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TO Asslstant SchoolB DiviBion Sq)€ ntendent
Chief Education Sup€rvisor, CID and SGOD
Public Elementary and Secondary Sctrool Heads
AII Otherg Concerned

I. This Ofice c'Ik th€ cubmi$lon of Applications for the yacant position in the
Divirion OEce on or berore l![y l, 2tiltl. The rarking shdl abide with the gnridelines
Etipulated in DepED Order No. 7, a. 2023, otherrise lcpwn as "GuidelineE on
Recruitsnent, Selection, and Appointment in the Departnent of Education."

2. The following Qualiication Standards (QS) sha]l be considered in the initial
evaluation of the applicants. Only those who meet the minimum QS may proceed to
further elraluauon. Applicants found to fall short of the minirnum QS for either education,
ertr-rience, uaining or aligibility shall be automatically dlsqu.tified.

3. Attached are the duties and responsibilities of the vacant position which shdl serve
as reference ln the eram to be conducted in Etraluating the qualiEed applicants. The
core behavioral competensies and sHlls that dl 6mploye6s in the D€partnent are
expected to possess are the following:

Core Behavioral CoflP€lencies: Self-Management, Professionalism and Ethics,
R€BuIts Focus, Teamwork, Service Orienta6on and Innovation,
Core Skills: Oral Communication, Written comrnutrication and Computer/lCT
SkiIlB

4. All applications must be submitted on or before the deadline of submission.
Applicants who lailed to submit the complete mandatory requirements (the documentg
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De+mtment of @tuution
REGION X- NORTHERN MINDANAO

DIVISION OF MAII\YBAI.AY CITY
lirted from 'a' to 'j' in 'Arurex C' of DepEd Order No. 7, s.2023) shall not be irrcluded in
the official pool of applicants. Erclosed herewith is Annex C to senIe as reference for the
documentary requirements to be prepared, for submission.

5. IntereBted qualified applicarts are required to register, zu out necessarT
pelEonal information and upload scanned copies in PDF format of all the necessany
supporting docunents through this lfu* _. In the meantime, the link
can only be accessed in the Division Offce hence, applicants are advised to scan first
their pertinent doc.uments in PDF format before coming to the Division Ofiice to do the
ceation of account atrd uploading of pertinent docutnentE at I :00 PM of Jufy f, 2024.

6. Tlre following employees 6trdl compose the Human Resource Merit Promotion
and Selection Board (HRMPS) and assist the Appointing Authority in evaluating all
applicants and selecting the beat candidate for the position.

Chairman:
Member:

Ralph T. Quirog, Chief Education Supervisor, CID
Lorenzo O. Capacio, Chief Education Supervisor, SGOD
Manue] D. Dinalayan, II, Administrative OEicer V
Guia Ma. G. Villahermosa, Administrative OEcer IV/HRIVIO IV
Rosie A. Salupado, EPS/ Representative Second Level
DuIy authorized representative tsom the CID

SeGetariat: Gwendolyn G. quirong, ADAS fiyPersonnel Unit
Anjelica L. Bahian, Admin. Aide VvAdministative Services

?. The Human Reeource Management Ofcer (HRMO) together with tfle HRMPSB i5
expested to ensure that vacancies are Elled in within tEee (3) montlls tom publication.

8. Tlrts Office stric0y obsewes the Equal Opportunity Policy (EOP) in all steps to be
undertaken for this pu4roee. Hence, all decisions and actions shall be based solely on
giuidelines set forth, with no discrimination on the account of age, gender identity, sexual
orientation, civil status, disabiuty, religdon, ethnicity, or political afiliation.

9. This OEce dir€cts the ifiurBdiate dissemination and Btrict comPliance of this
Memotandum.

GEERRY
Schools tendent

Copy tumished:
Records Uoit
Persomol Unit

TO BE POSTED ON THE WEBSITE
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lrovrde technrcal sLrpporl in the [r]ll rmplementatron of the artrculaled baslc educatron cur.icLrlum for a subject a.ea and lhe developmenl
ing resource rnatenals to surt the condrtions and coolexl of the {ocalily

tochnical assrslance lo the Schools Ln curflculurn rrnplsnrontalion, rnskuclional superv!sron and learnrng mal€fiais developrnenl
qualrly assurance

a( of LR Desr n and Deveio b'e assi ned as lnsltuctrona Desr n and oeve nl Coordrnator
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DUTIES AND RESPOTISIBILITI s
1 Conduct periodic monilorlng and evaluatlon and submtt recorvn€ndatiohs towards onhancing {he

manaqernsnl and d€livery ot lh€ basic gducalion curiculum
2 D€velop logolhs wrlh Schooi tU&E the rnechanrsms. processes and tools for monrlonng cu(rculurr

rmplementalron and articulalon (including v€rtrcaland hoazonlal inlegtatron I in the schools divlsoir to
gauge adherenc6 lo slandards whrle inlplementing innoval{ons.

3 Submrt {logelher wrlh Schooi MtE) Progress Monilonng Repon of Schools Div slon CurrcrJiuft
lmplemenlatron and Manag€ment p€r Sublecl area

4. Submil (together with School M&E) Evalualion Results of Division Curriculum rmplementalDn and
submil pollcy lecomnr6ndations towards rmprovement

5 Conducl evalualton of Schools Divisron lnslrucl,onal Sup€rvrslon Plan lmpl6m6nlalon and submrl
pohcy 16cornmendations towerd6 process improveoronl

6 D€velop and implemenl advocacy proglarns and nralenals on the basrc educatDn curncr.rlurn lo
enhanc6 appr€cialon and supporl lrorn stakehold€rc.

7 Deveiop and submrt Concept Pap€rs and Prol€cl d€signs and paoposals lor curIiculurn €nhancerrert
and rnnovalion.

ULUiI
EIiTATION

I

RESULT Af,EA/S

ULUTI
OPMENT,
H ENT. and

TION

DELIVERY

O RESOURCE

L Develop lrarning desrgns modules and rneterials to locallze. iMigenize. and conlexlualize
compol6ncl€s rn tho curnculum per subFct ar€a lor us€ o{ the schoots drvrsron

: D€velop (wlh School M&E) procossos aod tools lor monrlorng lho localrzed and rndq€npod
curriculum implementalDn lo gel feedbac* on eltectveness

.' Submits teporls and lindrngs on curriculunr ronovahon6 and localEaloi by schools d!vrsion lor
approprrale managsm6nl action.

'{ Conduct research on Cu rculum Localization to wrd6n th€ pool of krlowl€dg€ and applicatron to the

Ieglon

I Lead or work as a team memb€r lo c,€velop general and krcal learning resourco malenals rn the

----1qsrs!-9{s-gq9!! L€a-!ojq99!9 Yq!elr--9lr9al!r!sl9!9!ttr !!,99!P9t1 the basrc 6ducatlon

I Condircts €valualion and submits recommendatrons on localizad cur cuium Delrvery or lnstructicna
slrategles innovaled by Schools Division and schools

2 Recommends pubhcatron of eflective placlices on learning delrvery/ tnslrirctronal rnnovalons
implemenled by lhe Schools Divrsions aM schools lor leamrnq and adoplro,l
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OUTCO"ES

Job OescnpUon - Ve' i

rxrTrEs Aito REsPottstBruTrEs

1 . Galher result ol assessm€nt reports p6r least learned skllls aM analyze performance gaps lo
prnpornl cairs€s aM possibls interventions lo close the gap.

2 DraR policy .Gcommendat ons relaled lo rmproving leaming oulcorn€ based on findrngs lrom studies
and reports.
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AL ASSISTANCE L. Ass€sses lhe s,tuatron and anallzes the n€eds ol assrgned schools lo rdenlrfy lhe appropnale and
rel€vanl aclrons and inlerventlons

2 Coordanale wrlh the PSOS to arrve at a tochnjcalassislanc€ plan for each dislrrct.
3. Coach the school (through th€ PSDS) in rmplerienting interventrons relaled to curnculum

impl€nrcntalrco I and instructron€i d€livery.
I Prepares and subanits p€rlodrc reports on lhe progress of the technrcal assislance berng provrded to

5 Prepar€s and submils r€po(s on lh€ results o{ technlcal assistance and consspondrng pol!cy
r6commendalions for management's conslderaion.

stn Cro Edldlof PGgs Sup.rvild
pas€ r.r3

!

l

RESULT AREAS
curnculLlm

2. Lead or work as a team member tc evaluate and or qualtly assure general and local leamlng
materiels lo 0 mateflalshold standards of ual learni

I Conducts moniloring oI curricular supporl activities and submits evaliJalion rsports lor appropnate
management action

I Drans policy recommgndatonE on cufiicular support activities for r€gional adoptron

Conduct action research on cunicululn implemsntation. n€ods and issues, appropriale inlerv€ntions
on assrgned learnrng area, as w6ll as b€sl practices in conlonl dalivery and submit findings and
recomm€ndations for management actjon and policy tormulation.
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cIIECf,I,lS Or REQUTREIEf,T8

llarnc of Applanti _
PDtrIlDA Applid Por 

--Ol[ce ol ttl. Poduoo Appli.d Poc -

Cfirtact lluDltar:
R.tulon: _ -_._,
Erhoicity
P.rsn wlth tx|abili$: Y.s ( | No I )

Soto PaEat: Ycl { ) N,o | }

HuDran Rarourca Msnrtllll.nt Ollicer

OIIIAUC TYOIT 5TA? EIT

cBrrl,lc Tfor ot autEDttcltr atD vtnacN?y
I hcrct, c.rtiiy that .I irddloel.l@ rbov€ rrc trua and oorrc6, and ol my p.r.onrl knowlcdge end b.li.f. and thE fuurncmr
rublD ttcd hctcrrith trc oriSbal and/or ccrdlLd rru! coplD6 rhcrcol

D r rtrlyacY corlalT
I hrr.bJ lrant fic DcpartErant ol llducrtiqr thc nght to couect and proc.so my pcrlonsl irltorsrstion ..s iteLEd abov., for plrposrg
I clcv&i, Lo Urc rclr sitJr,l:lll, *lceuu,, lld pl6q't!E[t uf IirDnn.l of th. D.p.rtmcnt otrd fo. pulpooc! ol co.npli.ia. \'lth th.
!aw6, ndac, and rtgulr.ion! bling iEpkrucntcd by tlE Civit S.rrr)ce Commissmn

l{aEc end Signeturr o[ Applcant

Suba(nH a,.ld Jfi!'D to bclorc mc thr6 _ d.ry of __ t .vcar _

F.(-n A&nini.laf inr Oith

Applrcason Codc: _,

tialrc Docu rocotary Rcquutmenl

Stetu! o,
Sut mLrsion

Vetilicetion
roelua rr o.Esrt lrut 1L./ @@hdE)

SEtua of
3ubrbiaarotr

lrttl of intcnt addr.$cd to tl& Hcsd d OItrcc o, h{tl. t
hum6n rcsourct offrctr

b Duty accompli.hcd F.rlond Derr Shc.t (PDS|

ICS Form No. 212, R"vilcd 2OrA and worl [rrpcncncc Shcc!, if
rpplicabk
Photocory dv.lid.nd'rpdrt.d PRC Ltccnr./lD, if sDpli.:.bL

d Phdtocopy of C.nifier. ol Elilitihty/R.port of R.tin8, if

Photcopy of lchoLttic/!.ad.mic rc.ord drch rt but aot
irErir.d to Tralscript of Rc.rrdr ffoRl and Drpl@la. hcludint
cortrpLtion of greduatr E ld post-graduatc unitr/daBrcc3, iI

I Photoco9y of C.drfE.tG/ t ot Tlriuin& if egplicqlrlc

t. Phorocopy of Ccrtirrcatc of E nployrnant, CoitraEt ot Satriaa. ot
dulv sitrad Scrrrcr R.co(d, rrhlcbrrat is/aE lpplErblc

h PhorocoDy of tat!.r aFpdDElrat, il rDliebl.
Photo@py oI thr Hordtrnc! Rating! l,l the lr.a tadru
Fnod{8} covcrin8 onc (rl yca, ,,.flonnarcc prior to t.\c dcidlin?
of subrossron, if .pplicrblc

J Che,:LUrt of R"quiEE?n(. d Ornnibu. Srom Strt dr.'r( dr
thc C.ni[c6.;6 on thc Auth.nhciq erd Vohcrty (CAvlo{ th.
(huurcnts Eubmittrd .nd D.t. kirrct, Cdlr.Et Porm

k Olhcr deuftcnta e6 rltr)' h. rcquir.d (or @mpsrativc
ars+siinent. .uch 6! but not li&itad io:
Mcan. of vcriEctdon IMOVi) !ho*in8 OuEtelrdlll!
AcrsuplishEranl6, Applicloon of Educit on, and Appllcauan of
L{rrrir€ ard krclopEcnt Eckon.d lrom drc dar. .a hrr
isalra,rce oI appointmcnt
Phoi py ofFrrI,rE ncc Rrtint obLlo.d fron thc rckrent
*ork a)rlErlancc, r( t crtofrna.noc ranlrlE ln l(rUJ (rl !! nor r.lcvdll
Lo tlrc pooltion to b. fiI?d

l..-bd. itl R.rubd. id io. !79,l B th. -Ekr&,ic cofutu,{.r ga2roo'. i.)L{r6i .rGu6hrt lrJ}.EllE l.li.trar, v.titrt r.,irE t,Ltry.rMIdha.!so6r, t n$.. d.l l,ls. r^t r.v ni.E. rt .I.d & ri b r rt|. !-t kqu-Qr -.d b, 1 *4rb &
6.irlrr. rrr hE it.ri .r.bbtt, ! l c.r i. rodlr!.rd r. s b !. u{bl lo. et .qurol r.t.Ge



Baslc Documcntary ioqulrsmefl I
St.tus o, S!bmirrion

lfo M lilled-oul bythe c ent;

Check I subm led)

a
Le er ol nrtent dddreslcd to thc Hcoal ol Otllce, or tothc hiBho6t human re6ource otfc.r d.si6nated bytho

Head ol Otlice

b Duly accomptished Personal Data Sheet (PDS) (CS Form No. 212, Revised 2017) with WoIk Experience Sheet

c Photocopy ol vatid and updated PRC Lrcenseil0, ia apptrcabte

d Photocopy olCertilicate ol Etigitilrty/Repon o, Rating, ifappticable

e
Phorocopy ol scholastic/academic record such as but not timlted to Transcripl of Records (TOR) and

Diploma, including comptetion of Eraduate and post-Sraduate units/deErees, il avaitabte

t Photocopy of ftrtilicate/s ol Tralning, rfapplicabl€

I.
Photocopy otCenlrEate ol Emptoyment, Contract ol S€ryice, or dutyslgned Seruice Record, whichever is,/ale

applrcable

h Photocopy ollatest appointmcnt, it appticabte

I
Photocopy ol the P€rrg,mancr Ratin8s colrlring ona (1))r"ar pcrformance in the tast ratinS pe,iod/s prior to
theassessment, appucablc

I
Check{ist ol Requlrements and Omnlbus Sworn Statem€nt on the Cenilication on the Authentlcity and

Veracity (CAV)orthe documents subJniltld and Oata Privacy Consent Form

k Other docum€nts as may be requlred ror comparatwe ass€ssment such as but not trmited to:

Means ot Veriticatlon (MOVs)showing Outstanding Accomplishments, Apptlcation ol Education, and

Applrcatron ol Leaming and Deyetopment reckoned from the date ol tast rssuance ot appointment

A. OutEtandlng Enpioyce Auard

a. Any rssuance, memorandum ordocument shovringthe Catefla ror lhe Search;

b. Ceniticate ol Recognition/Medt

'both Novs shoutd be prcsem tor pont/s to be credlled

8. Research and lnnovatlon
a. Proposat duly approved by the Head of Office or the desi8nated Research Committee per DO No. 16. s.

2077

b. Accomptlshment Reponverllled by the Head of Ofllce

c. Cenrficatbn ol utitization oflhe innovalon or research, within the schoouoffice duty slgned by the Head

0f Otficc

d, Certification of adoption of the innovation or research by another schoouoflice duly signed by the l'lead

of Otllce
e. Prool ot citation by othsr resoarchers/ (whose study/res€arch, whether pulrtished or unPubtished, rs

trkewise approved by authofl:ed body) ol the concepUs devetoped rn the research

^ at teast MOV A should be ptesent tor punus to be c redited

C. 3ubiect I'l.tter Erp.rul4.mbcr.hlp ln I'htlonal l!YG3 or Co.nmlttces
a lssuance or Memorandum sholying the membership in NTWG or Comminees:

b. Cenilicareof PanlciDation orAn€ndance;

c. Output/ Adoplion by lhe organrration/tlepEd

'Ar ledst MOys A & 8 s hould be prcsent lot pont/s to be crcdited
D, RGsourcc Sparkdlhi/Lcarnlr{ Farllllallotl

a.lssuance/Memorandur lnvrlation/Iraining Matrir
tl Cerrilicate ol Recognition/ Mer / Commendatton/ Apprectatton;

c Slrde deck,/s used and/or Session gurde/s

'Nl MOV| should be prcsent tot pont,/s to be ctedited



E. EAP Accrldltcd Lc.rnlng Frclutalor
a, Cenilrcate ol Recognitiofl as Loarning Facititator issued by NEAP Regionat Office

b. Ce ilicate ol RecoSnrtion as Learnrn8 Fa€rtitator issued by NEAP Central Ottlce

'Eitltct ollhe NOV n@y be q cliled peitus
AppUcsllofl o, Education

a. Action Plan approved by lhe Head of Ofllce

t , ALcorlrptlshment Reponverilled by the Hrad ol Ofllcs

c. Certification ol the utitization,/adoptbn slgned by the Head of Otfice

'Atleast MOv A should be prcsent lot polnus to be ctcdited; fhat rclevaot to the position applied lot wtll

eatn mofe scofe

Applicalion ot Loamln3.nd Dwetopmcnt (L&D)

a. Cenrlicate otTrarninEor C€rtification on any apptEablG L&D rntervenlion acquired thal is atigned with
the lndwrdual Dev€lopment Plan (lDP); for encrnal appllcants, a ccrtitlcation lrom HR statingthat the L&D

inteNenrion is aliSncd wlth th€ core tasks olthe applicant in their cufient or previous positioo shatl be

required

h Actinn Pleni Re-enlryAction Plan (RFAP)/ loh Fmhedded tcarning(lFl)/ lmDactPr0ject apDlyingthe
teamrngs from the LAD interyention doney'anended, duty approved bythe Head ol Office;

c. Acccmplishment Report logetherwith a Gene,al Certification that the L&D inteNention was

used/adopted bythe ollice at the tocat tevel;

d. Accomptishment Repon to8ether ryith a Generat Crrlilicatton that the L&D tnterventon was

used/adopled by a difterent otfice al the locaUhigher levet

'At least MOV| A & 8 should be prcsent lot poinus to be credited; fhat relevant to the position applject lor
willearn more scoae

Photocopy ol Pertormance Ratingobteinrd from the relevantwork experience, i, perlormance ratlngin ltem

{i)is not retevan o the posltion to be fitled


