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DTVISION MEMORANDUM
NO. ooQ , 5.2019

TO: Assistet Schools Divisiotr Sup€rhtetrdent
ChiefEducitio! Supervisors, CID ,nd SGOD
School Heads (El€rnentary, Junior High Sctrool, and S€nior High School)
All Ot ers Concem€d

FROM: R IL R BAGIJIO
Schools

DATE: Jeruary 20t9

RE: SUBILNSION OF UPDATED PERSONAL DATA SHEET CDS)

L Pusuant to Civil Service Conmission (CSC) M€rnorddum Ctcular No. I I, s. 2017,
this Offic€ h6eby di.61s sll qnploye6 ro subEit updarad Pesoml De Sheet (PDS) (CSC
Fotm No. 212, s. 2017) (EDclo$re l) in two (2) hEd copi6 on Jmuny 25, 2019 to the
Persomel Udt.

2. Furth€r, ChiefEducation Superviso6, School Herds atrd Sgeice Heads are advis€d to
ac.omplish two (2) copies of the PDS Tr@$nittat ForE (Enclo$re 2) which shall be
submrtted together wifi lhe hdividual PDS of€mployees under your sqxrvision.

3. Queries relarive to this may be ch8meled to JOCARDO B. DESALAN at 0975 974
8066

Encl
As stated

Copy frmishcd
Reoords UDit

TO BE POSTED IN THE DIVISION WEBSITE

S.rh Hi'kry, Cai.ang, Mdrybd.y cltJT6Lrdr o8a 314{os4:f.l No. Olall3-r246
w.hsi6: &lslalErbal4!.as-i
E Dail: m&\bal.v odradapcd eo! d , dE:e4!4!!l,alarqnal @m
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GUIOE TO FILLING OUT THE PERSONAL DATA SHEET (POS)

lYsmlno:
Any mra.tp,@,doI, rn'd. ln lrl. fua,d,nd Oab SM jn 

',,ayyort 
E(F raica Sr..t

,hdt co)ae {rA ry or ad.ntr affi?alcrrmln l caarl, qalnatat,' pottq, corB md.

Pl.,so f,lt ollf..ch ol th. A.kts ln tho PDS rhca apfllcabb,

flo!..'
Th6 PDS may b€ accomdished using the MS Word format or MS Excel
format.

ln ths MS Excal format, all the tick boxss wlll autometic€lly bs marked once
cli{:ked.

Th6 POS must b€ar tho signaturo of th€ employ€e and date of
accomplishment at ths botbm of 6very page.

Entries in th6 PDS may b€ fillod out through handwriting or via
typowritsr/comBJtsr. lf handwrittsn, entries should be in block c€pital (o.9.
PRINT) format using a p6n,

All infometion should be provided accurately.

Oo not leave blank endes. Put N/A if not applic€bls

l. P.]!onll lntotm.u,on

For purposes of application lo a vacant position, the sdditional sh€6t br \.ork
exp€rience should bs accompllsh€d. For the purpos€ ol updsting petEonnel

inbrmation in the PDS, th€ Work Exporience shs€t is not requirod.

. Emplryee's name b lo be fillod oul in tho bllot{ing format: sumame.
first neme. nams extonsion (il any), mildle namg.

. Oat6a are ln numeric format mm/dd/yyyy

. Spocifics should be given to "Oth€rs" rGpons€ in the cuil status fiold.

. Ag€ncy amploy€€ numb€r refers to smploy€€ lD number in tho cunent
agency.

. For holders of foreign/dual citizsnship, pleasa seled ftom the

dropdown list the icteEn country where ),ou w€re bom/naturalized or

type^,vrtts the same in tho spac€ providsd herein.
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ll. Femlly Brckground

u.

r Names ol spousa and parents ar6 to b€ Iilled out the following format:
sumame, ffrst nam6, name oxl€nsion (if any), mkldle name.. Moth€/s name is her maden neme, or name wh€n she was singie or
b€fore maniege.

. List full nam6s (first nam6 and sumams) of ALL your childr€n.. Dat6 of birth is in numeric format: mrn/dd/yyyy

Educadon.l E.ckground

. lndicatg FULL nam6 ot schools. DO NOT ABBREVTATE.

. For Elem6ntary Level, indicato ELEMENTARY if graduatgd.

. For S€cordary Level, indtu:ale HIGH SCHOOL il graduatsd und€r the
old curlddum: or JUNIOR HIGH SCHOOL or SENIOR HIGH SCHOOL
if graduat€d und€r the K-l2 cuniculum.

. lndicete in FULL all courses taken in college (e.9. ASSOCIATE lN
ARTS, AB ECONOMTCS. BS PSYCHOLOGY).

. lndicato all masters or dodorate dsgrses taken.

. ll graduatsd ,or sve.y level. irdicate year ol graduation.

. tf not graduatad in any lsv6l, indicate ths high€st grade, lovel or units
earn€d.

. Period of sttendance are stat€d an school years (e.9. 1992-1996)

. lMicate any sdrolarship end/or acadomic hono6 r6c€iv6d in each
leY6l.

lV. ClYll S€rYlc. Ellglblllty

lndicatE all civil s6rvice sligiblities eam€d with corresponding rating.
dat6 and dac6 of oxaminatbn/conferment.

Examd€

Caree. Sorvicg SuEProtessbnal EOl3zr90 - Vsteran Prefaronca Rating
Career Ssryice Profassional PD 907 - Honor Graduets
Cereer Sorvic€ Exscrtive RA 7883 - Barangay H€alth workor
Slonogapher Barangay Orficial
PD 9{t7 - Scientr'fic and Tochnologi;al Spocialist

lf earn€d oligibility €ntails a licanss (RA 108OI indi:at6 th€ licsnse
numb€r and its date of valklity.

P.te 2 of4



V. Work Erpcrbnce

. lndixte all positions h6ld both in the public and privats employment
starling fiom qJnonl work.

. lnclusivs dates are indicet€d in numoric formal: mm/dd/yyyy.. lndicats FULL position titles and COMPLETE NAME of
departmenuag€ncy,/offrce/company. OO NOT ABBREVTATE.. lndicate monthly salary in fEuros (o.9. P21,871\.

. Salary grade and salary step, if applicablo, should b€ slatod in ths
format '00{' (e.9. 2+2,241o'. s€,lary s/led,e. 2 for Batary stap). lndicats stBtus ot ornployment (8.9. psrmgnent, tsmporary, casual,
contractual)

. lndicab ?es' und€r govemment sorvic€ if pogitbn h6H is in the public
or go\rom.n6nt employm€nt or'no' it hgld in the private oanpbym€nt.

. Additbnal sheet for work exp€rience should b€ accompliEh€d and
submitted togethor wnh th€ PDS in cas€ of @dicetlon to a vac€nt
position. This should be sccomplished only for ttprk €xperience
relevant to th6 posifion b€ing appli€d to.

vt VolunLry Woft or lnyolvfiant ln ClylcrNon-GovrmmcnuPropbl
Yolunlrry Orelnladon3

. lndbate the FULL name and address of the organizatbn where
involvod as voluntary \,vorker.

. lnclusivs dEtos, start (from) and end (to) should be in numeric brmat:
mr ddyyyy.

. lndicate he numbor of hours of volunlary !,york r6nd6rBd.

. lndicate ths positiorvnatur€ of voluntary !,l/ork rendorcd.

Vll. Lcamlng rnd Dayalopm.nl lnt n andon3

. lndic€te FULL titles ot leaming and dovelopment (L&D) intoryentions
attsnd€d during smdoyment. lndicate list lrom the most recent L&D.

. lnclusive det6s ol attandenc€, start (trom) and 6nd (to) shouu be in
numeric format: mfildd,lyw.

. lndicats tho numb€r of hours attendad br program.

. lndic€to th€ typo of L&D intervention (i.e. Manag€rial, Sup€rvisory,
Tgchnical or Foundation). For managerial and supervisory L&D
interventions, rof€r€nc€ should b€ made to CSC MC No. !3, s. 201'l
while tschnical L&D intarv€ntions are d€finod h lt€m b, Section 7 of the
OmnibuE Rules lmplamenung Book V of Executiv€ Order No. 292
Other L&O lnterventions such as the lnductlon Program, Orientation
Program or Veluas Oevelopmsnt Program fall undsr tha Foundetion
tYP€.

. lndicatg the FULL nams of insttution/sgency that conduct€d or
sponsored ths program. DO NOT ABBREVIATE. (e.g CSC should be
Civil Ssrvice Commission).

Pate 3 of a



111

Vlll, Oth.rlniorm.tlon

. lndic€te special skills /hobbiss.

. lndicste in FULL non-academic distinctions/recognitbn (awards
receiv€d)

. lndicete memb€rship in any professional associalion/oeanizatbn by
writing in FULL ssid assochuory'orgeni2stion.

l*4

. lndicate respons€ to questions 34 to 40 on th6 right side of lhe sho6t.

. Provide datails or specliications for any yes rosponse.

lndicate the FULL name of rsfersncas r,vith tho format FIRST NAME, Ml,
SURNAME, their addrossss and rgspoclive talephono numb€rs.

As agr€ement to and br compl€tion of th€ POS, th€ employee's signatuG and
dght thumb ma'l( should be afix€d in the boxes providsd. lndicalo also th8
govemment lD numb€r and dato ol issuanco in th6 boxes Fovid6d. Lasdy,
attadr a RECENT PASSPORT SIZE (4.5 cm. x 3.5 cm.) piclure. Piclure must
be taken $,tthin the last six (6) months. Computer generatod or photocopied
picture E_Ee!-e@ptsEb.
Ths PDS should b€ subscrib€d and 8tllom to beforo the highest{anking
Human Resourcs Management Ofiicsr (HRMO) of the ag€ncy, any authorizEd

ofrciauoficar in the aggncy, any offEer suthorized b administer oath or a
mtary public. Hoads of ag€ncies may delegste s{rch authority through an
Of{ice Order.

112
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