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TO

SUEIECT: ANNOUNCEMENT OF VACANCY FOR
ADMINISTRATORS AI{D NON-TEACHINC FOSITIONS

SCHOOL

I. This Offrc€ anoou[ces the selection prccess of the vacar Elem. School Head Teacher

I, Senior High School Principal ll, ard ADAS m positions in this Division. The criterir rtrd
poitrt systou to b€ applied are embodied in the new RSA Guidelines, Dcpf,D Ordcr No. 7, s.

2023. Applioants to the position should meet the herein qualification standards as embodied in

DO 39, s. 2007 and DO 19, s.2016 to wit:

Position
QUALIFICATION STANDARDS

Educstiotr E!perience Trriniog Eligibility
Head

Teacher I
(Elem)
(sG l4)

Bmhelols lxgree in tjlem.
Educ{tion; or Bachelods Dcgree
wifh lE Prof Edurrdon Units

TIC fo. 1 yeaq

or Teschef, for 3
years

24 hou$ of
relevant
training

R41080
(Teacher)

Scbool
PriDcipal Ll
(Senior HS)

(sc 20)

Bachelois degee in Sec.

Educstion; or Bachelods d€gr€e

vith lE Fofessional educariqr
units + 6 units of Managemenr

I year as

Principal

40 hours of

trdinhg

RA l0t0
(teacher)

ADAS III
(Sr.Bkkppo

(sc e)

Completion of 2 yrs. in College
I yr. rclevant
experie0ce

4 hours

taining

CS Sub.Prof.-
lst level

eligibility
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2. Intereste-d qualified applicants are required to register and lill out the necessary

information throwh the respective links:

Head Teacher I (Elem.)

School Principal II (Senior HS) bitly/SP2-SHS-2023
Adminisbative Assist nt IIl (Sr. Bookkeeper) biLIy/ADASIII-2023

bit.lylHTl-Elem-2023

Futher, spplicants shall submit the following perrinent &orments prope y eor marked

to this Omce on or before 5:00 PM of Mry 22, 2023.
2. I Applicsrion letter addressed to the Schools Division Superinlendent

2-2 Duly accomplished P€rsonal Data Sheet (Revis€d 201? form 212) with rcc€nt 2x2
picture attached

2.3 Cenificate of Eligibilify / PRC R ting and imexpir€d licanse;

2.4 T.anscript of records - units / d€rc€ rEleva ro the position to be frlled:
2.5 Training relevant to the position to be filled, acquired after the last promotion; but

within the last five years;

2.6 Updated Seric€ Re.ords / Certificate ofEmployment. Experienc€ must be relevant
to the position to be filled;

2.7 Performance Rating covering one (l ) year or 12 months performance in the current
or previous job or position rclevaot lo the position to be filled;
2.7a Internal Applicon s are requirEd to submit RPMS-IPCRF obrained fiom the
applicafi's current or previous job or position that is relevant to the position to be

filled. It is required to submit performanc€ rarirg ofal lqst Very Satisfactory (VS)
in the last radng period prior to the date of assessment.

2.Tb Erterral Applicozls whose performance is measured using a five (5) level
adjectival rating scale, the midpoint value ofthe RPMS rating equivalent shall be

used. Certilicate of Rating must be supported wift tlrc Perfonnanc€ Evaluation
Toot.

2.8 Odsranding Accomplishment a.quired after the last promotion;
2.8a Awards and Recognition

a.l Outstanding Employee Award

a.2 Awards as TEiner/Coach

2.8b Research ard lnnovalions

2.8c Subject Matter Expert / Membership in National TWGS or Committees

2.8d Resource Speakership / Leaming Facilitation

2.8e NEAP Accredited l-eaming Facilitator

Mdress:S.yre Hi-way, Purok 5, qsisan& MalaybaleYClty

Tel€rEx No.: 0EE-314-0094; Telephone No.: 0E&813'1245

EmailMdress: ltJL.,Ybariy ! 1!q!!!ld s!! pll



,r"E;\-t.ui
arrouir ol r!. DlatiDirlt

Dr0lrtoutrt of Gtudfon
REGION X- NORTHERN MIT{DANAO

DIVISXON OF MALAYBALAY CTTY

2.9 Application of Educstion acquircd after the last promotion;
2.10 Application of kaming atrd Development (l-&D) acquired after the last
promotion;
2.1I Omnibus certification as to authenticity and veracity ofall documents submitted.

3. This Ofrce adheres to the Principles ofMerit and Fihess and to the Equal Employment
Opportunity Principle (EEOP). It ensues no discriminalion in the selection of its employees
provided Qualificarion Standads set by the CSC and DepED are met. Thus, all applications
regardless of applicant's age, s€)q sexual orientstioi, geDder identity, civil status, ethnicity,
religion, disability, or political alliliation are treated wilh rcspect aDd equity.

a. Quatified applicafls shall be notified on the date ofinterview which shall sometime on

the 4d week of May or I n week of Jme 2023 . They shall bring lbe origitra.l copy of their
pertinent documetrh dudng the iDterview.

5. Queries relative to this can be relayed to Guia Ma- G. Villahermosq Administrative

Officer IV at 09177067745.

6. Immediate dissemination ofthis memorandum is desiEd

Copy funished:
Records Unit
PeBoImel Unit

TO BE POSTED ON TIIE WEBSITE
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