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TNITOUIICEMENT OF YIGf,NCT IND f,CCEPTINGE OF TPPLICETION
DOCUMEIITS rOR TDMINISTnATTVE OITICER II ([Or)

TO AssiJstant Schools Division Superintendent
Chief Education Supervisor, CID and SGOD
Pr:b]ic Elementary and Secondary Sctrool Heads
AII Others Concerned

l. This Qffi6s selle the submission of Applications for the vacant position in the
Division OEce on or before JEDG 26, 2O24. The ranking strall abide with the gnridelines
stipulat6d in DepED Order No. 7, s. 2023, othenrise krown as "Guidelinee on
ReGuitsrEnt, S€lection, and Appointment in th6 Dopartsnent of Education."

2. The following Qttalifisatien Standar& (QS) shdl be considered in the initial
evduation of the applicants. Only those who me€t the minimum QS may proc€€d to
further evaluation. Applicants found to fall short of the minimum QS for either education,
experience, training or eligibility shall be automatically 4isqualitred.

3. Attached are the duties and reslronsibilities of the yacant posiUon which Bhall serve
as reference in the exam to be conducted in e\raluating the qualified applicants. Tho
core behavioral comlr€tencies and skills that all employees in the DePartnont are
erp€cted to lro8segs are the ,ollowing:

C ore Behauior al Co mpetenc iesi Self-Management, Professiondism and Ethica,
Results Focus, Teamwork, Service Od€ntation and hnovation,
Core S&ills: OraI Communication, Writt€n Communication and ComPuter/ICT
SkillB

Address: Sayre Hi-way, Purok 6, Casisan& Malaybalay Oty

Telefax No.: 08931+flD4; Telephone No.: 088-813-1216
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4. AU applicationa must be submitted on or before the deadlino of submlssion.
Applicants who failed to submit the complete mandatory rcquirements (the documents
listed from 'a' to 'J' in 'Armex C' of DepEd Order No. 7, s. 2023) Bhall not be included in
the oEc'ial pool of applicants. Ercloaed herewith iB Annex C to serv6 aa referonce for the
documentary requiremenb to be prepared, for submission.

5. Intere8ted qunlifisd applicants are required to register, fill out neceBsary
IreEonal inlormation and Epload ssaflred copias i, mF format of all the neaessary
supporting documents through this ltlk . In the meantime, the lillk
can only b€ accessed in the Division OfEce hence, applicants are advir8ed to scan firBl
theL pertinent docum€nt5 in PDF forrnat before coming to the Division OEice to do the
creation of account and uploading of pertinent documents by I:00 PM oflare 25, 2O24.

6. The followtng employees shdl compoee the Human Rosource Merit Promotion
and Selection Board (HRMPSB) and assist the Appolnting Authorlty in evaluathg all
applicants and solecting the best candidate for the position.

Chairman
Member:

Ralph T. Quirog, Ghief Education Supervisor, CID
Lorenzo O. Capacio, Ghief Education Supervisor, SGOD
Manuel D. Dinalayan, U, Administrative Officer V
Guia Ma. G. Villahermosa, Adminlstr'ativ€ Oficet MHRMO IV
Roaie A- Salupado, EPS/ Representative Second level

Se6atariat: Gwendolyn G. Quirong, ADA.S Illr?ersonnel Unit
Anjelica Lr. Bahian, Admin. Aide VllAdministrative Services

7. The Human Resource Management OEcer (HRMO) tog€ther Lrith the HRMPSB is
ertr €cted to enrrre that vacancies are EII6d not lat€r than August I, 2024.

8. ThiB OEcre sEic-t]y obgerve8 the Equal Opportunig Pousy (EOP) in dl steps to be
undertaken for thia purpoae. ltrence, a]l decisiotts and actions slu]l be based solely on
guidelines set forth, with no discrimination on the aclount of age, gendet identity, sexual
orientation, civil status, disability, teligion, ethnicity, ot Pouticsl nfFliafisn.

9. This Ofioe direct8 the immediate digseminatlon and sEict compliance of this
Memorandum.

L.
Schools D ndent

Copy flrnished:
Records Unit
Personnel Unit

TO BE POSTED ON THE WEBSITE

./

Mdress: sayre Hi-way, Purok 6, casisang, Malaybalay otY

Telefax No.: 088-31+0094; Telephone No': 088-813-1246 eEmail Address: malavbala v.citY(a de ped. sov. ph
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AREA'I -Ar'ffi8-^iiETffiaEtrrrE8
Prronnd
Admhl.tiltlcn

REultnc.rl and:aLdbn
Provldr lrrmrr rrorror ounTt |Int aupporf b lhc .clDol had i,rd cmrfiiatc wtlh AO lv (HRllC, ll) d frt
SDO in hr lbloring HR{Lbd lillEuilc:

t. tEUlUrEd.nd t.lG(flon d ?9ffctiB h [.lG aE 16l a$tnad
b. pomotlon rnd dGCoymrt o, palonnd h th. fiaig.rld lctrool by drscking sni, valiiallng thc cornplcteoecagt ruhantldy ot dErrt rlr b b. suhnltrd to lrle HRIIO lor prparatim/hausnco of appolffiitrn
c. Prrprr ERF sl qu{fu t eh€,! and Eubmit to SOO fu procEfl0

Porronncl Rrcordr
t. t p(,.E ragultty 201 &. rrd m.hbin rrtb... ot prmnrt Ho.rr.0on o{ rdod Pr,tdrd
b. Ad/ i.t ttc Oclgndd fgarcf futhortcd olllccr (AAO) lo tho neH ln t.'(mr ot writyltE/rpprwing GSIS

loana rnd terrf,t flxriino adt lcr (AR ) rmay b. dlbo.bd
c. Conadirab drlly line rucord (DTR) ol rhol pcGonnd and pr.pslE monlhly rlporl ol ..rvhG (FdtYr 7)
d. UonlE lrd rrcon allsdenc!/&.rio o, rcful pooomol and r€por{ b acrtoof heed irqrg end oncarm

rrbtcd thstb
.. Aalr ql applc{on fb baN€ ot rdrml prunnd rnd frim r.conhf,ndalin by t E .chool h.d and

fprovrl bylh. SGt
f. upd.Ivrceln r.,rdc.,baUtcn .I3drctrolprlqrnd arrdrlgrarlycdflmrnt e torll concrmcd
g. Mahtrln dr cordld.nuCity of 9s!dr.l ir*onmtlon ol rcfira paEmncl to whtclr lE/rh. hss !.ed ecca.!.
h. Cddirul. l$r mrrd dhcr. a.dr aa 8lR. GSIS, FfiH..lD. PaO-lBlG. CSC, rnd dtcr

[attdi,.nflb c,r 0a irFlm€ntttion ol pofcb. ard gddolino rrlcvfl]l b patEnn.l.

CdrF m.[cr.rd Bod[.
a Carvub and .ltrdt b S@ affiL pc,rronet terrnr h pmcorsing, ftnittg. .nd 

'tL!tc{c.g.malfi{ty Dantt], .bp lnquncna, l.l.r, dlfrr.rfials. mttma p.y, propo.lloill y.qrlbn ply. e)
b. monlor a.rd prpm ndclr n i.p lrcrtmaflb anrt dludnrrb of rctroot prrrsmd .nd utrrl 5 lnUO

lu ctcdOng rn t nrilcdor l
c. Procrer rcthrrnonmperAon bcnctttc d rcrrml p.rsorrEl br hdo.!.mcnt by fhc t t6l h..d to 0r. ttOO

Othcr HR-nhad t ncfiont
s. Upd.t r.fi@l pcnonml of tho latcd XR.r.l.t d polld.l
b. tladog aod prGrrf b !h..dool h.d/}lRMcl hmvroli drrtcfir,s in imprormg HR pr.c06 h 61. scfiool
c. Arld thr rdlel lrad h pcrlbnrn m.flagamant rasa,dt rnd rccognltlon, .rld Llrfling davoloprnrnt

L- lgliotlllg prlcti€r inOr.tdr@l
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OlrTlEE ALD RE!P{oi|SIBLnES
d. Prlp.ri lrd sub?lil HR-rdrl.d ripde to sdrol had/lffiiO
e. Cr(tldc l€gukly with th. HRfrO h 0r. hdcm.d.lira ol HR trJd.a md guirohas
f. FaclLta sulrnbcbfi and tpo.orsl by lh. SOS ot Parilll to Slridyrlrrrcoco ol Ptlo(€sixr, Aut?E ity to T7.t rl,

and olhe. school rrqUosB fo( rch@l porlonnrl.

Propartl
Curtodlrnrhlp

G.nnl
Admmadvr
t{rDport

Flrdrl

. FdnaI Prccurtm.nt o( twolbs, ,Etilab. B$rFm.nt, dc of the scrFol b6.d m epprov.d SFTAIP or
a$ dhGctod by lh. saftoa hc.d,

b. Enlult lhi wpplb, fir0rri.b. .quipfiant, b)(ttook!, &d oah.r L.rfling r.torrrca md.,iab .rt stord prop.O
h r aaor!., hdlty.

c. Xap an u@lcd irvtnloty ot all cupfrtat, mrErid6, cquip.nont. lafiook5, and othar btning rcource
mefrid..

d hsm ar6{io6. malaielc, .qtiFrEnt, E Cb@k3, rnd othr Larning rcrcuroa rnrlrreb to rrgu.sfng becfihg
rrd,rqr-b.arrlng Florhd sl lho SclDl

a. Fiagrs fld .uUrI rEoflt fi al p,lparty lccouoEblllv ot th. sofiod.

a Aaslal tra rdrol hcrd ln thc pcprrllor d Sdr6l form Z GF Zltb-lrng ol lGdi6r3
b. A.lil lha t fiEa drnnlng bim ifl lho prrprr.0on of SlFrAlP.
c. ftov5c gfiral adninblretive $rgpoit b !c'l6l haad and lracher8 lta rlpro{trdixl ol bemino

filater{elr,encodilg ol r.podr, p?operatk o of doorflt nE, atc.
d. Fadkm dlsa firndbfl3 oa rnry b6 .ss.!nad by the Schml Head.

Alcht fp Sd@l Hrd on tr prtpcrtio.t ol thr bltring docum.nts srrcrr .3 bd not lmiEd to:
o Crlr dbhrcmrnt 

'.ebbt. A$o.lty b d.Oltcndl @unr
. UquldElion raportr indrr&rg supgorting (bdJ]I!anl6

Fa lU!. aroirl trr Sdrool llrrrl o lhc grprrton ol nquird r.porE ftutt COA. OBM. 8nd otttr oldiehl
rgordo.
Fac{iltb aubmision o( a[ inrncic daqioantr to lha SDO rfid/o. b.nt, rl nccclrary.
ftoddc erbtancc b othrr firl.acul-rcBtod lrsl of [tc Sdrol Heod.
ffirn olhr furrtion! r! rt!ry be Eqpcd by Orc Sctrool l5d.

IrnaSaililt
)

l

EI
hrI

tr{u liurr 5.2rnd s.3ol,tp &ftrt'laf d e*i d b{Crr,tt (W &,d{let Cltr ,f,r h. r ,.., Corl.r,rb/, olfu. /oris furfrflrrlo 8*l/pt1-
fM F tufua. (ql ffi. lo,. dy ,crqatw). ,.rrrd.ry gLtitlot lh,/t portbns .toc.lbd lo lrr. ,rq fi bn fi/,| .N, b a,[r'fnd ay
coritailh.t 1L * d ,tprrafrr d L u.trru &r rm fircffin,fi AO A *,,t.s AO l, ltttt,,'r fu,Etttco U,,pgerx,/tl Ottcer I
(rfrlo 0, frtffia O E.t t (OA, tuilc R*tb,, dlt',, (PRO t), 8dg.t OM t ($ 0, at tt odb,!, fra.,rdr tr., lrr. W.dqffiI urt
irifr,o, d n AO , ,, Tl. rCEot lrr, b *Lnl,,r, b, h tt/dE d ltta*r* gnd Dy atr P,l,,tr;f, 3dtool ,fDat (E Aa'ifrlt Mt
,frf Mrq A'lLfr W.l ior q.ndor,. ,,t, L.,lfit si,F,!lto, S.iaol r{t r Scrroor).
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lnr.r C
cEcE llt oF REQUrtErEllTt

Namc of ApCicut: Application Codci
hiti,rl Applbd For:
Otrrc. of thr Po.ition Applied For: _
Conlrct Numb.r:
RcliioD: 

- 

=-- 
-

EthnLlv:
Pcr$o Eith Direbility: Y6 ( , No ( )
Solo hrEnt: Ycr ( ) No ( )

Attcstad

Human Rllource MallrgclErnt Olliccr

orrEua SvoR! aralErliT

clrrrltcaTl(,i (), AUTItE;TtrclTr lrD vlx GlTl
I hcrcby ccnify that a.[ infdmalioa abovc arc tnrc and coarccl" ard of tDy pcltgnal kno\rlcdgr 8nd balict and the documcnt!
subrEitlcd hcrcwith .rc orlBioal Eld/or certtned Lru€ coplea rhcrcof-

DATA nIV gr Oolaf,tr
I hcrcby trqnt thc Dqpgrtruent d Edu€rrion thc right to collcct and Foc"as my pcrlons.l iElot.rrlsti{l ss statad atDY!, for purPo€G!

rclcyEDt to tha recruiunant, 6alcc!i61, end placctrEnt of ir€rlonnel of thc Dcplrt acnt and fo purporcs of compliEncr wlth the
taEr. nrlc6, ond Etuletionr bcing irDC€Ereatrd by thc Civil S.rvice Cdimissiotr.

NBDrc and gitnatur€ of Applic€nt

Sublcrlbcd and sworn to bcIorc mc thir 

- 

dly of 

-=_ 
---.- ., year 

-.

F.Eon AdrluElqtarkn Oq[r

Basi. Docu6lrta']/ Raquircmcnt

Statuo of
SubEiErlql

Vcrllicatlon
tf. b.It dtr br i. HF,,ay Ea qfut eb{finidd)

Strtu. of
9ubmi6tion Roaerka

e, l,.rlrr of lntcnt eddrc.lcd to thc Hcsd of Officc or hithcst
hudan rclourcr ofictr

b Duly acroEplishcd [r.rr6n.l Dela Sh..t 0rDS)
ICS PorE tto. 212, Rcrircd 2ol7l .rd Work Eqcri.oc. Sbeet, if
qlolicabl.

c Photocopy of valid and updetcd PRC Lic.nr./lD, if applltabtc
d Ph.r@r[, of Clnificrta of Eligitiliry,lReport of Rarin& if

.dicable
a PhotcoPjl of lcholertic/e.art.mic rtcord such s! t ut nd.

liEitrd to Trans..ipt of R.cord. ffoRl and Dipl@a, in luding
complction of graductc .nd posttr.duatc unit!/d.tGcs, if
rvellebL

t Photoclpy of Ccrtilicltcl. of Training, U sgplic.blc
a Photocow of Ccrtillcat! of EEpLoyracnt, Conlrac-t of Sardcc, or

duly risncd Scrvicc Rccqd. uhicharcr i!/at'a aoDllclblc
h Phot@py of latcrt lppdntrDcnt, if aggliceblc
l. Photocopy of thc Mortlancc Ratings ll1 thc lf,rt retrnt

p.riod(sl covcrina onc (ll yeai pcrlorElEnce prior to tha dcadlinc
of rubmil3lolr, if .gplic.ble

) chcclilt of RlquircEcntt and Omnlbr! St,om StatcllExrt oo
the Ccnification on th. Auth.nticjty rnd Vencjty (CAq oI thc
docuacnt! rubmittcd and Data Pricacy Csls€nt PoEn

k. Ourca documcnt6 a! rDAy ba rlquiEd br comparatiya
6!!.r6mcnt. ruch a6 but not liEit6d tol
Mcanr ol vcrilication lMOVrl aholrltl8 Outrtandln!
A..oBplilb6enB. Application ol Educ.lion, rnd Apptkatidr of
f.csrnina and DcvaloprEcnt reckonad ftom tha datc of last
ilsuanca of appointmcnt
Photmopy of P.!'lomanc. Ratin! obtaincd film thc rcld.nt
worl ripcricne, if pc.fortDrncc rrti[t in lteo (il is not rclcyant
to thc Dositioo to b. fillcd

lo qEie. nrll RcDuiU. A.l Ib AIr2 ntb. GLtu- Crrr.dE /k o/r@O'. klHr@i !tc@at! Jxll h.E ln. t+/.A.q duy a atuelbilty.i 6, ortr.J
ddmor m rGl -ri{ da r) lrrl!- dt. l& -qnn . aeld b t -: r.kiL il-r.rqur,.eo. B E.r uy - ..tsuoolc.rcr!c[t a llo -n cx.lou dclDsn
rnlu.h i,t heart, .d rrbblrl, drl d b ruthnrlrr.d .. .. ro D. uolL ld o]Esr61 a.e



Baslc Documentary nequlrement

a
Lener ol intent addressed t0 the Head ot Ottice, or tothe highest human resource oftlcer designated by the

Head ot Ottlce

b Ouly accomptished Personat Data Sheet (PDS) (CS Form No. 212, Reyised 2017) with Work Experience Sheet

c Photocopy olvalid and updated PRC Llcense/lD,ll appllcable
d Photocopy of Cprtificate of Eliglbilily/Report of Rating, if applicabte

e
Photocopy ol scholastic/academic record such as but not limrted to Transcript ol Records (TOR) and

Diploma, inctuding completion o, g;aduate and post{raduate units/degrees, it availabte

f Photocopy ol Certlllcale/s ofTralnlng, lt appticable

E.
Photocopy o, Certllicale of Emptoymenl, Contract o, Service, or duly signed Service Record, whichever is/are

appticable

h Phgtocopy ol tatest app0htment, if appticabte

t.
Photocopy ol the Pertormance Ratings covering one (1) year pertormance in the last rating period/s prior to
the assessment, lf applicable

I
Checklist ot Requirements and Omnibus Sworn Stalement on the Certiflcation on the Authentlclty and

Veracity (CAV)ofthe docunlents submitted and Data Prlvacy Consent Form

k Other documents as may be required for comparatlve assessment, such as but not [imited to:

Means of Verification (MOVs)showing Oulstandlng Accompltshments, Apptica0on ot Education, and

Application ot Learning and Devetopment reckoned lrom the date ol last tssuance of appointment

A. Outstandlng Employee Award
a. Any issuance, memorandum or document showingthe Criteria lor the Search;

b. Certificate of Reco8nitlon/Merlt

'both MOys should be present lor poinvs to be crcdited

B. RcsGarch and lnnovatlon

a. Proposat duty approved by the Head o, Office 0r the designated Research Committee per DO No. 16, s.

2077

b. Accomptishment Repon verilled by the Head of Oflice

c. Certiflcation of utitiration ofthe lnnovation or r6saarch, within the schoouoltice duty sigoEd by the Head

ot otltce
d. Certitication of adoption of the innovation or research by another schoouoflice duty slgned by the Head

ot Office

e. Prool ot citation by other researchers/ (whose study/research. whether pubtlshed or unpubtlshed, ls

likewise approved by authorized body) ot the concepvs developed in the research

'at leest MOVA should be prcsentlot poinus to be crcdited

C. Sublect atter AperuHember3hlp ln NauonalTl{Gs or Commlttees
a. lssuance or Memorandum showing the membership in NTWG orCommittees;

b. cenilicate 0f Participation 0rAttendance;

c- OutpuU Adoptlon by the organization/DepEd

'At least MOV' A& 8 should be Drcsentior poinus to be ctedited
D. Resource Speakershlp/Leernlng Facllltatlon

a.l ssuance/Memorandum/lnvnatl0nllraining Matrix

b. Certiticate of Recognition/ Merit/ Commendation/ Appreciation;

c. Stidd deck/s used and/or Session guide/s

'Atl MOvs should be present lor ponus lo be credited

Status o, Subrnl3sion
(fo be filled-out by the client;

Check it submitted



E. 1{EAP Accrcdltcd Lcarnlnt Focltltator

a. Cenificate ol Recognltion as Leamrng Facilitator issued by NEAP Reglonat Oftice

b. Ceniaicate of Recognition as Leaming Facilitetor issued by NEAP Central Otfice

'Elthet ol the MOV mEy be crcdlted poinus

Appllcatlon o, Educatlon

a. Action Ptan approved bythe Head ol Office

b. Accomptlshment Reportveritied by the Head olotlice
c. Certilication ol the utilization/adoption siSned by the Head ot Otlice

'At least MOV A should be presenl lot poinus to be credited: fhat rclevant to lhe position applied tor will

earn mote scote

Appllcatlon or Lealnlng end Developmcnt (L&D)

a. Certificate otTraining or Certirlcation on any applicable L&D intervention acquited that is atigned with

the lndividual Development Ptan (lDP); for extemat applicants, a certification lrom HR statlng that the L&D

lnterventlon ls atl8ned wlth the cor€ tasks ottho appticanl ln thsrr current or previous position shatl be

required

b. Action Ptan,/ Re-entryAction Ptan (REAP)/ Job Embedded Learning (JEL)/ lmpact Proiect apptying the

tearnings from the L&D intervention done/anended, duly approved bythe Head ot Office:

c. Accomplishment Repon together vyith a General Certilicatlon that the L&D intervention was

used/adopted by the office at the tocat tevet;

d. Accomptishment Roport togetherwith a Generat Certirication that the L&D intervention was

used/adopted by a ditterent olflce at the tocauhigher levet

'At least MOVS A & B should be Nesent tot poinus to be credited: fhat relevanl to lhe position applied lot
will eam morc scorc

Photocopy ol Performance Rating obtained from the retevant work experience, it performance rating in ltem

(i) is not relevant to the position to be lilted


