“&g the school /office duly s:gned by the Head of Office
IMerit. D, Certification of adoption of the innovation cr rescarch by
. another school/office duly signed by the Head of Office
. Proof o claton ty other researcher (whone sty researe
B —— —— whether publlshed or unpublished, 1 ikrwise approved by
ﬂlllcllllﬂ»lxlﬂt[lﬂl'll‘ authorieed body) of the concept/s developed in the research.
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