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Republic nf't-beﬁ Philippines

Department of Education
REGION V

8 September 2023

DIVISION MEMORANDUM
No. 3&f s. 2023

RE-OPENING OF VACANCIES
TO Asst. Schools Division Superintendent
Chief Education Supervisors
Human Resource Merit Promotion & Selection Board
Public Schools District Supervisors

Elementary & Secondary School Heads
All Others Concerned

1. This Office re-opens the vacancies for the following positions. All interested
qualified applicants are advised to submit their pertinent documents for evaluation in
accordance with the criteria as provided in DepEd Order No. 7, s. 2023.

- ; Salary ; Deadline of
Position Title Grade Monthly Salary Place of Assignment Submission
Craft Education e San Andres Vocational Not later than
Demonstrator | 10 Plip23,176.00 School SPM of
Senior . September 18,
Bookkeeper 9 Php 21,211.00 | e Calatagan High School 2023
Hlead Teaghes®L || 16| | Dhpaoeracg |° S2remoran RDHS
ead Teacher p 39, ; :
e San Miguel RDHS Wot Inter than
Head Teacher I 14 Php 33,843.00 | Tubli NHS SPM of
e Pandan School of Arts & g;;;ember A9,
Accountant I 12 Php 29,165.00 | Trades
¢ Caramoran RDHS

2. Applicants shall submit documents in a folder (with tabbing and name of
document, following the arrangement of the requirements as listed in 5.7) and should be
stamped “received” at the Records Section on or before the set deadline.

3. Applicants who failed to submit complete mandatory documents (Enclosure
5.7 A to J) on the set deadline shall not be included in the pool of official applicants.
Further, no additional documents shall be accepted after the set deadline.

4. The applicant assumes full responsibility and accountability for the
completeness, authenticity and veracity of the documents submitted, as evidenced by
the Omnibus Sworn Statement (Enclosure 5.7 J), duly signed by the applicant. Any false
and fraudulent document submitted shall be grounds for disqualification.

5. Enclosed to this Memorandum are the following:

5.1 Qualification Standards for the vacant positions

5.2 List of documents to be submitted

5.3 Criteria & Point System for Hiring & Promotion to School Administration
Positions
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Bepartment of Education
REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

5.4 Criteria & Point System for Hiring & Promotion to Related Teaching
Positions

5.5 Criteria & Point System for Hiring & Promotion to Non-Teaching Positions

5.6 Job Description of the vacant positions

5.7 Checklist of Requirements (Annex C) with link bit.ly/Annex_C

6. Applicants with submitted application per Division Memorandum No, 273 s.
2023 dated July 12, 2023, may submit additional documents on or before the set
deadline.

7. Schedule of evaluation will be announced in a separate memorandum.
Applicants are advised to bring their original documents on the day of evaluation.

8. This Office upholds Equal Employment Opportunity Principle: “that there shall
be no discrimination in selection of employees on account of age, school, gender, civil
status, disability, religion, ethnicity, social status, income class, paternity and filiation,
political affiliation, and those from any sexual orientation and gender identities and
expression (SOGIE) or other similar factors/personal circumstances which run counter
to the principle of merit, fitness for the job and equal opportunity.”

9. Persons with Disability applicants in need of assistance should notify the
Human Resource Management Office prior to scheduled date of evaluation.

10. For wide dissemination, guidance and strict compliance.

SOCORRO V. DELA ROSA, CESO V
Schools Division Superintendent

Encl.: As stated

Reference: DepEd Order No. 7, s. 2023, DepEd Order No. 39, s. 2007, CSC MC No. 10
8. 2005, CSC Revised Qualification Standards (Revised 1997) and DECS Qualification
Standards for Unique Positions - Revised 1995

To be indicated in the Perpetual Index
Under the following subjects:

EVALUATION EMPLOYMENT
HIRING

MBL/DM- Re-opening of Vacancies
(N2 /September 8, 2023
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SCHOOLS DIVISION OFFICE OF CATANDUANES

R epublic n‘f‘ tl)re-'-iﬁlji[ippines
Bepartment of Education

REGION V

Enclosure No. 5.1

QUALIFICATION STANDARDS FOR THE VACANT POSITIONS
(Reference: DepEd Order No. 39, s. 2007,
DepEd QS Manual for Unique Positions — Revised 1995,

Qualification Standards Revised 1997)

Position 2?:3 Level Education Expeenenc Training | Eligibility
Bachelor’s degree
in Secondary
Education; or
Bachelor’s degree HT fo'r 2 24 hours
Head Teacher II1 16 2 w/ 18 professional 3:[? ars; or relevant RA 1080
. . eacher . (Teacher)
education units for 5 years training
with appropriate
field of
specialization
Bachelor’s degree
in Secondary
Education; or
Bachelor’s degree TIC f?r 1 24 hours
Head Teacher 1 14 2 w/ 18 professional year, or relevant RA 1080
. : Teacher . (Teacher)
education units for 3 vears | raining
with appropriate y
field of
specialization
Bachelor’s degree
in N N
Accountant I 12 2 Commerce/Busines R one d R one d RA 1080
s Administration equire equire
major in Accounting
RA1080
(Teacher)
Career
Bachelor’s degree Service
Crafts Education mn Ind].’lsmal None None (Profession
Demonstrator | 10 2 Education and required required al)
other relevant Appropriat
courses e Eligibility
for Second
Level
Position
Career
Seni Completion of two 1 year of | 4 hours of Service
crior 9 1 tudies in relevant relevant ($ubpr0fes
years studie eva an
Bookkeeper college experience | trainin sional)
& | First Level
Eligibility
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Department of Education
REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure No. 5.2
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LIST OF DOCUMENTS TO BE SUBMITTED

Letter of Intent addressed to the Head of Office

Duly accomplished Personal Data Sheet (CS Form 212, Revised 2017) together
with the Work Experience Sheet (if applicable}, you may download the form at
bit.ly/F212 PDS & bit.ly/WES_PDS

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

. Photocopy of Certificate of Eligibility/ Rating, if applicable;

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;

Photocopy of Certificate/s of Training, if applicable;

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 Rating in the last rating period(s} covering one (1)
year performance in the current/latest position prior to the deadline of
submission, if applicable

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 (Annex C) with link bit.ly/Annex C

Other documents but not limited to (Means of Verification (MOVs) showing
Outstanding Accomplishments, Application of Education, and Application of
Learning & Development reckoned from the date of last issuance of appointment

®

@san Rogue, Virac, Catanduanes
Nos2- 81140
Beatandygneaanues g ph

@ wowvdevedia: atap duyanes.com
°DIDEd Tayo—-RegionV - Catanduanes




Republic of the Philippines

Bepartment of Education
REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure No. 5.3

CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO SCHOOL

ADMINISTRATION POSITIONS

1. The assessment for School Administration positions shall be based on the
following criteria:

a.

Education units and/or degree relevant to the position to be filled, exceeding
the minimum requirements as defined in the CSC-approved Qualification
Standards (QS);

Training hours relevant to the position to be filled, exceeding the minimum
requirements as defined in the CSC-approved QS, acquired after the last
promotion but within the last five (5) years;

Experience relevant to the position to be filled, exceeding the minimum
requirements as defined in the CSC-approved QS;

Performance based on submitted performance rating covering one (1) year or
12 months performance in the current or previous job or position relevant to
the position to be filled;

Outstanding Accomplishments acquired after the last promotion,;
Application of Education acquired after the last promotion;

Application of Learning and Development acquired after the last
promotion; and

Potential measured using other evaluative assessments.

2. Point system for evaluative assessment:

Criteria Breakdown
of Points

a. Education 10
b. Training 10
c. Experience 10
d. Performance 25
e. Outstanding Accomplishments 10
f. Application of Education | 10

' g Application for Learning & - 10

Development

h. Potential (Written Exam, BEI) 15
Total 100

®:
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Republic nf‘the Phitippines

Department of Education
REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure No. 5.4

CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO

RELATED-TEACHING POSITIONS

1. The assessment for related-teaching positions shall be based on the following
criteria:

b.

e.
f.

g

Education units and/or degree relevant to the position to be filled, exceeding
the minimum requirements as defined in the CSC-approved Qualification
Standards (QS);

Training hours relevant to the position to be filled, exceeding the minimum
requirements as defined in the CSC-approved QS, acquired after the last
promotion but within the last five (5) years;

Experience relevant to the position to be filled, exceeding the minimum
requirements as defined in the CSC-approved QS;

Performance based on submitted performance rating covering one (1) year or
12 months performance in the current or previous job or position relevant to
the position to be filled;

Outstanding Accomplishments acquired after the last promotion;
Application of Education acquired after the last promotion;

Application of Learning and Development acquired after the last
promotion; and

h. Potential measured using other evaluative assessments.

2. Point system for evaluative assessment:

Breakdown of Points

. SG 24
Criterla G 11-15 $G 1622 |  (Chief)
a. Education 10 10 10
b. Training 10 10 10
c. Experience 10 10 10
d. Performance 20 20 25
. Out ing Accomplishm
e standing Accomplishments 10 = 10
f. Application of Education 10 15 10
g. Application for Learning &
Development 10 10 10
h. Potential (Written Exam, BEI,
Work Sample Test) 20 20 15
Total 100 100 100
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Republic of the Philippines

Bepartment of Education

REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure No. 5.5

CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO NOK-
TEACHING POSITIONS

1. The assessment for Non-Teaching positions shall be based on the following

criteria:
a. Education units and/or degree relevant to the position to be filled, exceeding
the minimum requirements as defined in the CSC-approved Qualification

Standards (QS);

b. Training hours relevant to the position to be filled, exceeding the minimum
requirements as defined in the CSC-approved QS, acquired after the last
promotion but within the last five (5) years;

c. Experience relevant to the position to be filled, exceeding the minimum
requirements as defined in the CSC-approved QS;

d. Performance based on submitted performance rating covering one {1) year or
12 months performance in the current or previous job or position relevant to
the position to be filled;

€. Outstanding Accomplishments acquired after the last promotion;

f. Application of Education acquired after the last promotion:

g Application of Learning and Development acquired after the last
promotion; and

h. Potential measured using other evaluative assessments.

2. Point system for evaluative assessment:

Breakdown of Points
8G 19 | 8G 1023 5G 24
Criteria :;::ie::.l’ {Noa- al and (Chief
Services) 8G 27
a. Education S 5 5 10
b. Training S 5] 10 5
c. Experience 20 20 15 15
i d. Performance 10 20 20 20
e, Outstanding
Accomplishments 5 10 10 10
f. Application of Education - 10 10 10
g Application for Learning i 10 10 10
& Development
h. Potential {Written Exam,
BEI, Work Sample Test) 55 20 20 20
Total 100 100 100 100
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Bepublic uf‘-tﬁe‘ Bhilippines

Department of Education
REGION V

SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure No. 5.6

JOB DESCRIPTION OF THE VACANT POSITIONS

Head Teacherl, & .
Head Teacher II1 .

Supports School-Based Management (SBM)

Assists in the development and implementation of School
Improvement Plan (SIP) along with the Annual Improvement Plan
(AIP)

Ensures adherence to DepEd Orders and other issuances
Assists in maintaining the school BEIS

Assists in reporting learning outcomes to parents and other
stakeholders through the School Report Card

Assists in implementing programs of the school

Assists in working for possible accreditation

Monitors the teaching-learning process

Evaluates learning outcomes

Recommends changes in policies affecting curriculum and
instruction

Implements innovations and alternative delivery schemes
Localizes/indigenizes curriculum

Prepares specific budget and accounts for funds received
Maximizes the use of textbooks, references and other
instructional materials

Ensures proper use and maintenance of school facilities,
equipment, textbooks and supplies/ materials

Coordinates with stakeholders on resource generation and
mobilization

Motivates and supports teachers to attain peak performance
through awards, recognition and incentives

Monitors teachers and master teachers

Recommends staffing requirements and assists in the selection
and hiring of teachers

Conducts department-based training as a result of training needs
analysis

Evaluate performance of teachers

Promotes harmonious working relationship among teachers
Promotes the corporate image of the Department of Education
Recommends promotion of teaching and non-teaching personnel
Establishes and ensures support and cooperation of stakeholders
Provides technical assistance in school-related grievances and
assists in enforcing school safety procedures and policies
Proposes plans and implements SB INSET

Prepares and submits monthly supervisory/ accomplishment
report

®
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Bepublic of the Philippines

Bepartment of Eduration
REGION V

SCHOOLS DIVISION OFFICE OF CATANDUANES

Accountant I

Prepares periodic Financial Statements and other related reports
in accordance with accounting and auditing rules and
regulations.

Checks the accuracy, validity and appropriateness of income and
expenditure transactions.

Supervises and monitors the maintenance of journals, general
ledgers, subsidiary ledgers and related account schedules.
Monitors the safekeeping of accounting records, documents,
correspondences and reports, and ensures maximum security
and systematic compilation of various accounting information.
Coordinates with Budget Division/Unit in the determination and
verification of existence of Accounts Payable /unpaid obligations.
Assists higher level Accountants in the analysis, verification and
consolidation of field offices’ reports.

Reviews the financial statements and related schedules.

Craft Education
PDemonstrator I

Conducts in-service training programs, workshops, semmars for
teacher and other school officials in the country.

Trains out-of-school youth, employable adults, teachers, and
school officials of public and private schools as well as
technicians and technologists of other agencies in handicrafts
and cottage industries mainly in non-formal short-term training
courses.

Improves hand tools and small machines for handicrafts and
cottage industries,

Prepares and/or revises course guides, teaching aids and devise
for use in training programs.

Processes raw materials and supplies for use in home industries
classes.

Undertakes technological research on materials, supplies and
machines used in handicrafts and cottage industries courses.
Plans and initiates the making of handicraft models with
emphasis on new designs in the making of new products that
may be adopted in home industries and schools.

Does related work

Senior Bookkeeper

Financial Records and Reports

e Ascertains that transaction have been properly recorded in
books

* Verify financial statements made by subordinate, verify the
journal voucher

* Prepares adjusting entries and journal vouchers

* Prepares trial balances, monthly statements of income and
expenditure and other financial statements;

Account Tracking

* Prepares schedules to support statements of accounts and
other financial statements for incorporation in the hooks of
accounts or progress reports

* Prepares the reconciliation of books of accounts to make the
necessary adjustments to maintain accuracy and updated
records

Financial Transactions Recording Procedures

- QSan Roque, Virac, Catanduanes
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Republic of the Philippines

Bepartment of Education

REGION V

SCHOOLS DIVISION OFFICE OF CATANDUANES

Recommends to management and drafts correspondence
pertaining to financial/bookkeeping matters based on
issuances of CO Finance and oversight agencies and monitors
understanding and application of such by SDO, schools and
learning centers.

Provides inputs for improvement of accounting section
Reviews, revises and gives feedback on the work of accounting
and bookkeeping staff.

®.
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Republic ut‘ the Philippines

Department of Education
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SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure No. 5.7

Annax T '

CHECHLINT OF REQUIRKMENTS
Name of Applicant; Applic :
Bt At pplication Code:
Oflice:
Coritact Number:
Religion:
Ethniclty:
Person with Disability: Yes{ | No| )
Solo Parent: Yea{ } No{ }

Verification
gﬁf““j" f";" fTes s [Bluch ot by 1w HRREOZ 1R Do/ iy siompomitiru]
Basic Documentary Reguirement £70 L Sl Wl By N Blatus of
wpprtuni; salon Remarks
Chuik {f nubmithwd) Subm

ek if comphied)

. |Letier of intent addrensed to the Head of Office, or tn the
highest human res officer
b. [Duly accomplished Personsl Dats Sheet (PDS)
(C8 Form No. 212, Revised 2017) and Work Experience Shieet, i
applicable -
<. [Phiotocopy of valid and updated PRC License /10, If upplicable
d. TPholocopy of Cortificate of ELgibility / Report of Rating, if
applicable
e. [Photocopy of scholastic/academic record svich as bud not
{limited to Transcript of Records {TOR) and Diploms, inchiding
vompletion of graduate and past-graduste units/degrees, il
available
Photacopy of Certificale/s of Training, if applicablc
. |Phatorepy of Certificate of Empleyment, Coniraet of Service, or
duly signed Service Record, whichevgr is/qre applicable
B __P}_;umeopy of Jateat appoiniment, if applicable .
Photocopy of the Performance Ratings in the last rating
period{a} covering one (1} year performance prior to the
aasgssment, if applicabla
J- {Checklist of Requirements and Omnibus Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of Lhe
!documcnu submitted and Data Privacy Consent Form

k, [Other dooumentis a0 may be required for comparaiive
ARBCEEMCHIL:
Means of Verification (MOVa) showing Cutstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckened from ihe date of last
issyance of appeintment
Photocopy of Performance Rating obtained trom the relevant
'work experience, if performance rating in Item {l) fa not relevant
to the positign to be filled

.-l:f im

Altested:

Human Resource Management, Officer

OMNIBUS SWORN STATEMENT

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

DATA FRIVACY CONSENT .
I hereby grant the Department of Education the right to cotlect and process my personal information as stated a_huu. fqr purpotes
ralevant to the seeruitment, sslection, and placenient of personnel of the Department and for purposes of compliance with the

laws, rules, end regulations being implemented by the Civil Service Commisaion.

Name end Signature of Applicant

Subscribed and sworn to before me this day of , yoar

. . s . ’ validily or ealarreability ov ory oder
In consonance with Rrpublic Act No. $792 or the umummmqm.uhmmhlmmuﬂ&n
mm-hpxmnndthzumeh-rm-wmhhmmmemthmummmmlmﬂmww
mmi’hmmm:dhﬂﬁumdmh:lumcnuutensunwbeuuhl:umm:ﬂnnﬁm
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