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ro Assistant Schoole Dir'ision Superintendent
Ghief Education Superviaor, CID and SGOD
Ptrblic Etementary and Secondary Schoot Heads
AII Others Concerned

l. Ilris Qfi6g salk the submigsion of Applications for the vacant position in the
Division Ofice on ot before Jule 26, 2024. The rarking ehall abide with the guidelines
*ipulated in DepED Order No. 7, s. 2023, otherwise brown as "Guidelines on
ReGuitment, Selection, and Appointnent in the Departnent of Educauon."

2. The following Qualitrcation Standar& (QS) slrall be con8idered in the initid
evduation of the applicants. Only those who meet the minimum QS may proceed to
furthor evaluation. Applicants found to fall short of the minimum QS for either education,
eaperience, training or eligibility shall be automatically disqualified.

3. Attached are the du6es and rcq)onsibili6e8 of the vacant Po8ition which shall serve
aa roference in the exam to be conducted in evaluating the qualiEed aPplicarts. The
core behavioral competencies and skius that all employeee in the D€Paltnent are
exp€cted to possess are the following:

Core Behavioral Conpetenciesi Self-Management, Professionalism and Ethi<=,

Results Focus, Teamwott, Service Orientation and Lmovation,
Core Sk lsi OtaI Communication, Written Commruticatlon ard Computerncf
Skills
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4, AU applications must be submitted on or before the deadline of submission.
Alrplicants who iailed to submit the complete mandatory requirements (the documents
listgd ftom 'a' to 'r' in 'Anner C' of DepEd Order No. 7, s. 20m) sfidl not be included in
the oEcid pool of applicants. Enclosed herelrith is Annex C to serve as reference for the
documentary requirement8 to be prepared, for submission.

5. brterested qualified applicantB are required to regflBter, flIl out necesaary
pereonal in ormation and Elrroad scanned oopies tr PDF torr,i.tt of all the necessary
supporting documents through this link Irr the meantime, the link
can only be acc66aed in the Division Offce hence, applicants are adviaed to Bcan rirst
their pertinent documents in PDF format berote coming to Ole DiviJBion OEce to do the
creation of account and uploading of pertinent dosutnents by 9:00 AM of Jure 25, 202{.

6. The following employees shall compoee the Human Re8ource Merit Ptomotion
and Selection Board (HRMPSB) and assist the Appointing Authority in evaluating all
applicants and selecting the b6st candidate fot the position.

Chairman:
Member:

Copy firnished:
Records Unit
Personnel Unit

TO BE FOSTED ON THE WEBSITE

Se€etariat: Gw€ndolyn G. Quirong, ADAS Illz?etsonn€l Unit
Anjelica L. Bahian, Admin. Aide VvAdministrative Ser\rices

7. The Human Resoruce Malagement OfEcer (HRMO) together with the HRMPSB i5
erpected to en-Eure that vacancies are Elled not later than Atrgrust I, 2024.

8. Ttris Offce sEictly ob8erves the Equal Opportunity Poliqy (EOP) in dl Eteps to be
undertaken for thie purpose. ltrence, a]l decisions and actiona g]nll be based solely on
guid€lines set forth, with no diacrimination on the account of age, gender identity' serual
orientation, civil status, disabtlity, religion, ethnicity, or Political afiliauon.

9. This Office directs the tnn€diate dissemination and srid compliance of this

Memorandum.

,/

MTE

Ralph T. quirog, Chief Education Supervisor, CID
Iorenzo O. Capacio, Chief Education Supepisor, SGOD
Manuel D. Dinalayan, II, Administrative OEcer V
cuia Ma- G. Villalrermosa, Administratiye OEcer IV/HRMO IV
Rogie A. Salupado, EPS/ RepreBentative Second Level
Duly authorized tepresentative ftom DAPSHI

Schoolg Superintendent h,

Address: Sayre Hi-way, Purok 6, casisang, Malaybalay Oty

Telefax No.: 088-31+0094; Telephone No.: 088-813-1245 eEmailAddress: malavbala v.crtv @ deped.eov.ph
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Be3lc Documentrry RGqullemeot

Slrtus ol Submirtioo
(fo be frlled-out by the clent:

Chec( il submttted)

at.
Letter ol intcnl addresscd to thc Hcad o, Oflice, or lo thc highest human re6ource ofticer d.aighated bythc
Head ot Ottice

b Duly accomplished Personat Data Sheet (PDS) (CS Form No. 212, Revised 2017)with Work Experence Sheet

c Photocopy of valid and updated PRC Lrcense/lD, if appticabl.e

d Photocopy olCertilicate ol Eligibilrty/Repdt ot Rating, af applicable

e
pholocopy ol scholastic,/academic record such as but not timrted to Transcript of Reco(ds (TOR) and

Diptoma, including comptetion of graduate and post-Eaduate units/degrees, il availabte

I Photocopyof Cenificate/sof Trainin& ilappticable

c
Pholocopy of Certlticate ol Emptoyment. Contract ot Service, or duly signed Service Record, whichever is/are

apphcable

h Photocopy ol tatest appointment, if appticab(e
Pholocopy ol the Perlormance Ratings cowring one (1) ycar performance in the tast ratinS period/s prior to

the assessmcnt, rl applrcablc

Checktist of Requirements and Omnibus Svrorn Statement on the Cenitication on the Aurhenticity and

Veracity (CAVlolthe documenls submrllrd and Data PrivacyConsenr Form

l( Other documents as may be requlted for comparative assessment, srch as butnot Limited to

Means ol VeIlfication (MOVs) showrng 0utstanding Accomptishments, Application ot Education, and

Apptication o, Learningand Development recloned from the date of tast issuance of appointment

A. Outrtsndlng Employ.o Award

a. Any issuance, memorandum or document shorving the Cntena lor the Search;

b. Cenrf icate of Recognilion/Merlt

'borh Movs should be pteseDt lot potous to be crcdlted

8. Rcsearch and lnnoYatlon

a Proposat duty approt/ed by the Head of Office or the desrgnated flesearch Committee per OO No. 16, s.

20L1

b. Accomptlshment Reponverllled bythe Head of Olrice

c. Ce(ilication ol utitization ot the innovation or research. within the schoouottce duly signed by the Head

(,l Olfrce

d. Certilication of adoption of the inno,/ation or research by another schoouotlice duly sign€d by lhe Head

o, Otlicc
e. Proof ot cilatron by othar r€Eearchars/ (whose study,/res€arch, whether published or unpubtished, rs

tlkewrse approved by authorized body)olrhe concepUs developed in the research

' at least MOV A should be prcsent lot pointls lo be credrted

C. Subrect l.l.ttc. ErplrtAlcmbcohlp ln l{otionrt?WGr cr Commlttces
a lssuance or Memorandum showingthe membership in NTWG orCommiftees:

b. Cemiticate of Panicipation or An6ndance:

c. OulpuU Adoptron hy lhe organrratron/DepEd
'Aa /edsl MOys A & 8 s hould be prcsent lot poin|ls lo be crcdiled
O, RBsourc! Spaalsrthip/Lcarlllng FaslUtatlon

a.lssuance/Memorandum/lnutation/IraininB Malrir

b. Certiflcare ot Recognition/ Meflt/ Comrnendalron/ Apprectatton;

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

'A MOVS should be prcsent lot poinus lo be crcdited

I



E. IE P Accrrdltdl LmmlnS F.cllltator
a. Csrtiricate o, Recognition as Leamrng Facilitator issu€d by NEAP Regionat Otfice

b. Certilicate ol Recognition as Learning Facititator issued by NEAPCenlrat otfice

" Elther ol lhe l.lOV may be crsdited poln ,
Appllcatlom ol Educatlon

a. Actlon Ptan approved bythe Hesd ofOtllce
b. Accomptlshment ReporrverlllGd by the Heod ofOfricc

c. Certllication olthe utitization/adoption signed by thr Hcad ol Otfice

'At least MOV A should be prcsent lot pointls to be crcdlted: fhet rclevant to the positrcn appljed tor wi[
eam mote scole

Appucatlon 0l Learnlng and Dcvdopmenl (L&D)

a. Ceftiricate of Training or Certirhation on any appticabte L&D interv€ntion acquired lhat is atigned with
the lndividual Dcvetopment Ptan (lDP): torexternat applicants, a certificatlon trom HR statlngthatthe L&D

interyentlon lsatiEned wlth the coretasks olthe apptlcant ln thek current orprevlous position shaltbe
requlred

h. Action Ptan/ Re-entryAction Plan (REAP)/ lob Embedded tearning (lEL)/ lmpact P;o,ecta0Dlying the
learnings from the L&D lntervention don€y'anended, duly approved bythe Head of Olfice:

c. Accomptishment Report togcther with a General Certification that the L&O lnt€rvention was

used/adopled by the ofthe at the tocat tevel;

d. Accomptishment Report together rvith a Generat Cenification thatthe L&D intervention was

used/edopred bya dilterent offlce at the locauhlgher tevet

'At leasl MOys /4 & g s hould be prcsent lot poinus to bc crcdited; fhat rcleyant to the position applied lor
will earn more scorc

Pholocopy o, Perlo.mance Radng otnahed ftom the retevantwork experlence,ll perlomance ratlng in kem
(l)is not relevantto the posltion to b€ flued


