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DTVISION MEMORAND[IM
No. 714 s.2023

Assistant Schools Division Superintend€nt
ChiefEducation Supervisor, CID and SGOD
Publio Elementary and Secondary School Heads
All Others Concerned

TO

FROM: CEERRY MAE
Schools Division

MBACG,REYES

Yup€rintendent

DATE: S€ptemb€r13,2023

SUBJECT: AIYNOITNCEMENT Or VACANCIES FOR NON-TEACHING POSITIONS

I . This OfIice annources the acceptance of application documens for the selection process
of thc vacant Administrative Otrcer II (AO I) and Project Development Officer I (PDO I)
positions in this Division. C.iteria and point system shall bc based on DepED Order No. 7, s.

2023. T\e Civil Service Commission's (CSC) minimum Qualification Standards of the said
are as follows

2. All interested and qualified applicalts shall submit the following pertinent documerts
pruperly eot notked to this Office rot later than 5:00 PM ofserr"rrber 25,2023. No additional
documents shall be accgpted after the set deadline:

2.a. Letter of intgnt addressed to the Schools Division Superintende.t;

2.b. Duly accomplished Personal Data Sheet (Revised 2017 form 212) with Work
Experience Sheet, if applicable

2.c. Photocopy of valid and updated PRC License/ID, if applicable;
2.d. Photocopy of Cenificate of Eligrbility/Rating, if applicable;

Posidon Educrtiotr Erpcricnce Training f,ligibility

Bachelor's
degree

relevant to
the job

none
required

none
required

Career Service
(Professional)

Second Level
Eligibility

Administrative Officer ll (AO l)
(sG 11)
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Second Level
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Project Development Officer I
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2.c. Photocopy of scholastic/acadernic record such as but not limited to Transcript of
Records (TOR) and Diplom4 including completion of graduate aDd post-graduate

units/degrees, if applicabte;
2.i Photocopy of Cenificate./s ofTraining ifapplicable; Training relevant to the position
to be filled acquired after the last promotion; but within the last five years;

2.9. Photocopy ofCertificate ofEmployment, Conhact ofService, or duly srgned Service
Record, whichever is/are applicable; Experience rel€vant to the position to be filled;
2.h. Photocopy of latest appoinhnent, if applicable;
2.i. Photocopy ofthe Performance Rating itr the last mting period(s) covering orc ( l) year
performance in the currenL4atest position prid to the deadlitre ofsubmission, ifapplicable;

2.i.a Inle.rral Appliconts are required to submit RPMS-IPCRI obtained from the
applicant's curent or Eevious job or position that is relevant to the position to be fillcd.
It is required to submit performance rating of at least Very Satisfactory (VS) in the last
rating pcriod prior to thc date of assessment;

2.i.b btemal Applicarrs whose perfomance is measured using a five (5) level
adjectival rating scale, the midpoint value of the RPMS rating equivalent shall be used.
Certificate of Rating must be supported with the Perfomance Evaluation Tool;

2.lc Positions with no euperience requirernerl. Applicants to positions that do not
require previous expcrience must submit the board examination or Carecr Scrvicc
Eligibility ratirgs;
2j. Checklist ofRequireme s aDd Omdbus Swom Stalsment on the Certifiaation on thc
Authenticity ard Veracity (CAIO of the document submitted and Data Privacy Conscnt
Form pursuant to RA No. 10173 (Dota Pivacy Act of 2012) tsing the attached form
(Annex Q , ntzrizrd by authorized official; and
2.k. Other docutrctrts as rDay be required by the HRMPSB for comparative assessmsnt
but Eot limited (o:

i. Means of Verificatiotr (MOVS) of the following documens:
i.i Outstanding Accomplishmetrt acquired aftcr th€ last promotion;

i.l Awards and Recognitiol
i.2 Research and Innoyations
i.3 Subject Matter Expert / Mernbership in National TWGs or CommiBees
i.4 Resource Speakership / Leaming Facilitation
i.5 NEAP Acqedited Leaming Facilitator

ij Application of Education acquired after the last promotion;
i.k Application of Leaming atrd Develqrment (L&D) acquired after the last

promotion;

3. All intercstcd and quatified applicants are requted to fill out thc ncccssary informatiofl
tkough the respective links provided below. Once submitted an appLicant can receivc an email
rcflecting a unique application code.

Adminirtrative Ollicer II bit.ElAo2:2023
Proiect DevelopEctrt Oflicer I biL|y/PDOI-2023

Address: sayre Hiway, Puroft 5, casisan8, Malaybalay city
Telefax t{o.: 088-311H)094; Telephone o.: 08&81}1245
EmailAddr€ss: ,,J .,yb. .!. lv@deped soy.pJi e
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4. Applicalts are required to bring the original copy of the documcnts submitted or a

scheduled datc of comparative sssessment a.trd interview which will be announced on a separate

memorandum.

5. This Office adheres to the Prirciples of Merit and Fihess and to the Equal Employment
Opportunity Principle (EEOP). It ensules no discrimination in the selection of is employees
provided Qualification Standards set by the CSC and DepED are met. Thus, all applications
regardless of applicant's age, sex, sexual orieffation, gender identity, civil status, ethnicity,
religion, disability, or political affiliation are treated with respect aod equity.

6. lnmcdiatc dissemitration ofthis msmorandum is desired

Copy fim$hed:
Records Ur t
Personnel Unit

TO BE POSTED ON THE WEBSITE
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Address: 9w€ Hi-uay, Purok 5, casisang, Malaybalay city
Telefar o.:08&31/m094;Telephone o-:089t13-1246
EmailAddress: " J Jtod ,, ('t,€nFped.;o. pl.




