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Assiltttrt Schook Dir.iriotr Sup€rintendent
Chk{ Educetiroo Sepcrvirorq CID end SGOD
Public Schools DiJtrict Su[ervisors
Eleretrtary atrd S€coadary School Heads
All Others Colcerned
This Divirion

From

Dat€

Pf,.RSONIIDL UNIT E.SERVICE SYSTEM

l. The Personnel Unit introduces an e-service syslem to significontly improve the processing
time and Fomot€ paporl€ss tansactions for certain HR-relaM proc€ss€s that are
staightforward in ntrtlfe, in the Persoonel Unit under th€ Offic€ of the Schools Dvision
Superinlendent, DepEd Division ofMalaybalay City, tkough th€ followiog ways:
l I Autometion of routine tasks
L2 Steamlined workflows
L3 Real-time ac{€ss to rnfomation
1.4 S€lf-servic€ optroDs
1.5 Centralized docum@r ma[agemert
I .6 Reduction in erlors
1.7 tmproved collaboration and communicatioD

2. The e-services system is desigrated for exclusive use by all personnel ofDepEd - Division
ofMalaybalay City who may need Notice of Salary Adjustment (NOSA), Notice of Step
Increment due to l-€ngth of Service (NOSI), Service Record (SR), Appointsnent, Certificate
of EmploymeDt and Compensaiorq Certificate of Oneness (PAGJBIG), Certificate of
Employment and Compensation for GSIS Educatioml Subsidy Prograrn, and Personal
RemitancE Acpount InformEtion (PRIA).

3. The e-services system is designed as a dedicated tab on the official website ofthe Dyision
OJIico that aims to provide paperl€ss transactions with a feasible Service Level Ageement
(SLA) urder Bomal scenarios, within (1-2) working days tumaround time. Response to
requests shall be done via the following:
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Re:

Purok 6, Crsisan& Mr.hybalay City
Telefax (Ott) 3r,un94
Email. mr.laybalay.city@deped gov.ph
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De$rtmeir of Gluation

REGIOiI X. NORTHERN MINDAJ{AO
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3.1 Email notification that the original docuDent is available for pick-up at Window I (for
certifi cation requests only)

3.2 Email reply with attached scanned copy ofthe requested document from among these
choices: NOSA, NOSI, SR, Appointment or PRIA

4. The field is hereby informed that the e-servic€ system may be accessed starting May 15,
2023 through the oflicial website ofDepED - Division ofMalaybalay City or through this
lmk biLly/pcrsortreluDiteservic€

5. Any questioN relative to tha e-service system may b€ addressed !o the project authors, Ms.
Sunshine Gamboa aod/or Mr. Dave Ms. Feliciano, through 09076889009.

TO BE POSTED IN THE WEBSITE

ePumk 6, C&srsan& Malaybalay City
Tele6x (ott) I l4-m94
Email mdaybalay qty@deped.gov ph


