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INIIOIIIICEMBIT OF Gf,NEER OPPORTIIISIIIES:
YIGIIICIES rORIrIfIOn, EIOE SCEOOL ]USD E.EvrF-rlrI'rRy scEooL

EErIr IEf,C|EEIt III

11o Assistant School8 Division Superintelrd€nt
Chief Education Supervisor, CID and SGOD
Public Elementery and Secondary School Hea&
All Otherg Concemed

l. ThlB OEce c'll.r the submission of Applications for th€ vacant positions in the
Secondary and Elemantary SchooIB, thia Division on or beiore luly l, 202{. The rarking
stEll abide with the guldelines stipulated in DepED Order No. 7, s.2023, otherwise
krown as "Guidelines on Recruitnent, Selection, and Appointtnent in the Department of
Education."

2. The followlng QualiEcation Standards (QS) shdl be considered in the initid
erduation of the applicants. OnIy those srho meet the minimum QS may proc€€d to
further evaluation. Applicants found to fall s]rort of the minimum QS for either education,
erp€rience, training or eligibility ahall be automatically disqualified.
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Address: Sayre Hi-way, Purok 6, casisan& Malaybalay city
Telefax No.: 088-3!l-0094; Telephone No.; 088-813-1246

Emall Address: malavbalav.citv @deoed.sov.oh
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3. Attached are the duties and rcsponsibilities of the vacant position which shall senre
as toforenc€ in the exam to be conducted in evaluating the qualiEed applicants. The
cote betraviord comlretenciea and skillB that all employees in the Departnent are
€rlrected to po8esa are the following:

Core Beheviotal Con\rtenciesi Sell-Managernent, Profesaionalism and Ethicg,
Retults Focrrs, Teamwork, Serrice Orientation and Irurovation,
Core .Sf,iIIs: Otd Communlcation, Written Commmication and Computer/lcf
Skills

4. AII applicadons must b€ submitted on or befiore the deadline of submission.
ApplicanE who ieiled to Eubmit the complete mandatory rcquirements (lhe documentg
listed ftom 'a' to 'j' in 'Anaex C' of DepEd Order No. 7, s. 20m) shdt not be included in
the oficial pool of applicanB. Erclosed hererEith is Anner C to serve aE refersnce for the
documetrtary requir€ments to be prcpared, for submission.

5. Inter€8t6d qualif,ed applicant6 are lequired to regirBter, Ell out nec€ssary
p€r8ond inlormatlon and uploed scarned coples ln PDF totmat of all the necessary
Buppofling docurnent8 thtough thi6 link 

-. 

In tlle meartime, the link
can only be acceesed in th€ Divieion Off.ce hence, applicalt8 are adviaed to Ecan first
their pertinent documents in PDF format before coming to the Division ofiic€ to do the
Geation of accourt and uploading of pertinent documents at I :00 PM of July I ' 

2024.

6. The followtng employ66s shall compose the Human Resourc€ M€rit Promotion
and Selesdon Board (HRMPSB) and assist the ApPointing Authority in evaluating all
applicants and selecting the b€st catrdidate for the position.

Chairman:
Member:

Ralph T. Quirog, Chief Hucation Supervisor, CID
Lorenzo O. Capacio, Chief Hucation Supervisor, SGOD
Manuel D. Dinalayan, tr, Administratve O6cer V
Guia Ma. G. Villahermosa, AdrriniJstative Officer IVIHRMO
RoEi6 A. S8lupado, EPS/ Representative Second Icvel
Sonny M. Roias, SPIy Representative tsom PEPA
Duly authorized repre8entative from DAPSIII

S€cetadat: Gwendolyn G. Quirong, ADAS I[/Personnel Unit
Anjelica L. Balrian, Admin. Aide vyAdministrative Servicee

?. Ttre Human Reeource Menagement OEcet (HRMO) together with Ure HRIvIPSts lB

erp€ct6d to ensurE that vacancie8 are 6lled in within three (3) montlrs ftom itd

publication.

8. This OEcs aHctly obsenres the EqrBl OPPortunity Policy @OP) in all steP8 to be
undertaken for thi3 purpose. Hence, atl decisions and actions strdl be based solcly on

giuidelines set forth, with no diacrimination on the account of ag€, gender identity, eerual
orientation, cMI datus, diaabiIty, refigdon, ethnicity' or political afiIiation.

Address: Sayre Hi-way, Purok 5, Casisan& Malaybalay Gty

Telefax No.: 088-31+0094; Telephone No.: 088313-1246 eEmallAddress: mal avbala v.citv@dep ed.eov.ph
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at|offi.dqaDrallI0ant,
Dqartmrnt of €tutuion

REGION X- NORTHERN MINDANAO
DTVISION OF MAI,AYBAIIIY CITY

9. This Ofice directs th6 irnmediate di$emination and strict compliance of this
Memorandum.

CEERRTMtrE
Schoolg s nt

Y

Copy firnished:
Records Unit
Persoooel Unit

TO BE POSTED ON THE WEBSITE

Url

Address: Sayre Hi-way, Purok 6, Casisang, MalaYbalay Gty

Tel€fax No.: 088-31+0094; Telephone No.: 088-813-1246 eEmailAddress: mal aybala v. citv@ deped sov.ph
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Narnc of applE nt:

crrrcE ISr oF nlQnrExrf,T8
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tubhrttcd herclEit}l 6rc on$nal .nd/or cErdn d rru! colicB rhcrcoL

DATA llrVAC" OOrtErT
j heraby Srant th. frcpanrDcnt o{ Educrhql thc ryht to collect and prG!6s my pcrsonAl injorrralion BD ararEd abow, for purpos.r
r clcvurn tr, UrE rclr uit.rrcrttt *lccriur,, .Id pl.gficrt o{ IEr&nn.] of rhc DcFnehr s!.1 tc pu.po!.! ol co.aplianc. eith th.
lalrc, nrlc6, and rrguhtlonr tclnl rtEf,krBdtrad b, rhr Civil S.rvEc Commilri.rn-
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I

Phot(@gy oa rarrd.ttt/-.ldcmic .rcord rrch rl but aor
x.urircd to Tranacaipt ol Rcconl. tIORl .nd D+16la, bcluding
camplction o[ Sr.duatc .nd post-&reduetc uniE/dc8rE6, iI
wrihbl.
Pllotocotrv of C.niric.tc /. of Tr.him. lf @Dlicabl.
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t
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Photo.oB, oI tt& FtdorEln(! Rrtsat! m thc E t ratq
p.nod(rl corcrlnt on. (fl ycsr p.rformonca Fior to Lrlc d.rdliD.
oI subrEllarolt' f .pDlic.blc

I Chc.Llilt o( RlquntErcnl.t rnd Ornnrbu! Srorrr Stircinrnr on
tlrc C.rtiEcat,on oa thc Authchtic.t, drd Vors6ty IC.AV) o{ th.
do{usrcnts lulrmitl.d rnd Dit! Priv.cl, Cqrt€ot ttorm
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Baslc Documcnt.ly naqulr.ment

St tu! ol Submis.ion

(Tobefi ed-out by the clEnt:

check t subntied)

a
Letter ol rntcnt.ddrciscd tolhc Hcod ot Otticc, oi to thc hlgheEt humon.s6ourc. orfcar dasidnaled bythe

Head ol Otlice

b Outy accomptished Personal Data Sheet (PDS) (CS Fom No.212, Revised 2017)wlth Wort Erperience Sheet

c Phorocopy ofvatid and updated PRC Lhense/lD, il appticable

d photocopy ol Certilicate ol EtiSibittty/Bepon of Rating,ll applEabte

e
Photocopy ol scholastic/academic recod such as but not lrmited to Transcript ot Reco{ds (TOR) and

Dlploma,lnctudin8 comptellon ol Eiaduate and post-Eaduate unrts/degrees. rl availabte

I Photocopy of Ceniricate/s otTraining il appticabte

I
Pholocopy ol Certirlcate ol Employm€nt, Contract ol S€rvice, or dulysigned Seryice Record, whichever lvare
applicable

h Photocopy ol tatesl appointmrnt, it appticabte

I
Photocopy ol the Pedormanca Ratings cowrlng ona (1)y€sr psrrormaflce in the last ratinS period,/s prior to

the ossessrn€nt, f appucable

t.
Chocktist olRequlremenls and Omnibus Srvom Statement orl the Cenilication on the Audrenricity and

Veracity (CAV)ot the dqcu menls submrn!d and Oata PrivacyConsent Form

l( other docurEnts as may be requirqdlq, qqmparative asses$nenL such as but nol trmited to:

Means ol Veritication {MOVs) shoy{ing 0utstaMingAccomplishments, Apptlcation ot Education, and

Applicatron ol Learning and Devetopment reckofled hom the dare ot tast issuance ot appointment

A. Outltr rlng Enotoyac Arad
a. Any issuance, mem0randum or d0cument showing the Cr(ena ,or the Search;

b. Certilicate ol Recognition/Merit

'both Movs should be prcsent lot poinus to be crcdlted

l. Rcrearch and lnnovadon
a. Proposat duty appror,/ed by the Head of Otlice or the designated Research Commdtee per OO No, 16, s.

20L7

b. Accomptlshment Reponverllied Dythe Head ol Offlce

c. Certrfication ol ulrtizaton ol the innovation or research, wthin the schoouoflice duty signed by the Head

ol Ollrce

d. Certification of adoption of the inno/ation or research by another schoouoflice duty signed bythe Head

ol Ottice

e. Proof o, citatron by othsr reEearchers,/ (whos€ study,/resea,ch, wheth€r publishod or unpublished, rs

trkewrse approved by authorEed body)ol lhe concepus developed in [he research

'at least l4OV A should be prcsent tot pdnt/s to be ctediled

C. Subl.ct Hrtt.r Erpcru'ltcrnbcr.hlp ln N.tl,oo.t lWGs or Co.nmltt.e.
a lssuance or Memorandum shofling the m€mbership in IITWG or Comminees;

b- Cenlficate of Pa hipation or An€ndance;

c. Oulput,' Adoplron by the organrzation,/DepEd

'Al least MOys A & 8 should be prcsent lot ponus tobe aedited
O. R6osrcc Sp.rle.rhl LrrrDlng Facllllrtlon

a.lssuance/Memorandum/lnvitatbn/Trarnint Matrix

b. Certltlcale of Recognition/ Merit/ Commenda!on/ AppreCtalton:

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

'A MOV| should be prese,.t lot ponl/s to be c,edtled



E. iIEAP kcrcdltrd Lcarnlnl Fscllllrtor
a. Cenrricate ol Becognition as Learning Facllftaro{ issued bry NEAP RegionalOttrce

b. Certlficale of Recognition as Learnrng Facilitator issued by NEAP Central Oltlce

'Eitltet ol the t40v u beqedited tu5

a. Action Plan approved bylhe H€ad of Ottlce

b. AcLorrptlshmenl Rcportverlflcd by thr Hcad ol OfllcG

c. Cenification of the utilization/adoption signed bylhe Head of Offrce

'At least MOVA should be prcseat lot polnus to be crcdlted; fhat televant to the position appliedlorwill
eatn mote scofe

tlon o, Educatl,on

AppUcatlon o, [camlna and Dqr.topmenf (LtDl
a. Certiticate otTraininsor Ceniticaton on aryapphcabte L&D rntervention acqutred that is altgned with

the lndrvidu6l Devolopmont pt6n (lDP)l for enemal opplicants, a cenificarion lrom HR statingthatthe L&D

inteNentron is allSncd wllh tho core tasls olthg apptlcant in the,r cur6nt orprsvious posation shall be

requlred

h Aclion Plan/ Re-entry Aclion Plan IRtAP)/ lob Fmhcddcd lcarnrng (lFt )/ hoacl Project applying the
tearnjn8s trom the L&D intervention done/anended, du{y approved by the Head ot Oltice;

c. Accomp{lshment Repon together whh a General Cenilication that the L&D lnteryention was
used/adopled bythe oftice arrhe locat tevet;

d. Accomplishment Repon togetherwlth a @neralCenilicatjon that the L&D rnterventDn was
used/adopted by a dlrie.ent office at the tocauhigher Levet

'At least HOys I & 8 s hould be grcsent lot poinvs to he credited; fhet rclevant to the position applied lot
will ean more score

Photoco of Pe ormancepv Rai obta hned omn8 the evrel na rvork e en rte mrpen ance rati nPerlor mIteng
otn Ievre na lo the no to be fit(eds


