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ANNOuNclNG The AccEmANCE OF Appl,]cATION DOcuMErms FOR THE VACANT
poslTloNs IN THE DEPARTMENT oF EDucATloN REoloN vn

To:       Schools Division superintendents
Assistant Schools Division Superintendents
All Others Concerned

I.         This office announces the acceptance of application documents for vacant positions
in  the  Department  of Education  Region  VII`  All  qualified  individuals  are  encouraged  to
apply, regardless of age, sex, gender, ethnicity, religious affiliation, and civil status, provided
they meet the following qualification standards set for the position:

Position TitleSalaryGradeMonthlySalay NoofIteinS Qualification Standards Place ofAssigrment
Education Training Experience Eligibility

Adinistrativ 1 Completion None None Career DepEd
e Assistant ISG7 of 2 years of required required Service Region VII-

college (Sub- Quality
(prior to Professional Assurance
2018), or ) First Irevel Division

P 20,914-00 CompletionofGrade12/SeniorHighSchool(starting2016) Eligibility

Administrativ 1 Completion None None Career DepEd
e      Aide      VI of 2 years of required required Service Region VII-
(CIERK Ill)SG6P19,716.00 college (Sub- Administrat

(prior to2018),OrCompletionofGrade12/SeniorHighSchool(starting2016) Professional)FirstI,evelEligibility ive Division

|^co\oe pnJp',|^e

Dofia M. Gaisano St., Sudlon, Laliug, Cebu City
Telephone Number: (032) 256-9466/639773295904 local 700

n DepEd Tayo Region © region7.deped.gov.ph



The job descriptions of the abovementioned positions are provided in the enclosures
of this Memorandum.

2.            All  interested   and   qualified  applicants,  whether  internal   or  external   to  the
Department of Education, shall submit one ( 1) hard copy of their application documents to
the Records  Section,  DepEd Region VII,  Sudlon,  I,alug,  Cebu  City,  and  their  soft copies
through the
17, 2026.

email address hrm sb.ro7 on or tiefore 5:00 m4 of Se|]tember

3.         The following are the documentary requirements:
3.1 Letter of intent addressed to the Regional Director.
3.2 Duly accomplished Personal Data Sheet (PDS) (CS F`orm

No. 212, Revised 2026) and Work Experience.
3.3 Photocopy of valid and updated PRC License/ID, if applicable
3.4 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

3.6 Photocopy of Certificate/ s of Training, if applicable
3.7 Photocopy of Certificate of Employment, Contract of Service,

or duly Signed Service Record, whichever is/are applicable
3.8  Photocopy of latest appointment, if applicable
3.9   Photocopy of the Performance Ratings in the last rating period(s) covering

one ( 1) year performance prior to the deadline of submission, if applicable
3.10 Checklist of Requirements and Omrribus Sworn Statement on the

Certiflcation on the Authenticity and Veracity (CAV) of the
documents submitted and Data Privacy Consent Fomi provided
in the enclosures of this Memorandum.

3.11 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.

3.12 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.

For  positions  with  experience  requirement,  items  3.1-3.9  enumerated  above  are
mandatory requirements while Items 3.1-3 .5 are mandatory requirements for positions with
no  experience  requirement.  Applications  with  incomplete   documents  Shall  not  be
proccesed.

4.        The applicant assumes full responsibility and accountabhity for the completeness,
authenticity, and veracity of the documents submitted, as evidenced by the Omnibus Sworn
Statement duly signed by the appHcant. Any/also and/+andt4(eht doct4ment subndtted
sJiazz he grounded/or disquafz/ication. No additional documents will be accepted beyond
the deadline.

5.         Qualified applicants shall be assessed based on the following criteria set in DepEd
O[de[ No.  7,  s.  2023,  titled  Guidettnes on Recruitmerty  Selection and Appointment in the
Department Of EdiJ.cafron..



Point System for Einaluative Aeseesment: Nob-Teaching Poaltion8
CRITERA Brealrdovn of Points

General SO 1-9 SG 10-22 SG24
Services q,OtL.GenendServices| and sO 27 'Chieo

a.   Education 5 5 5 5

b.   Training 5 5 10 5

c.   Experience 20 20 15 15

d.   Performance 10 20 20 20

e.   Outstanding 5 10 10 10
Accomplishments

f.    Application of - 10 10 10
Education

9.   Appucation ofL & D - 10 10 10

h.   Potential Ovritten 55 20 20 20
Test, BEI, Work
Sample Test)

Total 100 loo loo 100

Interested a.pplicants may refer to Enclosure No. 3, of DepEd Order No. 007, s. 2023,
ti:tied  Crberia  and  Point  System for  Hiri:ng  and  Promotion  to  Non-Teaching  Posihons,  for
reference.

6.        The DepBd Region VII Human Resource Merit Protnotion and Selection Board
|HRMPSB) is composed of the following personnel:

Chalxperson Atty. Fiel Y. Almendra
Director Ill/ A§sistant Regional
Director

Members Ms. Ida F. Cabantan
Chief Administrative Officer (AD) /
NEU Representative

Mr. Misael G. Borgonia
Chief Education Supervisor (HRDD)

Ms. Monina Sarah M. Pomarejos
AO V (HRMO Ill)

Chief of the Office where the
vacaney erists

Secretariat

Chairperson Ms. Ameelyn R.  Coca
Supervising Adlninistrative Officer



Members Ms. Dimple F. Mancol
Information Technology Officer I
(ICTU)

Ms. Lorideth S. Edicto
Teacher Credentials Evaluator 11

Ms. Jhorina S. Biadnes
Administrative Officer I (AD)

Mr. Nelson C. Altirado
Administrative As sistant Ill
(Finance)

Ms. Ma. Cristina F. Payusan
Administrative Aide VI (AD)

Mr. Phillip Russell S. Wahing
Administrative Aide VI (AD)

Ms. Jecelmen N. Labrador
Admini§trativc Aide VI (AD)

7.             For guidance, kindly refer to the timeline of activities below.

DATE VEun TIME ACTrv[Tv
September 7, R0 VII Administrative 8:OOAM- Submission and Receipt of

2026, toSeptember 17,2026(exceptweekendandholiday) Services Division 5:OOPM Application Documents

September 21- RO VII Administrative 8:OOAM- Initial Assessment and
24' 2026 Services Division 5:00PM Preparation of the InitialEvaluationoftheapplicants'qualifications

October 1, 2026 RO VII Conference 8:00AM- Presentation of the Initial
Hall 5:OOPM Evaluation Result ofApplicantsfordeliberationoftheHRMPSBCommittee

October 4, 2026 Official RO VII Posting of Shortlisted
Website/Conspicuousplaces applicants

TEA R0 VII Conference 8:00AM- Conduct of the Behavioral
Hall S:00PM EventInterview/ Examination andConfirmationofInitialPointsofApplicants



8.         F`or more information and other concerns, please contact 0945 762 3193/3191873
1oc.700oremailathrmDsb.ro7L+@deDed.gov.Dh.

9.            Expenses incurred by the HRMPSB in relation to the conduct of the recruitment
and  selection  process  are  charged  against  the  ReSonal  MOOE,  subject  to  the  usual
accounting and auditing rules and regulations.

10.          Immediate and wide dissemination of this Memorandum is desired.

-           ''..

o 8. BAyocoT, cEso in~ ilegional Directoy

ABR3|FvyA|AS;k)/TRC|rrmxp



Annex a
cllE)cKusT oF REQulREnunns

Name of Appncant:                                                                                                 Application code:
Fbsition Apphed For:
Offlce:
Contact Number:
Rertyon:
Ethnicity:
PersonwithDisability:   Yes(    )    No(    )
SoloFhrent:   Yes(    )    No(      )

Basic Documentary Requirement

Status of Verificatron

Submissionabbefiunoutbwtheapplicanl'auecklfsubmitted) FTb be futed®ut b}i the HRMO/ HR O|;flee/ 8ubaTruTunee)

Status ofSubm8sionpchedifconxplied)
Remarks

a. I.etter of intent addressed to the liead of Office, or to the
highest human resource officer designated by the Head of
Office

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

C. Photocopy ofvalid and upchted PRC License/ID, ifapplicable

d. Photocopy of CertiricQte of Eligibility/Report of Ratinsb ifaoolicable

e. Photocony of 8cholastic/academic record such as but not
limited to Transcript of Records ITOR) and Diploma, including
complet)on of graduate and post-graduate units/ degrees, if
avaflable

I. Photocoov of Certiricate/ a of Training, if applicable
8. Photocorry or Certiricate of Emplqylnent, Contract of Service, or

duiv 8imed Service Record. whichever is /are aoohcable
h. Photocoty`r of htest aooointment. ir aooncable
i. FThotocopr of the Performance Rating§ in the last rating

penod(a) covering one (1) year performance prior to the
assessment. if aoolicable

j, Checklist or Requirements and Omnfou8 Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents Submitted and Data Privacy Consent Form (Annex
C'

k. Other documents a8 may be required for colnparative
assessment:
Means of verirication (MOVs) Showing Outstanding
Accomplishments, Application of Education, and Application of
Leaming and Development reckoned from the date of last
is§uance of apFx)intment
Photocomr Of Perfomance Rating obtained from the relevant
work experience, if performance rating in Item (i) is not relevant
to the oosition to be rmed

Ormnl7s gtroR» 8TATE][BHT

esRT]HCATlo» o» AUTHBRTlcITv AnD vBRAc]TT
I hereby certify that all inforfmtion above are tnie and correct and of lay personal lmowledge and beifef, and the documents
submitted herewith are ongiml and/or certified true copies thereof.

DATA pRrvAcy Cot(sEiiT
I herety grant the Department of Education the right to conect and process my personal informtion as stated above, for purposes
relevant to the recruitment, selection, and placement of persormel of the Department and for purposes of compliance vlrith the
laws, rules, and regulations being implementecl dy the Civil Serviee Commissiori.                       Nerne and Signature of Applicant

Attested:

Human Resource Management OfficerLnconsomm%withRepubheActNo`8792orthe"ElectronicCommeree Act Of 2000-. (e)lectronic dceunent8 shall have the legrJ effect, validrty or erfolceabilrty

as any other document or legal `whting and a) (rtyheze the hw requires a document to be in wntLng, that requirement rs met by an eloctronic document if the sold
e]ectronie dacunent maineains Lt8 mtegnty and reliabmty and can be authmticated so as to be usable for Subsequent rt>ferencc
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