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DIVISION
No, d\n\'*o

RANDUM
, s. 2020

DATE:

RE:

Assistant Schools Division Superintendent
ChiefEducatron Supervisors, CID and SGOD
School Heads (Elemeotary and S€condaryl
All Others Concemed

FROM: VICTOR A V. GAZO, PhD, CESO V
Schools visron Superintendent r
January 8 2020

SUBMISSION OF UPDATED PERSONAL DATA SHEET (PDS)

1- Pursuant to Civil Service Commission (CSC) Memorandurn Circular No. ll, s.

2017, this Ollice hereby directs all employees lo submir updated Personal Data Sheet (PDS)
(CSC Form No. 212, s. 201?) (Enctosure 1) in two (2) hard copies on Janurry 31, 2020 to
the Personnel Unit

2. Futher. Chief Education Sup€rvisors, School Heads and Se.vice Heads are
adlised to accomplish two (2) copies offie PDS Transmittal Form (Enclosure 2) which shall
be submifted together wilh the individual PDS of employee under your supervision.

3. Queries relative to this can be channeled to Guia Ma. G. Villahennosa at 0917-?06-
7745 or Jocardo B. Desalan at 0975-974-8066 ofthe Personnel.

Encl
As stated

Copy flmished :

Records Unit
AO V File
Persodnel Unit

TO BE POSTED IN THE WEBSITE

Sayre Hi-wav, Casien& Malavbalay City

Telefax 3: @3,314-0094, Tel.l 0€&813-1246

Website http://dep€dmalaybalaV net
Emaili nalav!,lav..rv@ Jeped.sov oh: depedmalaybalay@gmall.com
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GUIOE TO FILLITIG OUT THE PERSONAL DATA SHEET (PDS)

!tl!41!s:
Any mlar.gfiaanaaalo,t m.de in tll€ Po6onal Drta Sl'f,rl',nd the Wodl Experierce Srre.,
,hatl c.u.. ah. A ng ol aatmlnlsffiv./c,lmln.l c.r./, q.lnat aha gotaon cotrcemd.

Ple.se frll oul e.ch of the ffetds in the PDS wh.n tpplicablo.

,Vote;
The PDS may be accomplish€d using the MS Word format o. MS Excel
tormat.

ln the MS Excel format, all the tick boxss will automatically be marked once
click€d.

Th€ POS must bear lhe signature of the employee and date of
accomplishmenl at the bottom of every page.

Entries in lhe PDS may be filiad out through handwriting or vra
typ€writer/computer. lf handwrinen, entri€s should be in block c€pital (€.9.
PRINT)format using a pen.

All information should be providsd accurately.

Do not leave blank entries. Put N/A if not applicabl€

For purposes of application lo a vacant posilion, lhe additional sheet for work
€xperience should b€ accomplished For the purpose of updating p€rsonn€l
information in th€ PDS, the Work Experience sheet is not required.

l. Plrsonal lntonnaUon

. Empbyee's name is to be filled out in the following format: surname,
first name, name extonslon (i, any), mkldle name.

. Oat€s are in numeric format. rnmlddlyyyy

. Specifics should be given lo "Others" response rn the civil status field

. Ag€ncy employee number refers to omploys€ lO numb€r in the current
agency.

. For holders of torsign/dual citizenship, pleass select Irom the
dropdown list lhe foreign country where you wers bom/naluralized or
typ€/rMite the same in th€ spacs providad therein.

PaSe 1of 4



ll. Famlly Bsckground

. Names of spouse and parenls are to be filled out the following format:
surname, first name, name ext€nsioo (if any), middle name.

. Mother's name is her maiden name, or name when she was single or
before marriage.

. List full nam€s (firsl name and surname) of ALL your children.

. Date of brrth is in numeric format: mmlddlwyy

lll. EducauonalBackground

. lndicate FULL nam6 of schools. DO NOT ABBREVIATE.

. For Elementary Level, indicate ELEMENTARY if graduated.

. For Secondary Level. indic€t€ HIGH SCHOOL if graduated under the
old cuniculum: or JUNIOR HIGH SCHOOL or SENIOR HIGH SCHOOL
if graduated und€r ths K-12 curriculum.

. lndicats in FULL all cours€s taken in college (6.9. ASSOCIATE lN
ARTS. AB ECONOMICS, BS PSYCHOLOGY).

. lndic€te all masters or doc{orate degrees taken.

. lf graduated for every level, indic€te year of graduation.

. lf not graduated in any level. indicate lhe highesl grade, level or units
oarnd.

. Period of attendanco are staled in school years (e.9. 1992-1996)

. lndicate any scholarship and/or academic honors receryed in each
lev€|.

lndicate all civil service eligibilities earned with corresponding rating,
dat6 and place of 6xamination/confBrment.

Example

Car€ar Service Sub-Professbnal EOl32/790 - Vetsran Preference Rating
Career Service Professional PD 907 - Honor Graduate
Care€r Servico Exocutiv€ FIA 7883 - Barangay Health Worker
Stenographer Barangay Omcial
PD 997 - Scientific and T€chnological Specialist

lf eamed eligibility entails a license (RA 1080), indicate the license
numb€r and its date of validty.

tv. CiYll SorYicc Ellglblltty
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V, Work Exprri.ncc

. lndical€ all FDsitions held both in the public and private employment
starting from cun6nt work.

. lnclusive dales are indicated in numenc format: mmlddlyyyy.

. lndicate FULL position titles and COMPLETE NAME of
departmenuagency/otlice/company. DO NOT ABBREVIATE.

. lndicate monlhly salary in figures (e.9 . P21,877).

. Salary grade and salary step, if applicable, should be stated in the
format "00-0" (e.9. 2+2,241or sE,lary g.ade, 2 for salary step)

. lndicate status of employment (e.9. permanent, temporary, casual,
contractual)

. lndic€te "yes" under govemment seryice il position held is in the public
or govemment employment or'no" if held in lhe prNate employment.

. Additional sho€t for work experience should b€ accomplished and
submitt€d together with th€ PDS in cass of applicalion to a vac€nl
position. This should bo accomphshd only for wo[k exp€rience
relovanl to the position being applied to.

vt. VoluntaryWork or lnyolvcm.nt ln Civlc/Non6ov.rnmcnuPGoplc,
Volunt ry Orgrnizatlon!

. lndicato the FULL name and address o, the organization where
involved as voluntary \,!prker.

. lnclusive dates, sterl (from) and end (lo) should be in numerac format;
mm/dd/yyyy.

. lndicate the numbsr of hours of voluntary work rendered.

. lndic€ls the position/nature of voluntary work rendered.

Vll. Lolmlng rnd Dovclopmant lntarvcnuon!

. lndicat€ FULL tilles of learning and development (L&D) interventions
aftendad during omploymsnt. lndicate list from the most recenl L&O.

. lnclusiv€ dates of atlendance, start (from) and end (to) should be in

numeric lormal: mm/dd/yyyy.
. lndicat€ the numb€r of hours attonded for program
. lndicate th€ type of L&D intervsntion (i.e. Manag€rial, Supsrvisory,

Technical or Foundation). For managerial and supervisory L&D

rnt€rventions, referenca should b€ made to CSC MC No. 13, s. 2011

while technical L&D interventions a.€ defined in ll€m b, Section 7 of the

Omnibus Rules lmplemgnting Book V of Erecutiv€ Order No. 292'

Other L&D inlerventions such as the lnduclion Program, Orientation

Program or Values Osvelopmenl Program fall under the Foundation

type.
. lndicate the FULL name of institutiorvagency that conducted or

sponsored the program. DO NOT ABBREVIATE. (€ 9. CSC should be

Civil Ssrvice Commission).

P.te, o14
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Vlll. Oth.rlnformation

. lndicate special skills /hobbies.

. lndicate in FULL non-academlc distinctions/recognillon (awards
rec€ived)

. lndicate membership in any professional association/organization by
wriling in FULL said association/organization.

# 3.tl-10

. lndicat€ responsa to questions 34 to 40 on the right side ofthe sh€et.

. Provide d€tails or sp€cilic€tions tor any yes respons€.

lndicate the FULL name of refsrences with the format FIRST NAME. Ml

SURNAME, their addresses and r€spoctiv€ lolophoo€ numbers.

As sgreement lo and for complotion of th€ POS, the employee's signature and
right lhumb mark should be affix€d in the box€s provided. lndicals also the
government lD number and dat€ of rssuanco in the boxes provided. Lastly,
attach a RECENT PASSPORT SIZE (4.5 cm. x 3.5 cm.) picture. Piclure musl
be taken within th6 lasl six (6) months. Computer gen€rated or photocopied
picture j9@LEC@pEb!9.

The POS should b€ subscribed and s\.orn to b€fore the highest{anking
Human Resourco Managemsnt Officsr (HRMO) of the ageocy, any authorized
otficiauofficer in the agency, any otticer authorizd to administ€r oath or a
notary public. Heads of agencies may delegate such authonty through an
Otfics Order.

12
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PERSONAL DATA SHEET
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AOE CY:

PERSONAL DATA SHEET TRANSTITTAL FORT

REGION:

INsTRUCNO A:
(l ) Flll.olrl th. d.lr n .d.d ln lh. POB T..lr.Inhnl bim compLt l, .nd .ccur.t ly.
(2) Oo nol .bbrlvhL .orrh..
(3) Subrnh th. duly .cconplbh.d Pt S Tr.n.mtirl io.rn lo lh. CEC FLld Oltlc.{n€h.rfo

tololh.r wtth th. upd.bd P.rroo.l Dtt sh..L (POs) ol.ll oillcl.L .rrd .rnployxr.

O.b ot rc.lpt ol CACFO:

f,AXE OF EIPLOYEEA

SA-ARY/
JOB/

GRAD€

EMPLOYI'EI{T
STATUS

No

(Jt. / lllt

POSTTTON TrtlE
(idtl€E Fr..t$.oc.| ttb. ir

tp9llc bb)

1

2

3

1
1

I
7

I
s
10

11

12

13

11

15

(

Thb b lo.E.tIy th€l th€ nio.matoo containcd h thb fo.m ar. tmo, con€ct and co.nplotG

HiglE t R.nking HRMO
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