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MEMORIITDUIII
No. s.2024

INltOIrNCEMEilr OF CIREEROPPORTIIMTY: YI'GINCI IN TEE DTVISION
oITICE - IDMINISmITTVE OITICER y (BI,DGE"[ OITICER III)

TO Assistant Schools Division Superintendent
Chief Education Supervisor, CID and SGOD
Public Elementary and Secondary School Headg
AII Others Concerned

I. IhiB Offce cdls the submission of Applicationr for the vacant position in the
Division OEce on or before July 19, 2O24. The ranking shall abide with the guidelines
stipulated in DepED Order No. 7, s. 2023, otherwise lsrown as "Guidelines on
Recruitment, Selection, and Appointment in the Department of Education."

2. The folloring QualiEcation Standards (QS) ghall be considered in the initid
evduation of the applicants. Only those who meet the minimum QS may proceed to
further evduadon. Applicants found to fdl short of the minimum QS for either education,
experience, training or eligibility shall be automatically disqualified.

3. Attached are the duties and responsibilities of the vacant position which shall serve
as reference in the eram to be conducted in evaluating the qu"tits6 applicants. The
core behaviord competencies and skills that dl employeeg in the Department are
expected to possess are the following:

Core Behavioral Competenciest Self-Management, ProfesEiondism and Ethics'
Results Focus, Teamwork, Service Orientation and lrutovation,
Core S&iIIs Oral Cornmunication, Written Cofluruudcation and Computer4CT
SkiUs
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4. AII applicatioru must be submitted on or beiore the deadtine of submission.
Applicalts who failed to submit the complete mandatory requirements (the documents
listed ftom 'a' to 'j' in 'Anner C' of DepEd Order No. 7, s.2023) shall not be included in
the official pool of applicants. Enclosed herewith is Annex C to Berve as reference for the
documentary requirements to be prepared, for submission.

5. Interested qualified applicants are required to reg'ister, fiII out necessary
persond information and uloload scanned colties ln PDE tormat of all the neceesary
eupporting documents through this Iink _. In the meantirne, the link
can only be acceseed in the Division Office hence, applicants are advised to scan fi.rst
their pertinent documents in PDF format before coming to the Division Office to do the
creation of account and uploading of pertinent dosunene by l:0O PM of.luly 18, 2O24.

6. The following employees shall compose the Human Reeource Merit Promotion
and Selection Board (HRMPSB) and assist the Appointing Authority in evduating dI
applicants and eelecting the best candidate for the position.

Secretariat: Gwendolyn G. Quirong, ADA.S llVPersonnel Unit
Anjelica L. Bahian, Admin. Aide WAdministrative Services

7. The Human Resource Management O6cer (IIRMO) together with the HRMPSB is
expected to ensure that vacancie8 are fiUed not later than Augrust 30, 2024.

8. This Ofice stsictly obsenres the Equd Opporhnity Policy @OP) in all steps to be
undertaken for this purpose. Hence, all decisions and actions shdl be based solely on
gnridetines eet forth, with no discrimination on the account of age, gender identity, sexud
orientation, civil status, disabifity, religion, ethnicity, or political "lfiliation.

9. Ttris Oftce directs the irunediate dissemination and strict compliance of this
Memorandum.

CEENRYMTE .RtrEs

Chairman:
Member:

Copy fumished:
Records Unit
Personnel Unit

TO BE POSTED ON THE WEBSITE

Ralph T. Quirog, Chief Education Supenrisor, CID
Lorenzo O. Capacio, Chief Education Supervisor, SGOD
Manuel D. Dindayan, II, Administrative Oficer V
Guia Ma. G. Villdrermosa, Adfirinistrative Officer IVIHRMO IV
Rosie A. Sdupado, EPS/ Representative Second l,evel

Schools Su nt /

@Address: Sayre Hi-yvay, Purok 6, Casisan& Malaybalay City

Telefax No.: OE8-31i1-0O94; Telephone No.: 08&E13-1246
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cEcEllt or nEQurxErttTr

Namc d ApCicant __ Applic8tion Codc:
Podtbn Applbd For:
Ollic. ot thc Position Applied For:
Contact Numbar:
Rcl8iod:
Etholdv:
P.rDn ritl. Dilebiliry: Yc. ( | No ( )
Itolo Parcnt: Yc. ( ) No ( I

Atl.6tcdi

Hugran Rclourcc Mgnag!tr|rnt Omcer

OIIIEUS AYOn! ITAIEIBIT

9EITI.IIG''TIOT (,' AUTIII'TIGITI I.lD YIXAGITY
I herEby ccrtify that a[ inI6EteLi.,a aDovc src trua and clrrcct" rad ofEy pcrtonal knowlcdgr and bcucf, and thc cloaumcnt!
$rbrrdttcd hcrcwiah arr ortglnef end/or ccrtllicd true c:ople! ltxcraof.

DAtA } YA T OOI'ET
I hcr.by tEa't the DeE[rtmcnt of Education tha rig,ht to collcct and proclas my Frsonal inlorlrtati(xr os atelcd abov!. forylrrrpoqc!
rc!ree8[ to tha rccruitmcnt, .aLclrcr. erld placarncn! of paraonncl of thc Dep.rt scnt errd fd purFacc of compliencr uith *r€
lees, rulca, 6nd Etul.tion! beiDg imphsl.atcd by [hc Civil S.rvice Corbmi6sion.

Ns.src and Si8naturr of Applicart

Sub3cribcd and sworn to b€Iora mc thl. dav of . vear

F.Ean Ad nlEiltafir4, Oqql

B{!ic Deuo.nta,), Rcquircrben t

Statua of
Submisslql

Vcrllicatlon
tfo bli*r,-r ldot HPIOI sR of,blrba ifrid

Statu! of
guh,rnilsioo RaEark8

a, Lcdlr of lntcn! addrcercd to thc Hcad of Ofl-rcc or hilh.st
hufiar ltlourcC onclt

b Dub eccompli.hcd Fbrron.l Deli Sh.!t [rDSl
(C.s ForB No. 212. RGeit€d 2017).nd Work Erpcrictr.c Shcct, iI
appliceble

c. Plr.iocopy ot yelid end updatrd PRC Uc.nic/lD, iI epplicabh
d Phot6py of ClrtilEat. o, Digitility,/Pcport of Prdn& if

eoDlicable
a Photocopy of 3cholartic/aaadcmic rtcord .uch ss but not

liEitrd to Trant .ipt of Rccorr!. rIORI 6nd Diploltra iDrluding
compLtioo of tr.duate ard polt-traduatc uoi6/dcEEGB, if
rvail,rbtrr

I Phot6opy ot Ccrti6cate/. ot TrainLE, if qpglicablc

a. Photcopy of Ccrtiocst! of EEpq/rranq Contract oI Scrvica, or
duly sipcd Scrvicc Rcco(d, whichcvcr is/ara eDDllcablr

h Photo(Dlry o[ lrtclt lppdIrt[lcrlt, if aglric.blc
I Fhotco, of thc HorE ncc RatirE ln thc t!!t ratint

p.riod(sl covcring on" (1| ycer parformanca prior to th. dcsdlinc
of lubdria.Dn, i, agDlic.bl.

I Chccllilt of RrquirrE.mr and Omritp! 9eom Stetctucnr oo
lhe Ccrti6cation on thc AuthrDticity rnd Ve.rcity (CAV) of the
docuaants cubminad and Deta Priracy Co.lseDt Porrr

k Othcr documcntD r! Eey bc rrquiEd br comparativc
o!!G..tncnt, 6uch a6 but not limit d to:
Mcens o, VcruicaUon IMOVa) rhot lDg Outttrndlng
Accoinplilbment!, Application ot Educetion, lrrd Application of
lrarnint orld Dqvelopraent rarckoncd ftom the dat! o( lart
isruancc oI apFintment
Ptrotmapy of PcrlorErancc RatinS obtaincd trom th. rclE ant
rork ciFai,rncr, if pcrtorrDArcE rsting in lterE 0l is not rclcvant
to thc positioo to b. fllcd

hlffitirlhR.tutu€ .rIi6.Ar(,2dlh. Etdrui: Ctudrt Ad ol2@O., klhlr6i. ruls.nr!,hrl hrE th. t d.trEL rtidn, a a6.d.hility.i.n, odr.,
do.!h.ni d ha -*ina da r) (rtha t. lr nqtEi . datud k t i! -d'rda, uEr E!rd4!r . Eq u, D .Elroalc oo ..at a rDc Id .k rrD.- d@Ecntdilldd. n. irta! t -|. rrhbliry ed t6 b .uth.6dor.rl D .r ro l. u..bL tn .ub:!u6r rJ.Mr.



Baslc Documentary Requlremenl

a
Letter of intenl addressed to the Head of Office, or to the hi8hest human resource ofticer designated by the

Head of Ottice

b Duly accomp(rshed Personat Data Sheet (PDS) (CS Fotm No. 212, Revised 2017) with Work Experience Sheet

Photocopy of valid and updated PflC License/lD, if apptlcable

rl Photocopy ol Cpniricatp ol ElErbihty/Repon of Ratin& if appticabte

e
Photocopy of schotastlc/academic record such as but not limited to Transcript o[ Records (TOR) and

Drptoma, including comptetion ol graduate and post-Sraduate units/degrees, il available

1 Pholor-opy ol Cpnficatc/s ol Training, ll apphcabte

c
Photocopy ol Certiticale ol Employment, Contract of SeNice, or duly si8ned Service Record, whichever is/are

applicable

h Photocopy ol latesl appointment, it applicable

i
Photocopy ol the Pertormance Ratings covering one (1)year pertormance in the last rating period/s prior to

the assessment, if applicable

)

Checklistot Requirements and Omnibus Sworn Statementon the Certlticalion on the Authenticity and

Veracity {CAV) of the documents submined and Data Privacy Consent Form

k Other documents as may be requrred lor comparatave assessment, such as but not timited to

Means of Verificatron (MOVSl showing 0utstarding Accomptishments, Appticatron of Education, and

Application of Learning and Devetopment reckoned lrom the date 0l last rssuance of appointment

A. Outstanding Emptoyee aw.rd
a. Any issuance, memorandum or document showing the Criteria lor the Search;

b. Certif icate ot Recognition/Merit

'bolh MOVS should be presentlot poinvs to be credtled

B. ResGarch and lnnovatlon

a. Proposat duly approved by Lhe Head ol Otfice or the designated Research Commitlee per DO No. 16, s.

20t7
b. Acco rplishrnent Repon verltled by the Head ot Ollice

c. Certification of utitrzation of the lnnovation or resea,ch, wrthln the schoouollice duly sign€d by the Head

ol Ollrce

d. Cenrfication ot adoption of the innovation or research by another schoouolllce duly srgned by the Head

of Oflice

c. Proot ot crtation by other researchers/ (whose sludy/research, lyhetlrer publlshed or unpublished, rs

[ikewise approved by aulhorized body) ol the concepus deyeloped in the research

'at least Mov Ashotld be ptesentlot poinus to be credi?ed

c. Sublect lllattGr Erpert/llemb€rshlp in NatlonatnYOs or Commtttees
a. tssuance or Memorandum showing the membership in NTWG or committees;

D. Cerlificale o[ Panicipation 0r Anendance;

c. 0utpuV Adoption by the organizalion/DepEd

'At least MOVS A & B should be ptesent lot pointls to be crcAbd
O. Besource Speakershlp/Learnlng Facltitallon

a.lssuance/Memorandum/lnvltation/Iraining Matrlx

lr Certiticate of Recognition/ MeriU Commendation/ Appreciation;

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

'Au MoVs should be prcsentlot poinl/s to be crcdited

Status otSubmlssion
(fo be led-ou? by the c

Check I submitled

c.



E. NEAP Accrcdhcd Learnlnt facilitator
,1. Ccn.iicatc of Recognition as Learning Facillt0tor tssucd by NEAP Begional oftice
b Certrficate of Recognition as Learnrng Facililator issued by NEAP Central Otlice

'Lithetot the MOV be crcdited t/s

Pirotocopy ol Performance Rating obiafied from the relevant yvork experience, it performance rating in ltem
(i)rs not relevant to the position to be fitled

Appticallon of €ducatlon

a. Actron Ran approved by the Head ol Oflice

b. Accomptishment Report verified bythe Head ot 0t ice

L. CcrtrfiLdtrur ol tlrc utrlization/adoptiul| si8rrcd by the Head ol Ollice
'Al lcdrl MOV A sltoutd be ptesent lor polt) s to be a edited: fhat teletafit la lhe posi on applied toiwili
eatn more scote

Application ol Learning and Developm+nt (L&D)

a. Certrficale of Training or Certitication on any appticable L&D inlervention acquired that is aligned with

lhe lndivrdual Devetopment Plan (lDP): lor external apphcants, a cedification from HR stating that the L&D

lrleirelition ,5 eliSned with the core teEks of thg epplrcant tn thdll curr€nt or prsvrous posriion shali bs

required

b. Actron Plani Re-entry Action Ptan (REAP)/.lob Embedded Learning (rEL)/ lmpact Proiecl apptying the

learnrngs lrom the L&D interventron done,/attended, duly aoproved by the Head of Otlice:

c, Acccliptishrrent Report together lyith a General Certilication that the L&D intervention was

Irsec,'.3doDred by the office at the local level;

d. Accomplishment Reporl togother with a Cencrot Certificntion that the L&D intcrvention wos

useulddoptcd tJy d drllercflt ollrce at (he local/htgher ievet

'Al least MOV| A & 8 should be presenl lor poinus lo be credited:fhat relevant to the position applied tot
wtll eStn more score


