Bepartment of Education

REGION VII - CENTRAL VISAYAS
DIVISION OF CITY SCHOOLS — TAGBILARAN CITY

Office of the Schools Division
Superintendent

May 26, 2023
DIVISION MEMORANDUM

No. __ 10 4 , 8. 2023

ANNOUNCING THE VACANT POSITION IN THE DEPARTMENT
OF EDUCATION REGION VII

To: Division Office Personnel
Public and Private Elementary and Secondary School Heads
All Others Concerned

1. Attached is the Regional Memorandum No. 0313. S. 2023, announcing the
recruitment and selection for the various vacant positions officially opened to all interested
applicants regardless of age, civil status, disability, ethnicity, gender, and religious
affiliation.

2 Please see attached memorandum for your reference.

3. Immediate dissemination of this Memorandum is desired.

WILFREDA D. BONG. S PhD, CESO V
Schools Division Superintendent

WDB/JAL/ADMIN/atm

Address: Rajah Sikatuna Avenue, Dampas, Tagbilaran City, 6300 Bohol
Telephone Nos.: (038) 427-1702; (038) 422-8177; (038) 427-6718; (038) 544-2147
Email Address: tagbilarancity.division@deped.gov.ph
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Office of the Regional Director

REGIONAL MEMORANDUM

NoD 3 1

3 s. 2023

Announcing the Vacant Positions in the Department
of Education Region VII

\MAY 2 3

To:  Schools Division Superintendents
All Others Concerned
| & This Office hereby announces that the recruitment and selection for the various

vacant positions is officially opened to
lity, ethnicity, gender, an
ns to be filled with the following qu

status, disabi
vacant positio

all intereste

d applicants regar
d religious affiliation. Enumerate
alification standards:

dless of age, civil
d below are the

[ Position Title | No. Oualification Standards Place of %
Salary Grade of ; o : T T Assignment
Monthly s Education Training Experience g Eligibility l\
‘ Salary s ! !
Administrativ 1 Bachelor's 4 hours of relevant 1 year of Career Service | DepEd Region 1
| e Officer IV Degree relevant training relevant (Professional) | VII- :
| 8G 15 to the job experience Secqqd ‘[fevel Administrativ
| P36,619.00 - Eligibility | ¢ Division |
' (Procurement
foi Section) S
| Administrative 1 Bachelor's 8 hours of relevant 2 years of Career Service | DepEd  Region
| Officer Degree relevant training relevant (Professional) vil-
| (Supply Officer to the job experience Second Level | Administrative |
| ) Eligibility Division (Asset |
| 8G 18 Management }
{ $46,725.00 Section) i
| Administrative 1 Bachelor's 8 hours of relevant 2 years of Career Service | DepEd ~ Region {
| Officer v Degree relevant training relevant {Professional) | VII- !
| {Cashier 1} to the job experience Second Level | Administrative E
| 8G 18 Eligibility Division (Cash |
| P46,725.00 Section) i
i |
i £
| |
[ Administrative 1 Bachelor's 8 hours of relevant 2 years of Career Service | DepEd  Region !
| Officer Vv Degree relevant training relevant {(Professional) VII- 1
| (Records Officer to the job experience Second Level | Administrative {
| 1 Eligibility Division |
| 8G 18 {Records |
| P 46,725.00 Section) i
1 ]
i_Adminierative 1 Bachelor's None required None required Career Service | DepEd  Region l
| Officer 11 Degree relevant (Professional) | VII- \
| 8G 11 | to the job Second Level | Administrative
| P27,000.00 Eligibility Division |
i (Procurement :
i Section) ‘
I i
=

Address: Dofia M. Gaisano St., Sudlon, Lahug, Cebu City
Telephone Nos.: (032) 231:1433; (032) 414-7399
Email Address: region7@deped.gov.ph




1 Accountant | { Bachelor's None required None required RA 1080 DepEd Region
SG 12 Degree in (Certified ViI-Finance
| $29.165.00 Commerce/ Public Division
| Business Accountant) !
| Administration i
I major in l
| Accounting
Administrative Bachelor's None required None required | Career Service DepEd Regionﬂ
| Officer 11 Degree relevant (Professional) VIl-Finance |
| sG 11 to the job Second Level Division i
P 27,000.00 Eligibility 1
\
H
|
| |
il
Administrative Completionof 2 | 8 hours of relevant | Two (2) years of | Career Service DepEd Region |
Assistant V years studies in training relevant (Sub- Vil- Finance |
SG 11 college or high experience Professional) Division |
P 27,000,00 school graduate First Level L
with relevant Eligibility i
vocational /trad !
| e course 1
Education Master's Degree | 8 hours of relevant 2 yrs. as RA 1080 DepEd Region |
Program in Education or training Principal or 2 ({Teacher) VII-Quality |
Supervisor other relevant yrs. as Head Assurance |
| SG 22 Master's Degree Teacher or 2 Division |
! P7LSI 1.00 with specific yrs, as Master E
area of Teacher |
1 specialization ;
'1 Attorney 111 Bachelor of 4 hours of relevant 1 vear of RA 1080 (Bar) DepEd Regioﬁ
| SG 21 Laws training relevant Vii-Legal Affairs |
| P63.997.00 experience Unit !
i 1}
i
]
| |
:, |
| Administrative Bachelor's None required None required | Career Service DepEd Region i
. Officer Il Degree relevant (Professional) VII-Policy i
{sa11 to the job Second Level Planning and |
| P27.000.00 Eligibility Research I
{ Division |
! ]
i
1 i
| Project Bachelor's 16 hours of Three (3) years | Career Service DepEd Region
i Development Degree relevant relevant training of relevant (Professional) VII-Education
| Officer TV to the job experience Second Level Support "
| 8G 22 Eligibility Services I
.‘ P71,511.00 Division !
i |
i |
| Education Bachelor's 4 hours of relevant 2 years PBET: DepEd Region
| Program Degree in training experience in Teacher Vil-Human
| Specialist Il Education or its education Career Service Resource
1 8G 16 Equivalent research, (Professional) Development
| P 39,672.00 development, Second Level Division
implementatio Eligibility
n or other
| relevant
'} experience
{
! **¢preferably
\ with experience {
in Training and l
Development,
! preparing a
| research
‘ agenda,
i conducting




R A R i

f ! researches, ‘
! benchmark T;
! studies and !
| other related |
t ! HR services. |
i

| . |

The job descriptions of the abovementioned positions are attached as Enclosure 1.

2. All interested applicants whether internal or external to DepEd shall submit the
following documentary requirements in two (2) copies to the Records Section of the DepEd
Region VII, Sudlon, Lahug, Cebu City and upload soft copies thereof to this link:
https:// region7.deped.gov.pii/ ‘oin-us/ on or before June 5, 2023, to wit:

9.1 Letter of intent addressed to the Regional Director;

2.2 Duly accomplished Personal Data Sheet (PDS) (CS Form No. 212, Revised
2017) and Work Experience;

.3 Photocopy of valid and updated PRC License /1D, if applicable

2.4 Photocopy of Certificate of Eligibility/Report of Rating, if applicable

2.5 Photocopy of scholastic/academic record such as but not limited to Transcript
of Records (TOR) and Diploma, including completion of graduate and post-
graduate units/degrees, if available

2.6 Photocopy of Certificate /s of Training, if applicable

2.7 Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record, whichever is | are applicable

2.8 Photocopy of latest appointment, if applicable

2.9 Photocopy of the Performance Ratings in the last rating period(s) covering one
(1) year performance prior to the deadline of submission, if applicable

2.10 Checklist of Requirements and Omnibus Sworn Statement on the Certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent Form attached as Enclosure 2;

2.11 Means of Verification (MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of Learning and Development
reckoned from the date of last issuance of appointment;

2.12 Photocopy of Performance Rating obtained from the relevant work experience,
if performance rating in Item (i) is not relevant to the position to be filled.

3: The applicant assumes full responsibility and accountability for the completeness,
authenticity, and veracity of the documents submitted, as evidenced by the Omnibus Sworn
Statement duly signed by the applicant. Any false and fraudulent document submitted shall
be grounds for disqualification. No additional documents will be accepted beyond the
deadline. In addition, applications with incomplete documents shall not be processed.

4. Qualified applicants shall be assessed based on the criteria set forth in DepEd Order
No. 7, s. 2023, titled «Guidelines on Recruitment, Selection and Appointment in the
Department of Education”, to wit:




Point System for Evaluat

ive Assessment: Related-Teaching Position

it Breakdown of Points |
% CRITERIA SG 11-15 | 8G 16-23 | 8G 24 (Chief) ll
; and SG 27 il
| a. Education 10 10 10 |
b. Training 10 10 10 "
. c. Experience 10 10 10 i}
" d. Performance 20 20 ag e
' e. Outstanding Accomplishments 10 5 10 |
1. Application of Education 10 15 g
e Application of L & D 10 10 10 i
" h. Potential (Written Test, BEL, 20 20 15
l Work Sample Test) |
L Total 100 Total 100 |
Point System for Evaluative Assessment: Non-Teaching Position
| CRITERIA 4 Breakdown of Points i
{ General SG 1-9 SG 10-22 SG 24 |
| Services (Non- and SG 27 | (Chief) |
i General '
i Services)
[ a. Education 5 5 5 &
| b. Training 5 5 10 S
c. Experience 20 20 15 16
" d. Performance 10 20 20 o0
[ e. Outstanding 5 10 10 10 1
‘;, Accomplishments S
L. Application of ; 10 10 10 l
| Education {
w1 Application of L & D - 10 10 10 i
h. Potential (Written 55 20 20 20 ‘w
\ Test, BEI, Work 1
Sample Test) i
& Total 100 100 100 100 |

< H The DepEd Region VII Human Resource Merit
shall be composed of the following:

Promotion and Selection Board

-

|
|
|
l

Chairperson Atty. Fiel Y. Almendra |
Director 111/ Assistant Regional 1

Director i

Members Ms. Ida F. Cabantan !

Chief Administrative Officer (ASD) |

Mr. Misael G. Borgonia

Chief Education Supervisor (HRDD) |
Ms. Ameelyn R. Coca |
Administrative Officer V (HRMO 11]) |

L




Chief of the Office where the
vacancy exists
NEU Representative

Lw_,_ﬂg_L,Lm_J

Chairperson Ms. Helen D. Sabino
Education Program Supervisor
(HRDD)
Members Ms. Dimple F. Mancol E

Computer Programmer 11 (ICTU)
Ms. Riza B. Guangco

Teacher Credentials Evaluator II
(ASD)

Mr. Oscar F. Clitar, Jr.
Administrative Assistant I (PAU}
Mr. Jancent B. Luega
Administrative Assistant I (ASD)
Ms. Jhorina S. Biadnes
Administrative Aide VI (ASD)
Mr. Nelson C. Altirado
Administrative Aide VI (ASD)
Ms. Ma. Cristina F. Payusan
Administrative Aide IV (ASD) i

E Secretariat
l
i
i

R S R

| I

6. Below is the indicative schedule of activities relative to the recruitment and selection
process:

Date Activity Person/ Committee

Responsible _j

May 23-June 5, Submission of Application | Applicants i

| 2023 Documents i

June 2, 2023 RSA Guidelines AVP as Orientation to Applicants "

Applicants (a link will be provided to
the applicants)

May 23-June 5, Checking of completeness of | HRMO and HRMPSB |
2023 application documents Secretariat R
| June 5-16, 2023 Initial evaluation of the Applicant’s | HRMO i
l qualification vis-a-vis the |

Qualification Standards
June 19-23, 2023 Presentation of Initial evaluation | HRMPSB
results (IER) to HRMPSB and
approval of IER 4
TJune 26-30, 2023 | Release of Notice to Qualified and | HRMO and HRMPSB
s Disqualified Applicants and Posting | Secretariat

of Initial Evaluation Results 2
July 3-21,2023 Assessment and Rating of Applicants HRMPSB i
July 24- August Behavioral Event Interview, Written | HRMPSB
11, 2023 Test and Work Sample Test of ,
Applicants 4‘
August 14-18, | Conduct of Final Deliberation and HRMPSB
2023 Finalization of Comparative

| Assessment Result

N U Sl e, RU A




ﬁugust 21, 2023 Submission of Comparative | HRMPSB

Assessment Result to the Appointing .1
§ Authority 4
Posting of Comparative Assessment | HRMO, HRMPSB |
!1__ Result Secretariat =
i August 21-25, Conduct of Background Investigation | Bl Team ‘!
| 2023 a
E_August 28-31, Posting of Notice of Issuance of | HRMO, HRMPSB |
19023 Appointment Secretariat |
T For more information and other concerns, you may contact us at 0945 762

3193/319 1873 loc. 709 or email at hrmps

8. Expenses incurred by the HR
selection process are charged against t

and auditing rules and regulations.

9. Immediate diss

STJ/FYA/ASD/IFC/arc

b.ro7@deped.gov.ph.

emination of this Memorandum is desired.

MPSB relative to the conduct of the recruitment and
he Regional MOOE, subject to the usual accounting

SALUSTIANO T. é;fEZ JD, EdD, CESO V

Director IV
Regional Director

G
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Job Description — Ver. 2

KEY RESULT AREAS

DUTIES AND RESPONSIBILITIES

Partners and Donors

Search and explore potential donors and partners for education support programs and participate
in relevant meetings and functions to establish possible areas for collaboration.

Review project /partnership proposals to check for alignment to DepEd policies, guidelines and
standards and values.

Draft MOUs/MOAs, and contracts with partners for recommendation to the regional director.
Prepare draft of localized policies and standards for engaging partners and donors in order to
protect DepEd interest and values.

Develop and implement initiatives to sustain relationships of educational partners and donors to
maintain continuous support to basic education

Advocacy

Develop and implement a strategic information, education advocacy programs to raise
understanding and increase resource and support for programs to improve the delivery of basic
education among stakeholders.

Develop and produce advocacy materials to promote visibility and recall.

Programs and Projects

Provide technical inputs towards developing regional plans and strategies to improve education
support to learner the holistic development of learners in order to focus resources of the region and
guide selection of donors and partners.

Develop and submit concept papers and program/project designs and proposals for funding,
partnerships undertakings.

Review and evaluate technical documents (e.g. project proposals, draft MOAs) for submission and
approval of regional management.

Facilitate and coordinate with stakeholders as needed, the development of work plans to
implement programs and projects.

Develop and implement information, education advocacy programs to raise understanding and
gather support for current programs and projects.

Conduct monitoring and evaluation (together with QAD) on the status and progress of special
programs and projects and provide feedback to management and stakeholders to obtain
continuing support.

Conduct assessment and evaluation of programs and projects (with QAD) and submit evaluation
reports to recommend sustaining, expanding or terminating special programs or projects.

Unit Performance

1. Undertake day-to-day supervision of the operations of the ESS Division to ensure delivery of
commitments and quality service.

RO _ESSD _PDO4
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CHECKLIST OF REQUIREMENTS

Name of Applicant:

Office of the Position Applied For: ___ SR ST D e
Contact Number:
Religion: i
Ethnicity:

Person with Disability: Yes () No ()
Solo Parent: Yes { ) No ()

_ ApplicationCode: .

Enclosure 2

__ Position Applied For:

Status ol
Submission
(To be filled-out by

the appheant:

Check if subrutted)

Basic Documentary Requirement

Verification
{To be filled-out by the HRMO/ HR Office/ sub-comnuttee]

Status of Remarks
Submission

(Check if complied)

a. | Letter of intent addressed to the Head of Office or highest
human resource officer

b. | Duly accomplished Personal Data Sheet (PDS)
(CS Form No. 212, Revised 2017) and Work Experience Sheet, if
applicable

c. | Photocopy of valid and updated PRC License/ID, if applicable

d. | Photocopy of Certificate of Eligibility/ Report of Rating, if
applicable

e. | Photocopy of scholastic/academic record such as but not
{imited to Transcript of Records (TOR) and Diploma, including
completion of graduate and post-graduate units/degrees, if
available

. | Photocopy of Certificate/s of Training, il applicable

g | Photocopy of Certificate of Employment, Contract of Service, or
duly signed Service Record, whichever is/are applicable

Photocopy of latest appointment, if applicable

% Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) year performance prior to the deadline
of submission, if applicable

iR Checklist of Requirements and Omnibus Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents submitted and Data Privacy Consent Form

k. | Other documents as may be required for comparative
assessment, such as but not limited to:

Means of Verification (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance of appointment

Photocopy of Performance Rating obtained from the relevant
work experience, if performance rating in Item (i) is not relevant
to the position to be filled

Attested:

Human Resource Management Officer




OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY
| hereby certify that all information above are true and correct, and of my personal knowledge and belief, and the documents
submitted herewith are original and /or certified true copies thereof.

DATA PRIVACY CONSENT

I hereby grant the Department of Education the right to collect and process my personal information as stated above, for purposes
relevant to the recruitment, selection, and placement of personnel of the Department and for purposes of compliance with the laws,
rules, and regulations being implemented by the Civil Service Commission.

Name and Signature of Applicant

Subscribed and sworn to before me this day of , year j

Person Administering Oath

In consanance with Republic Aet No. 8792 or {he “Electronic Commerce Act of 20007, {ejlectronic documents shall have the legal cffect, validity or enforceability us any other
document or legal writing and a) (where the law requires a docuument to be in writing, that requirement is met by an electronic document if the said electronic document
maintains its itegrity and reliability and can be authenticared 5o as to be usable for subsequent reference,




