Republic of ’tbe Philippines
Bepartment of Education

DIGOS CITY DIVISION

Office of the Schools Division Superintendent

To

Date

DIVISION MEMORANDUM
0OSDS-2024-

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 POSITIONS FOR NON-TEACHING

POSITIONS

November 14, 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 None None Career Service
OFFICER 1 degree required required (Profesional) Second
(SUPPLY OFFICER Level Eligibility
I)

Plantilla Item No.: OSEC-DECSB-ADOF1-750023-2004

8G: 10

Monthly Salary: #24 381.00

No. of Vacancy/ies: 1

| Place of Assignment: DIGOS CITY NATIONAL HIGH SCHOOL
JOB SUMMARY:

To provide technical services to the management and staff of the school in
relation to procurement (using alternative mode), inspection, acceptance,
issuance, storage, maintenance and inventory of material resources,
equipment, and properties to support the efficient operations of the school in
managing the delivery of quality basic education and,

Facilitate the disposal of waste materials and unserviceable equipment to
derive economic benefit and maintain orderliness and efficient use

of office space.

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




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;

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;

Photocopy of Certificate/s of Training;

Photocopy of Certificate of Employment, Contract of Service, or duly signed

Service Record;

Photocopy of latest appointment;

Photocopy of the Performance Rating in the last rating period(s) covering one

(1) year 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/ChecklistOmnibusVer2), 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.

ot~

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.

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




Applicants who failed to submit complete mandatory documents (items a to j)
on the set deadline indicated in the official memorandum shall not be included in
the pool of official applicants. However, non-submission of the additional
documentary requirements or those that may be required by the HRMPSB (item k)
does not exclude them from the pool of official applicants.

The Human Resource Management Personnel Selection Board of this office
shall deliberate the applicant’s documents pursuant to D.O. No. 007, series of 2023
(see attached Enclosure No. 5 to D.O. No. 007, s. 2023). A Division Memorandum
will be issued for the names of the applicants who will qualify for the interview. Such
memorandum will be posted in the DepEd Digos City website
(www.depeddigoscity.org). At the same time, qualified applicants will be informed
through e-mail and/or text message.

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

The deadline for the submission of the applications for interested applicants
to the Digos City National High School is on November 24, 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 November 29, 2024.

The proposed timeline of the selection process is as follows:

Date Activities Personnel Involved Mode
' November 14, 2024 - | Submission of Applicants Face-to-
' November 24, 2024 application documents | School PSB Face
School Head
| November 25, 2024 — | Submission of School PSB Face-to-
November 29, 2024 application documents | School Head Face
together with School Records Section
PSB’s Summary of
Assessment
December 2, 2024 Forwarding the SDS Personnel Face-to-
transmittal of all AO IV - HRMO II Face
application documents | HRMPSB
to HRMO for pre- Secretariat
assessment of the
documents
December 3, 2024 — Conduct of initial AQO IV - HRMO 11 Face-to-
December 16, 2024 evaluation based on HRMPSB Face
the CSC minimum Secretariat
‘ Qualification HR personnel
i Standards (QS)
' December 17, 2024 Issuance of letter for HRMPSB Secretariat | Online
? qualified and & Face- |
disqualified applicants to-Face |

m Address: Roxas cor. Lopez Jaena Street, Zone |1, Digos City (8002)

Telephone Nos.: (082) 553-8375; (082) 553-8396



December 17, 2024 — | Issuance of AQ IV - HRMO II Online |
December 21, 2024 memorandum on the SDS
conduct of written
examination, open
assessment, and
interview of applicants
December 22, 2024 — | Conduct of written HRMPSB Face-to- |
December 23, 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

QN C. SENARIL,
Ation Program Spegkialist
Officer-In-Charge
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Name of Applicant:
Fosition Applied For
Office of the Position Applied For;
Contact Numher:

-_—
—_—

Religion:

Ethnicity:

Person with Disability: Yes ( ) No( )
Solo Parent: Yes ( ) No( )

Annex C

CHECKLIST OF REQUIREMENTS

Application Code:

e

Basic Documentary Requirement

Status of Verification
Submission (To be filled-out by the HRMO/HR Ojﬁr:e/;ub—mnmlittee)
(To be filled-out by the Status of
oppilcans Submission Remarks

Check if submitted) (Cheek 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 201 7) and Work Experience Sheet
c. |Photocopy of valid and updated PRC License/ID
d. |Photocopy of Certificate of Eligibility/Report of Rating
€. |Photocopy of scholastic/academic record such as but not

limited to Transcript of Record
completion of graduate and post-graduate units/degrees

s (TOR) and Diploma, including

Photocopy of Certificate /s of Training

Photocopy of Certificate of Employment, Contra
duly signed Service Record

ct of Service, or

Photocepy of latest appointment

Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) yea
of submission

T performance prior to the deadline

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, Applicatior
Learning and Development reckoned from the date of last
issuance of appointment

1 of Education, and Application of

Photocopy of Performance Ratin,
work experience, if performan
to the position to be filled

g obtained from the relevant

ce rating in Item (i) is not relevant

response from the filled-up
rm

Screenshot of the automated e-mail
DepEd Digos City Job Application Fo

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

[ hereby certify that all information above are
submitted herewith are original and/or certifie

DATA PRIVACY CONSENT

I hereby grant the Department of Education th
relevant to the recruitment, selection, and plac
laws, rules, and regulations being implemente

Subscribed and sworn to before me this day of

true and correct, and of m
d true copies thereof.

e right to collect and process my personal information
ement of personnel of the De
d by the Civil Service Commi

Y personal knowledge and belief, and the documents

as stated above, for purposes
partment and for purposes of compliance with the
ssion.

Name and Signature of Applicant

, year

In consonance with Republic Act No. 8792 or the "Electronic Commerce Act of 2000°*,

document or legal writing and a) (w)here the law

maintains its integrity and reliability and can be authenticated so as to he usable for

requires a document to be in writing, that requirement is met by an electronic docun

Person Administering Oath

validity or enforceability as any other

. (e)lectronic documents shall have the legal effect,
ent if the said electronic document

subsequent reference.
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thenesin. et Dave A ot in_“.. anding TP d=. Whia shall pply only 10 = eiag_ﬂifigﬂg.ﬁa?g’azi
“flclency in operatian, increased preductian, kaproved wrking stk st T o O loas (b, ome {1} your itk oxpecicice fe.g, frah graduaa) difforean o "PPUNIA bt wtiple cwirds roe
savings in governmont spendicg. o fellowriog MV an rubiic shall be Used in Getrimining paites o Asand giving bodics.
an
Awards and Reoegnition An applicant to a Geoeral Services wha has
Table 5 below the o st position presented Letter/s of
the comres ponding aaximium points for vach compoteet, Means of verificavon: n!.ﬁungs_uhhﬁh: 1 (Cltation E-H___E
R,
Table 8. of W»B.rl!i:sﬂl&!:lai Catcgory n.3 (Outstanding Eimphiyee Award), whichever higher
N o Ten Oucstanding Srarents he Philippines (TOSP) Award:
e © R R e N s
i L <ognitian 53 Aty : o
| Reseacch od lonovation Srein F— oh
Ef:!l?ﬂs—w_u-:.gglﬁﬂn- 3 pointe . A Proposal duly approved by the Head of Office the
National Technical Working Groups — — . i designa
Netsonal Tochs d | s e o dtete e Research Commitice per DO No. 16, & 2017 =4
1§§5\§§ reints Altcnat three §3) scadomec s incer schoud 4 puints, B. Accomplishment Repon vesified by the Head of Offics
NEAR Aceredited Learniag Fociitnior_ | v Bord 8 Bt Fe e, 1 n & G porm b inoowuton or rescarc, within
B 1S Bt I S— . achool aflice dly sigra et o b
EP!BEWKE:E?EZE?E!!?!&IEEE&E.E | e 2 scadraic o -l Ipeion D. Cenification o lﬁ..!&z the Innowation or research by
may be carned for each compancut. Points eamod froos cech componemt | Aflennt (13 ssdemmic ox hseerashand A e Aanother schaol foffice rigned by the Head of Office
CUMUQTIVE 10 defermine the total polnts fbr Oltatundivg Atcospisteace: Lo ot | e ] ¥, Proof of citation by uther rescarchers (whose sty roscarch fs
1o Gxoced the weight allocation for Outstandiny; Accomplishments as 3imiated c i icwine approved by ithorized hody) of the coneept/s
i:gggg_lﬁgﬂr-?ﬁ;g develaped in the research.

23 Dutstancing Emploes Aurd. o shill apply 1o sppkcants with
giéii%siﬁn&&hﬂiﬁ
requirement.
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! CAD I8 4poiny
,??n.ﬁ.".ﬂ } 4 points i
1Sl A B ...
A T T apeme
DuyA R
For rescarch stucdi the total shall be
divided by the number of authors/rescarchers Flﬁ the
capyright page.
€. Subject Matter Expert / in Natlonal TWas
.?-.s!.-gs.nvaﬂnﬁlrerﬂgai!agillsi

i
gﬁv:[g;lngsgluéﬂ
tawards an outcome in the national level, This may inefude but not
EEBE%!&QE&SEE.
policies, and learning materials. Subjeot natter expertise or membership o
éﬁqﬂ%aﬁ.g.lgsﬁgg
applicd for in order tu be given points.

A _Eﬁzégasguﬁa
or Commitice;

B. Certificate of Pasticipation or Attendance; and
o by the

EIB-%EEEIO{.E::HEE"

A -‘E-—nﬂ\’i_a\iing\g Matrmx;
Certificate of Ci
Stide deck/s uacd and/or Scvsion guide/s.

‘‘‘‘‘

7. Application of Learning sad Development (LAD}. Application of LAD (s &

4N 8corss of the leaminga guined from the humnn resource developaumi (HRD)
?is«zz&i.i-{#ﬁé:g.g[lg
positive results in their current or previous work.

H in|
the applicant that ia retevant and applicabic o the position (0 be filled. The definition
of ralent intoruention as atipulated tn iem Bia) of thin Order hall apply.

Means of verifioation:

A Certificate of Training or Certification on any applicable LAD
intervention acquired that is aligned with (he InAividnal
Development Plan {IDP); for external applicants, a certification
from HR stating that the LAD interwntion s aligned with the

.

sl g

B Acton Plan/Reentry Action Plan ..!n:asto.. mﬂ.ﬂ&.ﬂ
Leamiig (JEL)/ tmpsot Project applylng the leamings from
LAD intervention done/attended, duly approved by (he Head of
Office;

€. Accomplishment Report together with & Genoral Corvification
{hat the LAD intrrveation: was used /adopted by the oifice at the
Tocal level,

D, Accomplishment Report together with & General Certification
that the LAD intervention was used/adopted by a differen:

a

Move ——T .
ALL M6V 1Opomie TS poimte
Omy T points O e
Oniy A B polma [ I point

:u, ,."nn-_. Poteotia) rofers © the capacity and
Sume the duties and responaibilities of the
Patiions that are more technical in nat e

and skilly that are

!{i:aﬂisggg directly
applicalile 1 the functonal usll where the ....F...-E-&.
o

is {f It can be used in the
a—NiElBogEE'-ﬁE?EE 1he officis
bgcaagﬂoaa?_ﬂganlui.ﬂﬂg

_.?Eﬂ.ﬂgaeriux-!tlaaui-na!n:.li.
Relevant, then said intervention shall be considercd and mah.a.“
Releiaant.

Means of verification:

A Action Plan approved by the Head of Office
B. Accompiiahent Report vesified by tio Head of Offics
C. %aggxgﬁnis:ﬁl

Ceetificate of GWA/Diploma Special Order frcan {he Commission _.._.?...

ﬂﬁ:! _n:nc_hmﬂﬂ..ﬂagil.dl _.!-dw.a..-;ni..“q!:s
0 8 tage scple, points

Application of Educailon shal be li ?__.-l!!c a- !
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Mustrative ecample:
Vacant positon:
!lf:l,tll!ﬂll.llil.-o.

.9».-..!«\-.._!2

lgaaun?nn..-ﬂng.—!:-ag took; and

gdﬁwﬂgiisisggﬁlﬂﬂiﬂazi.g
i E,EBEWEEEI.KE.‘ itial

us:BiQ-i&sqsiS:snn?&Enuo.ﬂﬂweﬂ.
ER!&?:E&.EEEIESEEEE?

'S ?El-{rkii._-g[i?':lﬁg.ﬂ_wg
" gg!ﬁv‘?»nﬂvg;;gaglnabu;

1 thall acrve 3 an aveuie 1o cvaluato an appticast
Fit, Location Pit, and Organizaanal it - ol
™. Other aroas that may be idencified by the HRMPSE,

Page 18 18



